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Please note: The current Speech Contest Rulebook overrides anything which may be in this guide.
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	Contest Chair
	The Contest Chair is the person ultimately responsible for making sure that a contest actually happens. The Contest Chair can be the Club President, Area Governor, or Division Governor, or any Toastmaster that has the capacity to take on this responsibility.

	Toastmaster
	The TM is responsible for conducting the contest. See separate page for specific duties.

	Chief Judge
	The Chief Judge is responsible for briefing the judges, timers, and working with the ballot counters. The Chief Judge is also the go-to person in the event of questions about contest rules. See separate page to learn more.

	Judges
	Club contests need at least 4 judges. For higher levels, there should be equal numbers of judges from each club/Area/Division in order for a contest to be perceived as being fair.

	Tie Breaking Judge
	The Tie Breaking judge should be unknown to all but the Chief Judge. There is a separate ballot for the Tie-breaker judge which is to be used only in the event of a tie.

	Sergeant-at-Arms

(S@Arms)
	Ideally there should be minimally two S@Arms for the Contest. See separate page to learn more.

	Registrars
	The registrars sign people in as they arrive at the contest and handle the money. They also keep track of which contestants and duty holders have arrived so the Contest Chair, Toastmaster and Chief Judge know if they can get things (pre-contest meetings) rolling.

	​Contestants
	All clubs should be committed to having a contest twice a year and sending the winners to the Area Level and beyond. It is a great way to enhance the Toastmaster experience and push oneself to reach new goals.

	​Test Speaker
	A test speaker is someone who gives a speech that all of the Contestants evaluate during an Evaluation contest. Ideally it is someone from a different club/Area/Division.

	Timers
	Two timers are required for a contest to make sure timing is conducted accurately.

	Ballot Counters
	At least two ballot counters are required to tally the votes of the judges along with the Chief Judge.


The Contest Chair is the most important role in having a Successful Speech Contest.

If the Contest Chair is hosting the contest on the behalf of another (perhaps an Area or Division Governor) – who we will call the Host, it is of utmost importance that they keep the lines of communication open. It is acceptable for the Host to have some suggestions for the Contest Chair in terms of location and people to fill certain roles, but the host should allow the Contest Chair to take over from there. The Host should not continue to ask people to be Toastmaster, Chief Judge, etc. after he/she has turned over the contest to the Contest Chair without discussing this with him/her first.

While the Contest Chair is ultimately responsible for all of the following, it is absolutely acceptable for him/her to delegate many of the responsibilities to others.

Remember, during most contests the Host will say a few words at the beginning of the meeting and introduce the Toastmaster. At the end of the meeting, the Toastmaster will turn the Lectern over to the Host who will then introduce the Dignitaries, and invite the Division or District Representative to help hand out the awards and announce the next levels of contests.

For the information we are providing, we will assume that the Contest Chair and Host are the same person (for example: the Area Governor is Chairing his own contest).

Please Note: If you are new to Chairing Contests, you will want both a Toastmaster and a Chief Judge who have done these roles at this level before. If you have done Contests before, this is a good opportunity to select a Toastmaster and/or Chief Judge who have never participated at this level before in order to give them experience.

6 – 8 weeks Before the Contest:

The first thing that will need to be done (if not done already); you will need to decide on a time and date for your contest. You are expected to select a date/time which is different from other contests at your level. For example: if you are Chairing an Area Contest, you will have to choose a date/time which is different from the other Areas in your Division as it is expected that the Division Governor will attend all of the Area Contests in his or her Area.

READ and become familiar with the current Toastmasters Speech Contest Rulebook. The Speech Contest Rule book overrides any information which may be in this guide.
Scope out potential contest locations. Perhaps a contest has always been held at a given location. Is this site really working? What are the challenges? Maybe it is the best place to have it after all. Maybe it is time to try some place new. There are many places where contests can be held. Try calling several and make appointments to look around. While looking at a site, determine where the food, if any, is going to come from and be located. Determine if there is an appropriate spot for the vote counters to count the ballots. They need to be away from everybody else as the results are a secret until the end. If it is a Table Topics or Evaluation contest, you will need a spot away from the Contest room itself where the Contestants can wait until their name is called.

Determine your budget. How much are you planning on spending for food, location, etc?  From that, you will have to determine an appropriate amount to charge people attending the contest. Remember that certain Dignitaries are not expected to pay when you are counting the number of people you expect to attend. Decide if you will charge less for people coming for the contest only and are not planning on eating.

Decide if you will have food at your event and if it will be a meal, snacks, appetizers, or what.

4 – 6 Weeks before the Contest:

Now that you have looked at several locations, secure one of them for your contest. Find out if there is any chance your event will be ‘bumped’ for another. If there is even a remote possibility, you will have to come up with a ‘plan B’ that can be put into motion in a short time. You will have to have another possible site you can use in short notice, say the building you were planning on had a fire.

Create a Contest flyer. You will want to post your Area/Division flyer on the district web site (see site for active address to send attachment, http://d6tm.org/SpeechContests). If it is a club contest, post it out on your own site. You will want to also post the flyer in coffee shops, convenience stores nearby, in libraries, etc. as this is a great way to promote interest for Toastmasters. You might even be able to pick up a few new club members in the process! Of course, you will also want to distribute flyers at various clubs, at other contests, TM events, etc.

You need to recruit a Toastmaster. It should be someone you have heard speak before, or comes highly recommended by someone you trust. The success of a contest largely depends on how well the Toastmaster can hold the interest of the audience, follow the contest rules, remember the minutes of silence, and lead the applause. This is the one person the audience watches throughout the contest.

You will need to recruit a Chief Judge. This person should be highly organized, as they have a lot of things to keep track of. Consider delegating to the Chief Judge the responsibility of bringing all of the appropriate judging ballots, timer’s sheets, tally sheets, and envelopes to the event. This isn’t to say that you shouldn’t have back-ups with you, but this way, the Chief Judge knows they have what they need and have a little control over the situation and you have a few less things to do yourself.

If you are an Area/Division Governor, let the clubs/Areas know that you expect them to fill certain roles during the contest (judges, timers, etc.) in addition to providing contestants.

If you are ordering trophies from Toastmasters International (TI), you will have to order them now. TI takes a while to get these out. Even if you are ordering trophies locally, you might want to consider ordering these now, as you will have a lot to do in the weeks closer to the Contest.

In the event this is an Evaluation Contest you will want to find a Target Speaker. This is someone who gets up at the start of an Evaluation Contest and gives a speech. It is this speech the Contestants evaluate.

Will you need an audio visual or sound system? Who will run it? Make these arrangements, if necessary.

1 – 2 Weeks before the Contest:

Create a base Program. Put in the information you know regarding the contest, perhaps you have a few names of contestants, etc. Most contests have two parts: A shorter contest for Table Topics, Evaluations, or Tall Tales and a longer contest for Humorous or International. You will have to decide if the votes for the first contest will be counted before the next contest begins or if you will have them counted at the end of both contests. Traditionally they are counted in-between and the contestants for the first contest interviewed, but if time is critical (say during a lunchtime contest), you might want them to be held by the Chief Judge until the end. You might want a short break between the contests. Will you be doing the Pledge of Allegiance? You need to decide all of this.

Create a script for the Toastmaster. This is a blow-by-blow of what the Toastmaster should do every step of the contest so there are no surprises. Of course, you will want the Toastmaster to come up with his or her own opening and way of reminding people to turn off cell phones, etc., but you will want to emphasize the minute of silence between contestants, the proper way of introducing the Contestants, etc.

Contact the Toastmaster and make sure the Toastmaster understands his or her duties. Give the Toastmaster a copy of the program and the script and discuss. It is critical that the Toastmaster is comfortable with these. Listen to any suggestions he or she might have. Give the Toastmaster a list of Contestants and duty holders for the contest – even though there may be gaps at this time.

Contact the Chief Judge and make sure he or she understands the duties. Give the Chief Judge a copy of the program and discuss when the counting of ballots will take place. Verify who will be bringing copies of the judging ballots, timing sheets, tally sheets and envelopes. Give the Chief Judge a list of Contestants and duty holders for the contest.

If you don’t already have this information, you will have to find out who the contestants are and get their phone numbers. Also, find out the names and numbers of the runner ups, so you can contact them if the contestant can’t make it for any reason.

If you are ordering trophies from a local source and have not already so, you really need to do it now.

Confirm judges, timers, ballot counters, photographer, videographer (if desired), S@Arms, registrars, etc. Make sure they understand their duties. Remember, you will want to have a fairly equal number of judges from each club/Area/District in order for it to be fair for all. Check with the judges to see what other clubs they belong to in order to ensure it will be a fair representation for all.

Make sure you have name tags, pens, and calculators for use at the contest.

2 – 6 Days before the Contest:

Pick up trophies

Order food if necessary. You might have already done this if the spot you are holding is a restaurant, but this is where you would want to confirm the number of people you are expecting.

Send updated Contest Programs to the Toastmaster and Chief Judge. Also provide them with up-to-the minute list of the Contestants and duty holders at the contest.

Create Certificates of Participation for the Contestants. Make sure you have spares in the event that a runner-up needs to step in.

Create Certificates of Appreciation for the Key Players at your contest.

Create a list of Dignitaries 

Create a sign-in sheet for your registrars and update it until right before the contest.

1 – 2 days before the Contest:

Finalize the agenda and make plenty of copies

Make sure there will be a lectern at the contest. Arrange for someone to bring it if there is not one at the site.

Make sure there is a gavel for the contest. Perhaps you could ask the Toastmaster to bring one from his or her club.

Ensure there will be timing lights, timing cards and at least two stopwatches (in case one fails to work) at the contest.

If doing the pledge, is there going to be an American flag at the contest?

Confirm your details with the contest location.

Print signs directing attendees to your location as necessary.

Check on audio visual/sound system and person working it.

Verify that all clubs and people participating in the contest are in good standing with Toastmasters International. This is especially important around dues times.

On the Day of the Contest:

Arrive at the contest really early

Put up any necessary signage to direct people to your location

Check the seating arrangements to make sure it will work for your contest.

Set up the registration table with the sign-in sheets and a list of duty holders and contestants. Put out name tags and pens.

When the registrars arrive, discuss how to sign in the people and how to indicate what, if anything, they pay. Show them who is not expected to pay. Demonstrate how to cross reference the sign-in sheet with the list of contestants and duty holders and indicate how it is necessary to try to keep the judges a secret, so do not keep this list visible for any length of time.

Set up the Food table (if needed).

Meet with the Toastmaster and Chief Judge at least 30 minutes before the start of the contest. Go over the program from start to finish. Point out any judges the Chief Judge may not be familiar with.

Make sure you have all of the necessary tools in place: lectern, gavel, timing lights, timing cards, stop watches, trophies, certificates, etc.
In the event that somebody challenges the standing of a contestant or judge, it is up to you to discuss this with the division/district officials. Make sure you have verified this information before the start of the contest to head off any potential issues.

The following pages are checklists of items to be completed before and during the Contest.

Before Contest Checklist;

	To Do
	Person Assigned
	Status & Comments

	6 – 8 Weeks before Contest:

	Read & become familiar with current Contest Rulebook
	
	

	Set Contest Date & Time
	
	

	Scope out Contest Locations
	
	

	Determine Budget
	
	

	4 – 6 Weeks before Contest:

	Secure Contest Location
	
	

	Create Contest Flyer
	
	

	Contact webmaster to post flyer on District web site
	
	http://d6tm.org/SpeechContests


	Distribute flyers to clubs, at other contests, events, etc.
	
	

	Recruit a Toastmaster
	
	

	Recruit a Chief Judge
	
	

	If Area/Division Gov. ask clubs/Areas to fill certain roles (judges, timers, etc)
	
	

	If ordering Trophies from TI, order now
	
	

	If Evaluation Contest, secure a Target Speaker
	
	

	1 – 2 Weeks before Contest:

	Create base Program
	
	

	Create Script for Toastmaster
	
	

	Contact Toastmaster & make sure TM understands his/her duties. Give TM program & scripts and discuss 
	
	

	Contact Chief Judge & make sure he/she understands his/her duties
	
	

	Find out who contestants (& backups) are
	
	

	Order trophies, if from a local source
	
	

	Confirm judges, timers, ballot counters, photographer, videographer (if desired), Sgt@Arms, registrars, etc.
	
	

	Contact Target Speaker (if applicable)
	
	

	2 -6 days before contest:

	Pick up trophies
	
	

	Order food – if applicable
	
	

	Send updated Contest Program to Toastmaster & Chief Judge
	
	

	Create Certificates of Participation for Contestants
	
	

	Create Certificates of Appreciation for Key Players
	
	

	Create a Dignitary List
	
	

	Create sign-in sheets
	
	

	Verify eligibility of contestants and judges
	
	

	1 – 2 days before contest:

	Finalize agenda and Make Copies
	
	

	Lectern for Contest
	
	

	Timing lights, timing cards & stopwatches for Contest
	
	

	Gavel for Contest
	
	

	American Flag for Contest 
	
	

	Confirm details with Contest Location
	
	

	Print signs as needed
	
	

	Audio Visual/Sound System (if necessary)
	
	


Day of the Contest:
	To Do
	Person Assigned
	Checkmark if Completed

	Arrive At Contest Early
	
	

	Check seating arrangement
	
	

	Set up Registration Table
	
	

	Talk with Registrars about what is needed & who does not pay.
	
	

	Set up Food Table (if needed)
	
	

	Meet with TM & Chief Judge at least 30 minutest before start of Contest – go over program from start to finish.
	
	

	Meet with S@Arms before meeting to discuss who will be where at what time
	
	

	
	
	

	Make sure all of the following are present:
	
	

	· Lectern
	
	

	· Gavel
	
	

	· Timing Lights
	
	

	· Timing Cards
	
	

	· Stop Watches (2)
	
	

	· American Flag
	
	

	· Contest Programs
	
	

	· Dignitary List
	
	

	· Trophies
	
	

	· Certificates of Participation
	
	

	· Certificates of Appreciation
	
	

	· Audio Visual/Sound System (if necessary)
	
	

	· Signs (if needed)
	
	

	· Pens
	
	

	· Name Tags
	
	

	· Money (to make change)
	
	


Congratulations! You have been asked to be the Toastmaster at a contest! Now the big question is: What do I need to do to make the contest a success?

In the weeks before the contest:

The first thing you will need to do is find out from the Contest Chair whether you will be expected to create the program for the evening or is it something they will be doing. Many times the program is something the Contest Chair will do.

If the Contest Chair is creating the program, find out if he or she is planning on creating a script to go along with it or if that is something you will need to do yourself. A script is a blow-by-blow edition of the program that reminds you of what you are to do every step of the way.

Find out from the Contest Chair who the Chief Judge is for the contest. The Toastmaster and the Chief Judge together are what makes a successful speech contest. If you do not recognize who the judge is, make a point of meeting him or her long before the contest begins.

Ask the Contest Chair to please send you a list of the contestants before the contest, as this is critical if you are expected to put the program together.

READ and become familiar with the current Toastmaster Speech Contest Rules.  The Speech Contest Rule book overrides any information which may be in this guide.
Make copies of the Certificate of Eligibility to Compete and Biographical Information sheets in case they are not passed up from the last contest level. Bring them to the contest with you.

Have paper with numbers on them or playing cards for contestants to draw for speaking order.

Plan a short opening for the meeting to ease the crowd into the contest.

On the Day of the Contest – Before the Contest:

Arrive at the contest EARLY. You don’t want the Contest Chair to worry about you, plus you have a lot of work to do.

Make sure there are Certificates of Participation.

Meet your Chief Judge and ask him/her where he/she will be sitting. Also verify that the Judge will ask the timers to signal you after the minute of silence between speakers, and to use the lights for 1-2 minutes during the contestant interviews.
It is your responsibility to make sure the S@Arms know what is expected of them. They are not to let anybody in or out of the contest while contestants are speaking. Ask one of them to be present during the contest briefing and find out if the contestants have any special needs in terms of placement of lectern, props, etc., as the S@Arms should be handling this piece during the contest. See the section on S@Arms.
Other than during your briefing of the Contestants and performing your duties during the contest, please refrain from talking to any of the contestants before the contest, regardless of reason. This can give a Contestant a perceived bias (for the good or for the worst) by the judges.
Meeting with the Contestants before the Contest before the Contest:
· Brief the Contestants on the contest rules. You will meet with the contestants before the meeting to brief them on the contest rules. Remind contestants that their material must be substantially their own creation and that credit must be given sources for any quotes. Also review the timing rules of the contest.
· Inform the contestants that only they and the judges can submit a protest.  Any protest of the originality of a speech or eligibility of a speaker must be lodged with the Chief Judge and/or Contest Chair before the awards are presented.

· Make sure every contestant has filled out a Certificate of Eligibility. If needed, have them fill out one at this time

· Verify the presence of contestants against those in the printed program. Verify how to pronounce their names – this is something many Toastmasters fail to do. If there are substitute speakers (the winner from the contest at the last level could not make it and the 2nd place winner is stepping up), make note of it. If a contestant is not there, see if the 2nd place winner from their contest happens to be present.

· Make sure you have received completed Certificates of Eligibility to Compete forms, and Biographical Sheets for each contestant. If a contestant is participating in both contests that evening, you only need a single copy of the Biographicals for him or her.

· Verify the titles of all of the speeches. These should never be printed on a contest agenda, so it is critical that you get them and make sure to confirm the titles before the contest begins. It could be embarrassing if you get it wrong.

· Have the members from each contest draw numbers for speech order. Make note of this on your program and on your script. Make sure the S@Arms makes notes of this too so that transitions will go smoothly. In the event that one of the participants has not yet arrived, have the S@Arms draw in their place. If the contestant has not arrived by the time the contest starts, simply eliminate them from the program. 
Let speakers get acquainted with the speaking area, microphones, lights, etc.

During the Contest:
Keep the Contest on time!!!

The Contest Chair or Host will introduce you. Acknowledge your introduction and make your short opening words to open up the contest.

Ask the audience to turn off or silence anything which may make noise including cell phones, pagers, watches, etc.

Inform the audience that rules have been reviewed with the contestants.

Ask the Chief Judge if the Judges have been briefed.

Have the timers explain the timing.

Let the audience know that there will be a minute of silence for the judges to complete their ballots between each contestant and that after the last speaker in each contest they are to remain silent until you give the signal.

Inform the audience that if they find it necessary to leave the room that it should be during the minutes of silence only, and they will not be allowed back into the room until it is either a minute of silence or during a break.

Remind the audience NOT to take photographs during the speeches. Let them know at what points it would be okay to take photographs.  Also, remind the audience they need to ask contestants for written consent before  taking any video of them.
Inform the audience of the speaking order. If a contestant did not show and a replacement was not present, make note of that and give the speaking order of the remaining speakers. The contest officially started when you, the Toastmaster, were introduced, and you cannot allow for late arrivals after that time.

· Scope out your Chief Judge before you introduce each contestant. If the Chief Judge is not in the room during any speech, that speech is not valid. Make sure you look for the Chief Judge before EVERY speaker.

· When introducing each contestant only state their name, state the title of their speech, repeat the title of their speech, and restate their name.

· Lead the applause as each contestant approaches the lectern. Shake the contestant’s hand and leave the lectern area.

· When the contestant is done, shake his or her hand and REMIND the audience of the minute of silence.

Repeat each of the last four items until all of the contestants have spoken. Announce to the audience when the last contestant has spoken and remind them to please remain silent until you give the signal.

During the time when the ballot counters leave to tally the votes, you will now interview the contestants.

· Ask the contestants to give their club name (area, and division if appropriate).

· Use bio information to ask interesting questions.  You can choose to use something from their speeches, if you prefer.
· Use equal time for each contestant (You can ask the timer in advance to assist with this)

· Present the Certificate of Participation

· Shake Hands and lead the applause

At the end of all of the contests and once all of the interviews have been done; return control to the Contest Chair/Host.

After the contest, make sure you pass the Certificates of Eligibility and Biographical information up to the next level. For example, if you are the Toastmaster at an Area Contest, give these papers to the Division Governor. Note: the next level is almost always at the contests, so you can hand it to them right after the Contest.

Someone has thought highly enough to ask you to be their Chief Judge at a Contest. Now what?

Being Chief Judge is not a responsibility to be taken lightly, and you want to do your best, so here are some guidelines to help you along your way.

In the weeks before the Contest:

Find out from the Contest Chair if he or she will be providing the judging ballots, timing sheets, tally sheets, and envelopes for the contest. If it is up to you, make sure you make more than enough copies of everything; in case something happens to some of them (someone spills his beverage, etc.).

Ask the Contest Chair to keep you updated with the duty holders. You will be responsible for briefing all of the judges, timers, and ballot counters, so it is helpful to know who they are before the contest.

Make sure there is information on BOTH sides of the ballots. If they are not printed on both sides, they are invalid. Make sure you verify which contests (Evaluation, Table Topics, Tall Tales, Humorous, and International) you will need.  Don’t forget you will also need a Tie-breaker ballot for each contest.
Find out who the Toastmaster will be so that you can work together to have a successful contest.

READ and make sure you understand the current Toastmaster Speech Contest Rule book. Many of these rules pertain to you and what you tell your judges. People will ask you questions if they don’t understand something. The Speech Contest Rule book overrides any information which may be in this guide.
In the few days before the Contest:
Make sure you talk with the Contest Chair and have him or her provide you with a list of the duty holders and Contestants. While the Toastmaster will be dealing more with the Contestants, people will come to you if there is a question regarding the eligibility of a contestant.

You will need to have a tie-breaking Judge. This is something you need to do and you will need to select someone who is unbiased. If it is an Area Contest, get someone who does not belong to any clubs in the Area. Another Area Governor might be a good choice. If it is a Division Contest, try to get someone from another Division. If it is a District Contest, in order to be the most un-biased, try to recruit someone who has represented the District in the past (Prior District Governor). Try to identify the Tie-breaker before the contest.

Explain the tie-breaking ballot to the judge. This form is a little different and is explained in the Toastmasters Speech Contest Rule Book.

Find some method of ‘marking’ the envelopes so that you will know who the Tie-breaking judge is without anybody else knowing. One suggestion is to write all of the judges names in the top corner of the envelopes and simply picking those of the tie-breaker out of the batch. Another is to write the name of the contest (example: ‘Humorous’) on all of the envelopes. Use another color ink on the Tiebreaker envelope. An additional method is to use colored envelopes – giving different colored envelopes to everybody. Know which color you give to the Tiebreaking Judge. Make sure to tell the Tiebreaking Judge that you have already made sure you know which envelopes are his or hers, otherwise they may write on the envelope and it is now obvious to others (the ballot counters) who should not have this information.

If you are supplying the ballots and envelopes, put together judges’ packets with everything they will need. Include a ballot for each contest and an envelope for each contest. If the Contest Chair is providing these, you will have to ask the Contest Chair to put these together for you, or you will have to do it right before the contest.  
It is recommended that you cut the ballots on the line, except for less than an inch in the middle.  Judges should remain as anonymous as possible and this way they won’t be getting a lot of notice as they tear off the bottom of the ballot.

On the day of the Contest:
Get to the contest very early. You will need to touch base with the Contest Chair.

You will also need to make sure you meet the Toastmaster so that he/she can meet you and see what you are wearing so they can pick you out of the crowd. The Toastmaster is responsible for ensuring that you are in the room during all of the speeches.

Find out where you are conduct your judges briefing.

If you want make it more difficult for others to find out who the judges are, it can be a good idea to greet each judge as they arrive, take them aside and give them their judges packet. Ask them to read the backs of the form before the contest and the briefing.

For your tiebreaker judge, they do not have to attend the judge’s briefing. As mentioned before, you will have made sure you have a method of telling that ballot apart from the rest.

Once your timers arrive, greet them, hand them their timing sheets, make sure they have the tools they need (timing lights, timing sheets, stopwatches, pens). Go over the timing rules – even if they are an experienced Toastmaster.
When your Ballot Counters arrive, greet them, and give them the tally sheet and a copy of the duty list. Ask them to please fill in the names of the judges and contestants in the appropriate places the page (make sure the Tiebreaker judge’s name is not on the list). Ask that your ballot counters attend the judge’s briefing before the contest. This way, they can see who the judges are and take the ballots in a more discreet manner.
Make the announcement of the judges meeting about five minutes before you are scheduled to meet and let them know where you are meeting, so the judges have time to do whatever they may need to before you get together. Ask the Toastmaster to announce the meeting at the time you need to meet and point the judges in the proper direction.

See the next page for what to cover during your briefing.

At the start of the Contest, the Toastmaster will ask you if the Judges have been briefed. You should state that they have.

The Judges Briefing:

· Ask the judges if any of them are a contestant in another contest at the same or a higher level. If so, they cannot judge.

· Ask the judge if they are married to, are related to, or are living with any of the contestants. If so, they cannot judge.

· Ask the judge if they feel that they will not be able to be fair to the contestants for any reason. If so, they should not be a judge and you may ask them to leave.
· Inform the judges that only they and the Contestants can submit a protest. Any protest over the originality of a speech or eligibility of a speaker must be lodged with the Chief Judge and/or Contest Chair before the awards are presented.

· If a judge lodges a protest based on originality or contestant eligibility, they can either tell you verbally when the ballots are collected, or write “protest” on their ballot.
· Show the judges a ballot and tell them to read the back of each of their ballots if they have not already done so

· Tell the judges to verify that their ballots are two-sided: otherwise the ballots are not valid. Tell them to see get valid copies from you if need be.
· Inform the judges that they should sign and write their names on the bottoms of the ballots right away, so they don’t forget. A ballot without a signature is not valid.

· Remind judges that their evaluations should be based solely on this presentation of this speech. If they have heard this person speak at another contest prior to this date, they should treat it as if they are hearing the speech for the first time.

· Tell the judges that should a presenter give a speech with different beliefs than their own, these should not be taken into consideration.  Instead, focus on the factors to be judged upon like construction of the speech.  The judge should base content on whether the contestant made sense and/or perhaps gave the audience something to think about.

· Remind the judges that their evaluations should NOT be based on who the contestants are, their experience in Toastmasters, or any factor that is not included on the judges ballot

· Tell the judges that they should not allow the time of a speech to influence their voting. If someone’s speech was too long or too short, they will be disqualified based on the timer’s report.

· Ask the judges to spread themselves out and not sit next to one another.

· Inform the judges that they are NOT to discuss how they voted with anybody.

· Let the judges know that after the contest they are not to throw the top parts of the ballots in the garbage at the contest site. They should either take them with them as they leave, or give them to you and you will dispose of them properly

· Make sure to inform the judges to put their ballots in an envelope, but do NOT seal the envelope (takes too much time to open them).

· Remind the judges that they are to be as discreet as possible with their ballots and to hold them down by their sides and not wave them around.

· Check to see if any of the judges need a pen or calculator

· Ask if the judges have any questions.

Once a contest is finished, stand up and assist the ballot counters with the gathering of the ballots. Count them to make sure you have all of them. Get the Timing reports and announce to the Toastmaster, and room as a whole, that the ballots have been collected. Leave the room to tally the vote.

Have the ballot counters do the work of opening the ballots, verifying signatures, and plotting the points on the tally sheets. Usually one will read off the points while the other one writes it on the sheet. Have the one writing the numbers add up the totals. Then have them switch places and verify all of the information.

Only use the tiebreaking vote in the event of a tie of any of the first three places. The tiebreaker’s ballot will have all of the contestants listed in order.

Once the top three contestants have been identified, and written on the bottom of the tally sheet, take that and provide it to the Contest Host

In the Event of a Protest:
Any protest must be brought from either a Judge or a Contestant. Nobody else is eligible to launch a protest.

If there is a protest, you’ll first check with the person who brings it up to see if it is based on eligibility or originality. If the protest is about eligibility, notify the contest chair and work with him/her to handle it per the Contest Rule book.
If the protest is about originality, then convene all judges. The protest will be explained and they you’ll take a vote. A simple majority of the judges is needed to either uphold or defeat the protest.

If the majority upholds the protest, you MUST ask the speaker to join the meeting. They get a chance to explain their side of the issue before the vote is finalized. Their only defense is that they DID give credit to the material in question or that it is public domain material. The final decision about the protest is up to you, based on the contestant’s explanation, so be sure to listen CLOSELY to all speeches, just in case!

The Sergeant At Arms (SAA) role is not taken seriously at many contests yet can be the role which makes your contest a success.

Just because someone has served as SAA in the past does not mean he/she is doing it as well as he/she could.  The Toastmaster should instruct all SAA on how to perform his/her duties.
First of all, plan on having at least one more SAA than entryways into the room --  two  more if you are having an Evaluation or Table Topics contest. You should have one SAA guarding each doorway and at least one whose job it is to make sure the contestants have their needs met.  If necessary, the TM or another SAA can help with large items.

Have the SAA assigned to the contestants attend the contestant briefing.  While the TM is dealing with other contestants, the SAA can find out their specific needs.  A small note pad should be provided for this. Notes should be made of the props, locations, and speaking order. 
The SAA should ask if anybody has any notes. If so, the SAA should offer to set them up on the lectern or other surface so that the contestant will look professional walking up to the stage/presentation area.

The SAA should take careful note on placement of any props, perhaps using tape to mark exact spots (clear tape is not distracting, yet can be easily located for proper placement of items). 

As soon as a speaker is finished, the SAA should remove any props and set up the props for the next speaker.  This should be completed during the minute of silence for the judges to mark their ballots.
For the SAA guarding the doors, they should place signs on the outside of the door stating something like “Contest in progress, please only enter room when door is open”.  

The SAA should not let anybody in or out of the room while a contestant is speaking.  If somebody tries to enter the room, the SAA should quietly whisper to the person through the crack in the door.

If the SAA were to open the door to sneak out of the room, it creates a huge visual distraction.  If someone else were allowed to enter, once again there is a huge visual distraction.

During the minute of silence between the contestants, the SAA should open the door an inch or two, indicating to those on the outside (perhaps a late arriving audience member) that it is okay to enter the room.  

Once the TM starts talking again, all doors to the room should be immediately closed.

If the contest is Evaluation or Table Topics, you need an additional SAA to escort the contestants out of the room away from the contest.  It is imperative that the contestants do not hear the Evaluations or Table Topics question.  This SAA needs to remain with the contestants to make sure one who might be more familiar with the building does not try to gain an unfair advantage over the others by sneaking off.

This SAA needs to know ahead of the contest that they will miss most of the speeches in this category.  Too often, the SAA will try to go back and listen to the speeches, all the while not knowing what the contestants are up to.  Make it clear that this is not acceptable.

The SAA role is very important to having a successful contest.  Make sure each one understands and is willing to commit to his or her role.

As the Area/Division Governor, you are responsible to make sure that your Area/Division holds a successful contest.

To do this you will need to READ and become familiar with the current Toastmasters Speech Contest Rulebook as you will have the final say in any challenges during the contest. Remember, the Speech Contest Rulebook overrides anything in this guide.  You will also need to find a competent Contest Chair. This person can be you or, especially for the spring contest, it could be the person who you would like to be your successor as Governor for the next Toastmaster year.

If you are the Contest Chair, please refer to the Contest Chair section.

If you have someone else to be the Contest Chair, the two of you will have a successful contest if you:

· Stay in communication with your Contest Chair, Toastmaster and Chief Judge.

· If you find people who are interested in being a duty holder, pass their names on to the Contest Chair to contact and assign a duty.

· Communicate with the Clubs in your Area/Division and help promote the contest.

· Present the awards with the Governor to whom you report.
Example:
At the Area Contest, the Area and Division Governor present the awards

· Announce any time disqualifications before you begin announcing the contest winners. DO NOT say who was disqualified, but it is okay to tell the contestant in private after the contest.

· If you are giving trophies to the winners, the rule of thumb is: there should be at least two contestants who do not receive a trophy. 
Example:
5 contestants – 1st, 2nd and 3rd place may be awarded trophies


4 contestants – 1st and 2nd place may be awarded trophies

3 contestants – 1st place only is awarded a trophy. Make a public announcement that 2nd place will be notified in private, so that the audience knows someone will compete at the next level if 1st place is unable to make it.  
· If you have an award for a contestant who could not receive the award publicly, such as a third place finisher in a contest with only four contestants, you may present it to that person in private after the contest is over.

· If you have a thank you gift for the judges, you may announce that you have something for them and ask that they see you after the contest, or have the thank you gift sitting on a table for them to pick up as they leave. This is to help maintain the anonymity of the judges. If the it is a gift card, then include it in their folder with their judging materials.
Setting the Date
The date of your contest will be dependent upon when the contest for the next level is scheduled and when the other Areas in your Division or Divisions in the District are holding their contests.

You will want to consult with your peers so that no two Areas or Divisions are holding their contests on the same day. You will want to have your Division Governor at the Area and the District leaders will want to attend all Division contests.

It is also very helpful to do the best to have your contest at least a week before the next level of competition. This gives your contest winners the opportunity to better prepare for the next level and allows the next level’s Contest Chair finalize things like the program in a timely manner.

The Area Governor will want to communicate the date of the Area contest to his/her clubs as soon as possible so the clubs can hold their contests in a timely manner.

Here is a rough estimate of when to plan the contests:

Fall:
District Contest
Last weekend in October


Division Contests
3rd week of September to 2rd week of October


Area Contests
2nd week in September to 1st week in October


Club Contests
1st to 4th week in September

Spring:
District Contest
Last weekend in April


Division Contests
2nd week of march to 2nd week of April


Area Contests
1st week in March to 1st week in April


Club Contests
1st to 3rd week in March

Setting the Time
You will need to determine what the best time of day to hold your contest is – for some the best time is over the lunch hour and for others the best time is after work, starting around 6:00. You could also hold your contest on a Saturday morning.

Talk with the clubs that will be participating in your contest, to determine the best time of day to hold your contest.

One of the more challenging items on the to-do list for a contest is finding a good location. You will want to find a place that is conveniently located and inexpensive.

Location

Start by checking with the clubs in your Area/Division. Is the space one of your clubs regularly a good space for holding a contest? If you have clubs that have a corporate sponsor – is there a conference room at that company that could be used?

If you aren’t able to find a location through one of your clubs, here are some other places you can try:

Apartment Clubhouses

Churches

Community Centers
Community Colleges

Country Club

Fraternal Organizations


Libraries

Other Businesses

Rec Centers

Restaurants

Senior Centers

YMCA or YWCA

Remember, you want to find a venue which is not too far geographically from your Area or  Division.

Donations
The District will reimburse Area and Division Governors a small portion of the costs of running a contest. You can also cover the cost of the contest by charging an admission fee for your contest. But, wouldn’t it be great if you could conduct a contest with food, trophies and all the trappings without a cover charge?

Toastmasters is a 501-C-3 organization and donations made to Toastmasters are tax deductible. Because of this, you may be able to find a business that is willing to make a donation for your contest. In return, you will make sure to thank any organization that makes a donation in your contest program.  You will want to contact the District to get the appropriate form to prove tax exempt status.  If it is a club contest, your tax id number is on the toastmasters.org web site where the club location information is found.
You will need to allow some lead time for these requests and most companies will want the request in writing on official stationery.

In addition to cash donations, perhaps you can get a restaurant to donate the food/beverages or a business to donate paper or copy services. Don’t forget to ask the local “mom and pop” businesses.  Many will give nonprofit organizations a discount, if not an outright donation.
Here are some suggestions:

Local pizza places

Sandwich/sub shops

Grocery stores

Movie theaters*


Video rentals*

Book stores

Company’s that sponsor a club

Coffee shops*

· Donations from these vendors can be used as Thank You gifts for your major role players or as drawings for door prizes (incentives for attending).

How to Find a Club Contestant
There are several ways a club may select the person(s)* to represent their club at the Area contest:

· it is recommended that your club hold a contest, otherwise

· ask for a volunteer (if you have more volunteers than spots, your club MUST hold a contest), or

· designate someone to represent your club

If your club holds a speech contest to determine its representative to the Area Contest, you will need to follow the Speech Contest rules.

* Areas with four or less clubs recognized by Toastmasters International eight weeks prior to the contest may have two contestants from each club for each contest.
Duty Holders
Club contests are a bit easier to organize, but you will still want someone to act as a Contest Chair and make sure that all roles are filled and the contest is run properly.

The Contest Chair most likely will be the VP of Education. The VP will need to find a Toastmaster, Chief Judge, ballot counter and sergeant-at-arms for the meeting. The judges for the contest can be the club members who are not participating in the contest.

The Toastmaster will conduct the contest using the same format as an Area or above contest. The contestants will draw for speech order and will be introduced “contestant name, speech title, speech title, contestant name.” The speeches are timed and a speaker who does not meet the time requirements is disqualified and can not proceed further.
The Chief Judge will need to explain to all members acting as judges how to use the ballot. The Chief Judge will ask one member to act as the tie breaker judge. The Chief Judge can also be the second ballot counter.

If you have one contestant for a contest and your club decides to hold a contestant for this contestant, the contestant will still need to meet the speech timing requirements. Make sure that this contestant is aware of that so that they will end their speech when they get the red light and not be disqualified for time.

There are certain times where it might be wise to host a joint contest at the Area Level.

Because many times there are only four or five clubs in an area, it can be a challenge to fill all of the roles and still have enough people for fill all of the necessary roles to have a contest. By combining efforts, Areas can successfully share the duties and have a fun and successful contest.

Before you begin the work of a joint contest, check with the District Trio to see if they approve of your plan.  
In order for the contest to be the least biased, have each Area supply their own judges. Or, see if you can recruit judges from outside of both Areas.  Otherwise, try to have an equal number of judges from each Area.
In the event each area is providing their own judges, you will have to make sure the judges understand which contests they are evaluating. You may have a mix of judges with some filling out ballots only on one Area and others doing both. Make sure everybody understands what is expected of him or her.

Plan the program. Say it is a spring contest and the contest categories are Tall Tales and International Speeches. You will have one Area’s Tall Tales Contest, collect the ballots, and then you will have the next Area’s Tall Tales Contest and collect the ballots. You will need to decide at which point to count the ballots and do the interviews – after each Area’s contest, or at the end of both. Then you will have the International Contests in the same manner.

For a joint contest, you will need to find only one Toastmaster, one Chief Judge, one set of timers, one set of ballot counters, one set of S@Arms, one set of registrars, etc.

You will only need to print up one set of agenda, scripts, registration forms, ballots, timing sheets, tally sheets, etc. – although you will need more copies of some of them.

You will only have to secure a single location.

The best part is that you can share in the work that you would normally have had to do yourself!
The Contest Chair is encouraged to use the following SAMPLE Contest Script

Times listed are given as a guideline to help keep the contest on time. Ensure your contest is enjoyable by being highly energetic and friendly.  

Italics in the sample script represent suggested speaking by the Toastmaster.

	Time Guideline
	Person responsible
	Actions/Script

	06:00
	Sgt at Arms
	Call to Order / Introduce Contest Chair –

___________________________________

Allow time for Applause

	06:03
	Contest Host
	SMILE 

Welcome / Introduce person to lead the 

Invocation or Inspiration and Pledge

	06:04
	______________
	Invocation and Pledge _____________________

Allow time for Applause

(Contest chair returns to the front of the room)

	06:08
	Contest Host
	Inform audience of any changes in the AGENDA

Mention that Dignitaries are present and will introduce them at the end.

	06:10
	Contest Host
	Introduce Toastmaster -___________________________________

Allow time for Applause

	06:12
	Toastmaster
	SMILE 

Opening Remarks – include a brief personal welcome

Speech contests are an important part of the Toastmasters International educational program.   Speech contests provide:

1. An opportunity for speakers to gain contest experience, and to recognize the best speakers as an encouragement to everyone. 

2. Contests also provide an opportunity to learn by observing the more proficient speakers who have benefited from their Toastmasters training.

There will be two contests held today-

1. Table Topics Contest

2. Humorous Speech Contest

Allow time for Applause

	06:30
	Toastmaster
	Ladies and Gentlemen, The judges, contestants and all the helpers have been briefed on their duties for today. It is time to provide you, the audience, with some guidelines about the contest.
Brief the Audience.

To the Audience
Please give your full attention to the contestants and limit distractions.

Each Table Topic contestant will be given the same question.. All Table Topic contestants will be escorted out of this room. Sergeants at Arms will bring in the contestants one at a time into the room according to the speaking order determined by a drawing to give their Table Topic response. Contestants may remain in the room after they have completed their speech.
There will be a minute of silence between each speaker to allow the judges to mark their ballots and indefinite silence after all speakers to allow our judges to tally their ballots and the vote counters to collect all ballots.  

Entering and leaving the room should be restricted to the minute of silence between presentations or after all presentations have been completed.

Please ensure pagers, cell phones, and watches will not distract the speakers. There will be plenty of photo opportunities after the contests are over.  Audio or video recording is not permitted without the prior written permission of the contestants.

Protests about speeches may be made by Contestants or judges only. They must be made either to the Chief Judge or the Contest Master before winners are announced. 

Ladies and Gentlemen, please give a warm Toastmaster welcome to our contest Chief Judge for today . . .announce Chief Judge’s TM educational level and name.

Mr./Madam Chief Judge, have all the contestants, helpers and judges been briefed about contest rules? 

Chief Judge will say “Yes, Mr./Madam Contest Master. Let the Contest begin!”

Allow time for applause and for the contest master to resume control of the meeting


	06:33
	Toastmaster
	Begin the Table Topics CONTEST

SMILE

We will now begin our Table Topics Contest.

	
	Toastmaster
	Announce the speaking order of the contestants.

Talk slowly and clearly so that the judges can write names on their ballots.

The contestants speaking order is: 

Contestant #1:

___________________________________________

Contestant #2:

___________________________________________

Contestant #3:

___________________________________________

Contestant #4:

___________________________________________

Contestant #5:

___________________________________________

Contestant #6:

___________________________________________

Contestant #7:
_________________________________________


	06:35
	Toastmaster
	Sergeant at Arms will bring in the first contestant

Introduce each Contestant in the same manner:

*Make Sure Chief Judge is in the room before calling each contestant

Contestant # -----, Name of Contestant, 

Repeat Name of Contestant.

(Shake hands with each contestant; SMILE)

Read the selected Table Topic question. Repeat the question

(During each speech, think of a question you might ask during the Meet the Contestant segment)

After each Speech Announce: One minute of silence. 

After the last Speech Announce: Please observe silence until all ballots are collected by Vote Counters.

Lead Applause as Chief Judge and Vote Counters leave the room.

	07:15
	Toastmaster
	Meet the Contestants (Present Certificates of Participation)

Call all contestants (see exception below)* to the front of the room, standing in speaking order.  Ask them what club they are representing, another question of your choice and give them a participation certificate.  

*Contestants participating in both Table Topics and Humorous Speech contests will need to complete both contests before taking part in “Meet the Contestants”.
Allow time for Applause

Conference Announcement – District Representative

	07:25
	Toastmaster
	Break for 10 minutes – (make sure this is timed and that the Sergeant at Arms reminds guests to return at 8 minutes.)
We will have a 10 minute break, then return for our Humorous Speech Contest at _________.




	07:35
	Toastmaster
	SMILE  Call meeting back to order – 

To the Audience
Please give your full attention to the speakers during their presentation and limit distractions.  There will be a minute of silence between each speaker to allow the judges to mark their ballots and indefinite silence after all speakers to allow our judges to tally their ballots and the vote counters to collect all ballots.  Entering and leaving the room should be restricted to the minute of silence between presentations or after all presentations have been completed.

Ensure pagers, cell phones, and watches will not distract the speakers. Audio or video recording is not permitted without the prior written permission of the contestants.

Good Luck to all the Contestants!
Allow time for applause.

	07:37
	Toastmaster
	Today’s Humorous Speech Contestants will present prepared speeches on the subject of their choice.
Announce the speaking order of the contestants.

Talk slowly and clearly so that the judges can write names on their ballots.

The speaking order is:
Contestant #1:

___________________________________________

Contestant #2:

___________________________________________

Contestant #3:

___________________________________________

Contestant #4:

___________________________________________

Contestant #5:

___________________________________________

Contestant #6:

___________________________________________

Contestant #7:
____________________________________________




	07:39
	Toastmaster
	*Make sure Chief Judge is in room before introducing each Contestant

Introduce each Contestant in the same manner

Name, Title of Speech, Title of Speech, Name

(Shake hands with each contestant; SMILE)

(During each speech, think of a question you might ask during the Meet the Contestant)

After each Speech Announce: One minute of silence. 

After the last Speech Announce:  Please be silent until all ballots are collected by Vote Counters

Lead Applause as Chief Judge and Vote Counters leave the room.

	08:11
	Toastmaster
	Meet the Contestants (Present Certificates of Participation)

Call all contestants to the front of the room, standing in speaking order.  Ask them what club they are representing, another question of your choice and give them a participation certificate.

SMILE

Allow time for Applause

	08:21
	Toastmaster
	Return Control to the Contest Host

	08:23
	Contest Host
	Use the Dignitary sign-in sheet to announce each Dignitary ATTENDING in the order listed -- Having checked their current TM educational level and how to properly pronounce their name in advance.

Introduce Dignitaries by Title, TM Education Level and Name.

IMPORTANT NOTE: If there are a lot of Dignitaries attending your contest recommend a “single clap” after each dignitary and a big round of applause at the end, this will save time.

Recognition of  Helpers & Judges

Recognize Sponsoring Club.  Thank You!

Lead Applause

Ask all the Judges to stand. Thank You!

Lead Applause

Ask the Contest Chair to stand.  Introduce by Name.  Thank You!

Lead Applause

Ask all the contest helpers to stand.  Thank You!

Lead Applause


	08:35
	Contest Host
	Closing Announcements – 

Area Governor (If at club contest)

Division Governor

{Area Contest} Single District Representative

{Division Contest} Each of Senior 3 

Lt. Governor of Marketing

Lt. Governor of Education & Training

District 50 Governor

Lead Applause

	08:45
	Contest Host
	Presentation of Awards

(Once Chief Judge has returned with winners list.)

{Area Contest} Call District Representative, Area Governor, and Division governor to present trophies to winners.

{Division Contest} Call Division Governor, and District Governor to present trophies to winners.

Announce runners up and winners according to recommendation of the Chief Judge.

Lead Applause

	08:55
	Contest Host
	ADJOURN the Contest – 

Thank you for coming and plan to attend our next level of competition.

At an AREA Contest

Our DIVISION Contest will be held __________________________ 


and the DISTRICT Fall Conference will be held on (Dates)  at (Location). 

At a Division Contest

Our DISTRICT Spring Conference will be held (Dates)  at The (Location). 

Our contest is adjourned!


	Do’s
	
	Don’ts

	Contest Chair

	· Bring stopwatches (at least two in case one does not work)

· Brief your Toastmaster and Chief Judge before the contest day and give them the names of the contestants as soon as you can
· Get contestant names for the program as early as possible

· Decide when to do ballot counting -- after each contest or after both contests

· Give Chief Judge names of judges before the contest

· Give Toastmaster and Chief Judge a draft copy of the agenda before the contest
	
	· List contestants speech title, club affiliation or designations in the program

· Use timing lights that are overly loud when switching on

· Socialize or have any non-contest related conversations with contestants

	Toastmaster

	· Give contestants the contestant forms before the contest

· Bring extra contestant forms to the contest

· Ensure the S@A guards the door and does not let people in or out of the room during the contestants’ speeches

· Announce no flash photography during the contest speeches

· Acknowledge the presence of dignitaries at the beginning of the contest, but introduce the dignitaries by name at the end of the contest 
· Give Contest Chair for the next level contest your 1st and 2nd place winner’s names and their contact info

· Announce contestants in the following manner only: contestant name, speech title, speech title, contestant name
	
	· Introduce the judges by name at any time

· Let a contestant speak without the Chief Judge in the room

· Let the contestants wear anything that indicates their Toastmaster designations or that they’ve held an officer position within Toastmasters

· Let the contestants wear anything that indicates their Club affiliation

· Talk during the minute of silence, or until after all ballots have been collected after the last speaker

· Socialize or have any non-contest related conversations with contestants

	Chief Judge

	· Have extra ballots on hand

· Ask ballot counters to complete ballot form before the contest

· Make sure the timing lights are readily visible to contestants, but cannot easily be seen by the audience (check for reflections) and check for excessively loud light switches
	
	· Let judges sit next to each other, if possible
· Forget to tell the judges not to wave their completed ballots around for all to see

· Give ALL the rules for a contest  - simply announce that the duty holders have been briefed

· Socialize or have any non-contest related conversations with contestants


Every Contest needs to have certain items to make it a success. Here is a list of things to keep in mind:

____ Copy of current Toastmaster Speech Contest Rules

____ Lectern

____ Gavel

____ Timing lights

____ Timing cards (in the event the lights don’t work)

____ 2 stop watches (one as a back-up)

____ Speakers Biographical Form – extra copies

____ Speakers Eligibility & Originality Form – extra copies

____ Timing Reports (for each contest)

____ Tally Sheets (one for each contest)

____ Judging forms for each Contest – BOTH sides need to be copied 

____ Registration Forms & Dignitary list – for use by registrar to check in attendees

____ Duty holder/contestant lists (for TM, Chief Judge, & Registrars)

____ Name Tags

____ Pens (Sharpies for name tags, others for judges, timers, etc.)

____ Calculators (to make available to judges & ballot counters)

____ Certificates of Participation

____ Certificates of Appreciation

____ Trophies

____ Flyers for next level contests

____ Signs (to direct attendees to the proper location, etc.)

____ Extension Cord (just in case for timing lights, sound equipment, etc.)

____ Audio-Visual/Sound System (if needed)

____ Change (if charging admission – especially $1 and $5 bills)

The Contest Chair needs to arrive at the contest site early enough to ensure that the room is properly set up and ready to go before the attendees begin to arrive and definitely before the contestants’ and judges’ briefings begin.

You will make sure there enough chairs for all the people you expect to attend the contest and that the room temperature is comfortable.

You will also need to use this time to set up the area for food and beverage, if necessary.

Are the items that the site was going to provide present (such as lectern, sound system, etc.)? If not, you will need to contact the site manager. Make sure these are in the location best suited for them.

This is also a good time to find an appropriate place for the timing lights/cards. (You should always have timing cards available as a back up to the timing lights.) The timing lights should be easily seen by the speakers, but they should not be seen by the audience members. Turn the lights on and look for reflections that would allow the audience to see the timing lights. Listen as the lights are switched from green to yellow to green. Can the switch be heard easily? If you can’t eliminate reflections or the switch is loud, you will need to use the paper cards for timing.

You will also want to put up any directional signs that will help the attendees find the room.  You should also consider putting up signs on the door(s) to the room announcing that nobody should enter if the door is closed.
If you have anyone working with a sound system or a videographer, make sure they are properly set up and have had time to do sound checks with the speakers, if needed, and that they have the things they need. Remind videographer to have authorization forms for those being filmed to sign.
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To create and assemble the contest program:
A.
Complete the program by adding appropriate information where currently shown in red and change font to black.
NOTE:  Do NOT show Toastmaster education levels for contestants.

Items in blue are instructions and should be deleted before printing the final program


If inserting copies of contest ballots, be sure to use the most current version of the forms
B. Print so sheets one and two are back-to-back and read in the same direction. 
Repeat for sheets three and four.
SUGGESTION: Run a sample back-to-back page to insure they align and read properly before making additional copies.

C.
Assemble the program so it reads as a magazine and the page sequence is:
1. Front Cover (Toastmaster Logo)
2. Mission Statements
3. Recognition of Helpers
4. Contest Program page header
5. International Speech page header
6. Evaluation Contest Judge's Guide and Ballot
7. International Speech Contest Judge's Guide and Ballot
8. Back Cover ('Let's be somebody Together Logo)
D.
Print sufficient copies for all in attendance.
Congratulations on a job well done! Now sit back and enjoy the contest!!
include information about clubs within Area or Division(i.e. club name, number, meeting place and time, contact info, etc) or contest sponsors (i.e. company names, logos, etc)


add or remove lines as needed

but be sure to keep this all on one page
Toastmasters International: dedicated to making effective communication a worldwide reality.
[image: image1.jpg]



Area/Division

Evaluation & 

International Speech

Contest

Date
Time
Location Goes Here
TOASTMASTERS INTERNATIONAL

MISSION STATEMENT

Toastmasters International is the leading organization devoted to making effective oral communication a worldwide reality.

Through its member clubs, Toastmasters International helps men and women learn the arts of speaking, listening, and thinking - vital skills that promote self-actualization, enhance leadership potential, foster human understanding, and contribute to the betterment of mankind.

It is basic to this mission that Toastmasters International continually expand its worldwide network of clubs, thereby offering ever-greater numbers of people the opportunity to benefit from its program.

THE MISSION OF THE CLUB

The mission of a Toastmasters club is to provide a mutually supportive and positive learning environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.
	All of today's speakers have gained eligibility to compete in the Area/Division competition through successful competition in their respective Toastmasters clubs.


Insert pic of contest ballot here

Insert pic of contest ballot here


Our sincere appreciation for the participation of all
who helped make this contest possible:

Name
Toast Master

Name
Contest Chair

Name
Chief Judge

Name
Target Speaker
Name
Timer

Name
Timer

Name
Ballot Counter

Name
Ballot Counter

Name
Sergeant at Arms

Name
Sergeant at Arms

Name
Sergeant at Arms
Name
Registration

Name
Refreshments

Name
Certificates
add or remove lines as needed

but be sure to keep this all on one page
And our thanks to each of you for joining us today!
Contest Program

Welcome
Contest Chair
Invocation & Pledge
Name
Introduction of Dignitaries
Contest Chair
Opening Remarks
ToastMaster
Evaluation Contest

Contestants (in alphabetical order):

Speaking Order                                        Place
___           Contestant 1           ___

___           Contestant 2           ___

___           Contestant 3           ___

___           Contestant 4           ___

___           Contestant 5           ___

___           Contestant 6           ___

Announcement of Speaking Order
ToastMaster
Target Speech:
Target Speech Title Here
Target Speaker
Please observe one minute of silence between each contestant with an indefinite period of silence after the last speaker.  Speaking order was determined before the contest by the Toastmaster, via drawing, in a briefing with the contestants.

Meet the Contestants
ToastMaster
Spring Conference Announcement
Representative

10 Minute Break
International Speech Contest

Contestants (in alphabetical order):

Speaking Order                                        Place
___           Contestant 1           ___

___           Contestant 2           ___

___           Contestant 3           ___

___           Contestant 4           ___

___           Contestant 5           ___

___           Contestant 6           ___

Announcement of Speaking Order
ToastMaster
Please observe one minute of silence between each contestant with an indefinite period of silence after the last speaker.  Speaking order was determined before the contest by the Toastmaster, via drawing, in a briefing with the contestants.

Meet the Contestants
ToastMaster
Remarks & Announcements
Introduction of Contest Master
Contest Chair
Recognition of Helpers & Judges
ToastMaster

Area Announcements
Area Governor

Division Announcements
Division Governor

District Announcements
District Rep
Presentation of Awards
ToastMaster

	The winners of today’s contest will compete in the XXX Contest on DATE at TIME at LOCATION.
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Second Place

Third Place

Certificate of Recognition

Area/Division Speech Contest
contest-type and contest-type

Speech Contest

Day

Date

Location

Address

Registration:
time

Briefing:
time

Contest:
time

(Free) Admission(: $#.##)

For information contact:
Name


phone


e-mail
Map with directions here
Toastmasters International
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Hosting a Successful Toastmasters Speech Contest
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Area ##/___Division Toastmasters


contest name Contest


date





__________________


Name, Area ##/____Division Governor





__________________


Name, Area ##/____Division Governor





Area ##/___Division Toastmasters


contest name Contest


date
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__________________


Name, Area ##/_____Division Governor





Area ##/_____Division Toastmasters


Contest Name


date





is hereby granted to:





Participant





for participating in the
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