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PURPOSE:  To give a general review of the meeting

Date:
______________
General Evaluator:
_________________________________
Overall reaction to the meeting

· tone, level of enthusiasm, enjoyable, educational, length

· control of Chairperson
Pre-program Preparation

· preparation of the meeting room
· greeting of members and guests
· name tags
Meeting Start-up:

· opening of the meeting, tone, atmosphere, theme
· introduction of the head table/meeting officials
· introduction of guests
Table Topics:

· overall reaction; topic, theme

· procedure explained to guests and timer

Toastmaster:

· toast tied to theme
· quality of toast
Meeting Break

SECOND HALF OF THE MEETING

Chairperson:

· reconvening, timing, tone

· introduction of the Toastmaster
Introduction of Speaking Program/Speakers:
(DO NOT comment on speeches)

Evaluators:

· overall quality of evaluations

· specific feedback, balanced approach, points to grow
Reports

Timer:

Word of the Day Master:

Ah Counter:

Concluding Remarks
Return control to Chairperson.
Written report given to Chairperson after the end of the meeting.
Time: 4 to 5 Minutes








NEW HORIZONS TOASTMASTERS





General Evaluator’s Report











