Business Meeting Script

Order of Business

· Call to Order

· Opening Ceremonies

· Invocation/Grace

· Pledge of Allegiance

· Inspiration

· Welcome and Introductions

· Roll Call, Quorum, Minutes, Correspondence

· Treasurer’s Report

· Other Reports

· Special Orders

· Unfinished Business

· New Business

· Educational Program

· Further Business

· Announcements

· Closing

__________________________________________________________

Business Script – A Guide For the Organization President

1. Call to Order

President:


The regular meeting of the ​​​​​​________ Toastmasters will come to order.

2. Opening Ceremonies

President:


Please rise.

The invocation will be given by _______________. 
[Invocation and Grace (if appropriate) are given before the Pledge of Allegiance. If your club does not include the Pledge and invocation, eliminate this section.]

Please remain standing for the Pledge of Allegiance to the Flag of the United States of America, to be led by________________.
The inspiration will be given by _______________. 
[Inspiration is given after the Pledge of Allegiance.]
3. Welcome and Introductions

President: 
Welcome to the ___ meeting of the ___________ Toastmasters Club. 

· Welcome Members and Guests

· Introduction of those seated at the head table (if there is a head table)
· Introduction of those of rank in the audience (order of declining rank)
4. Roll Call for a Quorum, Minutes, and Correspondence
· Ask Secretary to conduct a roll call 
[Alternatively the Secretary can silently record attendance]
· As President,  confirm that a quorum is or is not present (for the purpose of conducting official business)
President: 
The secretary will read the minutes of the previous meeting. 

[The secretary reads the minutes. The chair sits while they are read]

Are there any corrections?
Hearing none, they are approved as read.
OR

Are there any corrections?


Are there further corrections? 
[this is repeated until there are no further corrections.]

Hearing none, the minutes are approved as corrected.

M. Secretary, is there any correspondence the club needs to consider?
[Secretary presents any official correspondence not requiring action]
5. Treasurer’s Report

President:

May we have the treasurer’s financial report?

Are there any questions for the Treasurer?

Are there any further questions for the Treasurer?

Hearing none, the report will be filed.

M. Treasurer, are there any bills?


[If there are bills, a motion to pay bills is entertained. If no motion to pay bills, then: ]
The question is on the payment of bills.
6. Other Reports

A. Officer Reports
President:

I now call for the officer reports. 

i. Vice President Education

ii. Vice President Membership

iii. Vice President Public Relations

iv. Sergeant At Arms
v. Other Officer Reports if Any

B. Board Reports (if applicable)
C. Standing Committee Reports (if applicable)
D. Special Committee Reports (Select or Ad Hoc)

7. Special Orders

8. Unfinished Business and General Orders

President:

Under unfinished business the first item is …


OR

The chair knows of no unfinished business.

9. New Business

President:

New business is now in order. Is there any new business?
10. Educational Program

President:

I now call on today’s Toastmaster to present today’s Educational Meeting. 
[Introduce Toastmaster
The program is presented.
The program concludes. 
The President is reintroduced.]
11. Further Business

President:

Is there further business?
12. Announcements

· The President makes the chair’s announcements first.
President: 
Are there other announcements?
13. Closing and Adjournment

· Invite guests to return

· Invite guest comments

President: 
If there is no further business, the meeting will be adjourned.

The meeting is adjourned
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