Contest Chair Checklist
International Speech & Table Topics Contests

	Contests
	Div / Area / Club

	Location
	

	Date
	

	Time
	


Appointment Holders – fill in their names
	Contest Toastmaster
	

	Advisor:  
	

	Registration 1:
	

	Registration 2:
	

	TMD / TME:
	

	SAA 1 (Room / Time Device / Trophy 

 Display / cert/install mic): 
	

	SAA 2 (usher / lock / open door during    

contest):  
	

	SAA 3 (props, lectern / Sound  

System / LCD projector):
	

	Logistic Chair:  
	

	Logistic 1 (Food / Drinks / Tables):
	

	Logistic 2 (Audience’s voting ballots /     

Certificates / Trophies):
	

	Time filler:
	

	Timer 1:   
	

	Timer 2:   
	

	Tally Counter 1:  
	

	Tally Counter 2:  
	

	Tally Counter 3: 
	

	Photographer:
	

	Videographer:
	

	Chief Judge:
	

	Judges : Confidential

(minimum 7 judges for Div contests)

(min. 5 judges for Area contests)

(5 judges for Club contests if possible)
	

	
	

	International Speech Contestants:
Name  – Club

Name  – Club

Name  – Club

Name  – Club
	(must complete P6 & be members of good standing – contest chair to check with TIHQ)

	Table Topics Contestants:
Name  – Club

Name  – Club

Name  – Club 

Name  – Club
	(must be members of good standing– contest chair to check with TIHQ)




Materials - Mark tick on right hand column
	Banner for event / club banners
	

	Directional Signs / stickers
	

	“Do not enter” sign for door
	

	Program Sheet / TMD script 
	

	Flyers/email / publicity
	

	Notify:venue / time
	

	Certificates
	

	Trophies / Engraving/tokens
	

	Timing Light, stopwatch
	

	Back up stop watch & cards (number cards for colour blind contestant if any)
	

	Microphone, Lectern, LCD, PC
	

	Spare batteries for microphones 
	

	Halal Food / Drink / tables
	

	Registration Forms / $ change
	

	Blank paper / pens / markers 
	

	Camera, video, batteries
	

	Audience’s voting ballots + Basket
	

	Guess the Champ / Game prizes x 2
	

	Chairs / tables / light-cover for timers
	

	Separate area / room for Table Topics contestants 
	

	VIP seats’ “reserved” signs
	

	List of judges for chief judge (confidential) and tally counters 
	

	
	

	List of contestants, in correct order, for usher, judges, timers, counters (written on whiteboard/flip chart if available)
	

	Attendance list for reception
	


Forms: 

	Certification Eligibility/Originality
	(prepared for or by Contest Toastmaster)

	Bio data (optional)
	(prepared for or by Contest Toastmaster)

	Speaking order ballots:  
	(prepared for or by Contest Toastmaster)


	Timer Record Sheet x 2
	(prepared for or by Chief Judge)

	Counter’s Tally Sheet x 2
	(prepared for or by Chief Judge)

	Judge’s Certification of Eligibility and Code of Ethics
	(prepared for or by Chief Judge)

	International Speech: Judges’ Guide x 5 + Tie breaking Judge x 1
	(prepared for or by Chief Judge)

	Table Topics: Judges’ Guide x 5 + Tie breaking judge x 1
	(prepared for or by Chief Judge)

	Notification of Contest Winners
	(prepared for or by Chief Judge)


