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The Toastmaster Manual 

 

 
Linköping Toastmasters Club  



The Toastmaster Role 

"Linköping Toastmasters is a living organism where we share things that matter with people that 
matters to us in a very special environment who believe in each other and our dreams and therefore 
making each other very involved, wanting to take more and more responsibility.  
Our purpose is to provide a supportive and positive learning experience in which participants are 
empowered to develop communication and leadership skills, resulting in a greater self-confidence and 
personal growth.” 

You will get a PERSONAL MENTOR from the club who will help you on your way forward 
and meetings where you will get a chance to develop your many talents practicing different 
roles, all roles leading towards your dreams.  
 
In Linköping we put extra focus towards the Toastmaster role where you actually have to challenge 
yourself and use a lot of your skills, even those you didn´t know you had. Making you reach whole 
new levels on your journey.  
 
As Toastmaster you’re actually the project leader of the meeting project and you should be able to 
handle a large variety of roles in this single role for instance:  
decision maker, architect, promotor, communicator (on many levels), team organizer and leader. 
 
The Toastmaster role is an excellent way to learn to manage those roles, in due time, but also be 
humble and DARE TO ASK FOR HELP WHEN YOU NEED. You should learn to use the supportive 
platform we set up including your mentor. 
 

“It isn’t about being the boss; it is about being the leader lifting people, and yourself, up”. 

 

 

  



Receiving the order  
(Approximately 4 weeks before meeting) 

 

VP Education gives you the assignment to lead the meeting under mutual understanding (you can 

also choose to take the role yourself, supported by your mentor.) 

 

 

 Pre preparation (Constructing the frame) 
(4-2 weeks before meeting, that’s why it’s important to adapt a different timescale) 

 

 

 

Cooperating with architects (Discussing/negotiating): 

 Setting up key providers, Speakers, with help of VP Education. 

 Discussing / Structuring your ideas with the help of mentor and VP PR. 

(find for instance a memorable and meaningful quote you can use to build around)    

 Promotion with interaction of VP PR (involving the Toastmaster to spread ideas)  

 

Oral promotion of the meeting at previous meeting, 2 weeks before, with an open mind.   

  



Operative Planning 
(Starts 2 weeks ahead of the meeting)  

  

Use your Mentor for Backup testing ideas on. 

 

VP PR Sending a reminder, to members, regarding the meeting within two days after last meeting.  

 

 

SET UP A TEAM:  

Choose your WINGMAN/WOMEN and ask her/him to be GENERAL EVALUATOR ASAP.  

The GE-role is not only to evaluate the meeting orally but also to write a summary report and place it 

on the web. 

In beginning of week before meeting week assign members to different roles (find a suitable mix) 

and discuss your choices with mentor, send Third e-mail get things going and to conform roles. If a 

person hasn´t answer on Wednesday send a personal mail, then maybe change.  

 

Weekend before send mail to speakers regarding speech title and introduction. 

 

PREPERATION CLOSE TO MEETING: 

Write a personal manuscript for the meeting using your personality. 

Remember to bring coffee bread to the meeting, (the club will help you with your cost’s). 

Remember to print out and bring Agendas to the meeting.  

 

  



The Meeting  

(Use your Mentor as Backup) 

Participants should be introduced in a way that encourages the audience to listen to them.  

The Toastmaster creates an atmosphere of interest, expectation, and receptivity.  

 

Use detail Agenda as frame  

(Print detail on Easyspeak (see example last side) 

Start by presenting changes in the Agenda 

Give an Introduction to the meeting  

 Your own intro/start up 

 Describe the contents of meeting 

 Extra tools such as use of Candy Notes 

Interact with the audience 

 Let eventual guests introduce them self and make them feel comfortable 

 Introduce every participant  

 Thank every participant by shaking hand 

 Make everybody feel welcome 

Be Present / Have a clear line 

 

Have fun / dare to improvise / dare to take help of the ones around you 

Summarize and wish welcome back  

GOOD LUCK   



Example Detailed Agenda 


