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Introduction

Thank you Sergeant At Arms and welcome everyone, members and guests to meeting #_______
Tonight our theme is ________ and I encourage everyone to join in and enjoy our evening together. 

[Insert short story, facts, joke]
Just a little housekeeping….

Please ensure your mobile phones are on silent or switched off. 

Does everyone have a copy of an agenda in front of them?

Can I confirm that ___________ is our minute taker for this evening?

I’d also like to introduce our timer for tonight who is __________. 

In toastmasters we learn to speak to our allocated times and _______ has a little set of traffic lights to help us know when our time is nearing its end. Could all speakers please keep an eye on the lights.

Timer would you please test the 3 lights. Thank you. And if we speak past our allocated time you will hear the buzzer.  And that means you must stop immediately. 

I would now also like to introduce our President  _________ and also welcome any guests we might have this evening.
Apologies:

Sergeant at Arms do we have a quorum?

Yes: We have a quorum, excellent. 

No: We will continue to conduct any business, that will be ratified during the next session. Madam/Mister Secretary, could you please note that in the minutes.

Do we have any late apologies?

Thankyou for those apologies. Will someone move the motion that the apologies be accepted?

Thank you – moved by …………

Will someone second the motion?

Thank you – seconded by………

The motion to accept the apologies has been moved and seconded, I will put the motion that the apologies be accepted. All those in favour say ‘Aye’; all those against say “Nay”; 
Ayes outway Nayes : the ayes have it and I believe the motion is carried.
Nayes outweigh Nayes : the ayes have it and I believe the motion is lost.
Business Session
Minutes
Our first item of business is to confirm the minutes of the previous business session on the [date of previous meeting].
We’ll now take a minute to read over them. Timer please buzz when minute is up.

Are there any amendments to the minutes?

(If there are make sure the minute taker takes this down)

Will someone move the motion that the minutes of the business session held on [date of previous meeting] ?
Thank you – Moved by ………..

And will someone now second the motion? Thank you ……….

The motion has been moved and seconded. I will put the motion that the minutes of the business session be confirmed. All those in favour say “Aye”, all those against say “Nay”. 

Ayes outway Nayes : the ayes have it and I believe the motion is carried.

Nayes outweigh Nayes : the ayes have it and I believe the motion is lost.

Is there any business arising from these minutes?

Comments or debate to follow if there is some business.  
Inwards Correspondence
Now, do we have any inwards correspondence?
(If yes) Will someone move that the inwards correspondence be received?

Thank you – Moved by ………..

And will someone now second the motion? Thank you ……….

The motion has been moved and seconded. I will put the motion that the inwards correspondence be received. All those in favour say “Aye”, all those against say “Nay”. 

Ayes outway Nayes : the ayes have it and I believe the motion is carried.

Nayes outweigh Nayes : the ayes have it and I believe the motion is lost.

Outwards Correspondence
Now do we have any outwards correspondence?

Can I ask that someone moves that the outwards correspondence be endorsed?

Thank you – Moved by ………..

And will someone now second the motion? Thank you ……….

The motion has been moved and seconded. I will put the motion that the outward correspondence be endorsed. All those in favour say “Aye”, all those against say “Nay”. 

The “Ayes” have it and the motion is carried. 

Executive Reports
I’d now like to ask the executive team for any reports.

Starting with:…..

Webmaster 



Sergeant at Arms

Treasurer

Secretary 

VP Public Relations

VP Membership

VP Education

President

(All reports can be received and adopted at the end)

Can I ask someone to move that the executive reports be received & adopted?

Thank you – Moved by ………..

And will someone now second the motion? Thank you ……….

The motion has been moved and seconded. I will put the motion that the executive reports be received and adopted. All those in favour say “Aye”, all those against say “Nay”. 

Ayes outway Nayes : the ayes have it and I believe the motion is carried.

Nayes outweigh Nayes : the ayes have it and I believe the motion is lost.

Is there any business arising from the executive reports? – allow for discussion if any.
General Business

Now, do we have any items of general business?

On any contentious issues – ask people to talk for and against before putting it to the vote. 

Closing

Thank you for your time. I now declare the Business Session closed.





























































Chairman Cheat Sheet














Cumberland Forest TM 4009/70 
Chairman Notes and Cheat Sheet v2.0
Page 1 or 4

