Knock at the lectern once ....

Good evening our Club President, fellow Toastmasters, and distinguish guests.

Welcome to toa payoh central cc toastmasters club chapter meeting number ____ 
My name is _______, I am the Sergeant-at-Arms for the meeting.

I'll take this opportunity to start with our ice-breaking session, 

Let us all introduce ourselves, tell us your name, which club you're from or you are a guest tonight and tell us how you feel about  ________________
let me be the first to get it rolling ....

again, my name is ______ and I am a member of this club.

(your view on the topic you choose to discuss.)

Shall we begin with.......the next speaker - (open to the next speaker to continue)

(when its all done)

Thank you, let give ourselves a round applause.

My thanks to each and everyone of you for your participation.

Before i go, can i request everyone of us to take out our handphones -  put it to off or silent mode .... (wait ,,,)

Thank you so much. now i'll like to hand over this meeting to the toastmaster of the evening, ____________ 

After the break:

Welcome back, let's us welcome again our Toastmaster of the Evening_________________.

Your other duties as SAA:

be early, make sure each member and guest is welcomed at club meeting,

make sure meeting start on time at 7.30pm sharp

Collect ballots and tallies votes

Time keeper for break
