Contests Chair Checklist
Humorous and Evaluation Speech Contests

As contest chair, you must plan the contest budget, make room and audio arrangements, conduct a pre- and post-contest publicity program, and see that all bills for the event are promptly paid. You must make sure each speaker is eligible to compete and is familiar with the contest rules, that audiovisual equipment is working, that the chief judge, voting judges, timers, and counters are briefed on their duties, that ballots are counted carefully, and that awards are presented to the winners in a ceremony that will make them proud. Although you may have a committee to help you with these tasks, it is still your responsibility to make sure they are done.

 1.  Date and Location of contest confirmed

 2.  Contestants signed up for contest

 3.  Key players obtained for contest:

 ___   Chief Judge

 ___   Judges (one tie-breaking judge)

 ___   Contest Toastmaster
 ___   Test Speaker (Evaluation Contest only)

 ___   2 Timers  
 ___   3 Tally Counters  
 ___   Sgt-at-Arms

 4.   Forms 

 ___   Judges / Tie-Breaking Judges forms

 ___   Timers forms (Timing Devices not visible by Judges)
 ___   Ballot counter forms

 ___   Eligibility forms for speakers to complete on speeches

 ___   Contest Toastmaster script

 ___   Speaker biographical info for introduction by toastmaster    

                    (optional, during interview session, not during contest speech)
 ___   Certificates of Participation  
___   Certificates of Appreciation for contest volunteers (optional)

5.    Refreshment

6.    Holding Room for Evaluation Contestants

7. Awards - Trophies

8. Photographer        

