Contest Toastmaster Checklist

The contest chair may appoint a contest Toastmaster to perform any of the chair’s duties listed in the Contest Chair’s Checklist. In such cases, the term “contest Toastmaster” should be considered synonymous with “contest chair.” A contest Toastmaster and contest chair are both ineligible to compete in the contest in which they are serving.
Pre Contest
1. Verify the presence of all contestants and pronunciation of their names

2. Get all participants to sign the certificate of Eligibility and Originality.

3. Obtain the Speech Title from the Speaker, ensure all titles are filled in the Eligibility Forms.
4. Draw their speaking position and inform the Chief Judge of  the Position for speaking

5. Checking timers  whether they have been briefed of the timing sequence

6. Check that the lights are properly shielded - off from vision of judges

7. Arrange with the timers that you want them to help you to time the "one minute within the speech" and how they could signal to you.

Contest
1. Open the contest with a welcome note

(Remember to remind everyone to switch their mobile to silent mode)

2. Read the rules to all contestants

Points to cover:

· Timing sequence,

· Where the lights are

· Speaking position

· Protest

· Originality of Speech

(Please highlight these points in the Contest rule book so that you can read it easily) 

3. Inform the audience that you have sought confirmation for Toastmaster International that all contestants are members of good standing.

4. Seek concurrence from Judges, Contestants, and timers for the contest to begin. 
(For evaluation contest, table topics contest - please see below)

5. Announce each contestant - 

· Name, Speech Title, Speech Title, Name
(Remember to remind the audience to withhold their applause until after the second announcement)

6. At the end of each speech, shake the contestant's hand and ask the audience to remain silent for one minute for the judges to mark their ballots.

7. Remind the audience to remain silent and there should be no comments on the speeches or any of the contestants.

8. After all contestants have spoken. Invite the judges to complete their ballots, the counters to collect the ballot slip from the judges and another counter to collect the timing from the timers. 

9. The tally counters and chief judge should proceed to the counting room.

10. Pass the control back to the TME to continue with whatever program.

Announcement of results

1. Collect the result slips from the Chief judge

2. Announcement of results should preferably be done by contest chair.

3. The contest chair should announce whether there is any disqualification but no names should be announced.

4. In contest with five or more participants, announce a third place winner, second place winner and a first place winner and in contest where there were only 4 or less than 4 contestants, only a second and first place winner is announced.

Evaluation contest

· Invite the test speaker to give his/her speech
· Request the timer to time the speech
· Announce his/her name and speech title 
Please do not give details of his statues i.e. CC / AC or  whatever, and the project that he is doing

· At the end of the speech, ask the timer to announce to the audience, the time taken by the speaker.
· Invite all contestants to move to another room to prepare their speech. 
· Ask the SAA to escort them together with the timer. Allow 5 minutes for all contestants to prepare their script. 
· If the contestants had to prepare their material in the same room ensure the audience maintain silence in the room.
· At the end of 5 minutes, the SAA collects the script and usher all contestants outside the meeting room.
· The contest chairs invites the contestant one by one into the room and the scripts were handled back at the door of the meeting room.
· The contestants may remain the meeting room after their speeches.
Table topics contest

· After all the rules were read, all contestants should be ushered out of the meeting room. They should be confined to a holding room and not be allowed to have contacts with other members in the meeting room.
· Obtain the topics from the chief judge. This should be in a sealed envelope.  Please get the person to submit two copies of the subject. This should be type boldly.
· Leave one copy of the subject on the rostrum
· Invite the speaker forward, read the topic to him. He can refer to the copy on the rostrum.
