   
CLUB CONTEST PLANNING
When to begin?:
You can never start too soon.

Questions to ask yourself before you start:
How many people must the contest accommodate?

i.e.: Club Members, visitors, judges, contest officials, dignitaries, etc.

This is necessary to judge the size of the contest room, possible refreshments, etc.

When should the contest be held? 

Regular meeting time or a special time scheduled for the contest (weekday v. weekend day).

What time will the contest start and end?

Allow appropriate time, a contest may last longer than a regular meeting.

Consider splitting contest over two meeting dates if necessary due to meeting time constraints.

What tentative dates should be targeted before securing location?

Are there any conflicts, i.e., holidays, football games, etc.

Look for a location for your contest:
Begin looking as early as possible

Consider:

Regular meeting place

Schools

Churches

Libraries  (Libraries may not be a good idea due to excessive laughter or applause)

University

Employers

Free or nominal cost

Can the location accommodate all the people – contestants, contest officials, audience?

If you are holding an Evaluation Contest, in addition to the room to conduct the contest is there also a place at the same location with tables and chairs for the Evaluation Contestants to be taken to write their notes?

Accessible to everyone

Centrally located (relative to people coming)

Don't forget parking!

View the room prior to contest

Check on additional noise factor to any surrounding rooms due to laughter at humorous speech, etc.

(Libraries may not be a good idea due to excessive laughter or applause)

Prepare Announcement and give it often (possibly a flier):
Prepare as soon as location/date are confirmed

Include:

Contest Name (Club) and Categories

Contest location and directions

Parking location

Date and Time

"Hook" (Why should I go?)

Graphics

Contact name/number (Educational VP or Contest Chair)

Distribute/Post:

Members

Prospective Members

Other Toastmasters Clubs

Bulletin boards

Web site

E-mail

Set a budget:
Allow approximate amounts for:

Contest Rules and Forms (Order contest kits from Toastmasters International at www.toastmasters.org )

Fliers/Programs

Trophies/Certificates (or whatever the club presents)

Certificates/Ribbons of participation for all Contestants (optional)

Refreshments (optional)

Postage

Gifts for helpers (optional, usually not at club level)

Possible $$$ sources:

Admission to contest

Speechcraft admission proceeds

Club contributions

Recruit your contest staff:
Contest Chair

Toastmaster

Chief Judge (club member or from outside of club who has attended judging workshop)

5-10 Judges including 1 Tie-breaker (all from outside of club and/or area).  Spend time recruiting more judges than needed to ensure a fair contest.  You can never have too many judges!

2 Sergeants at Arms (pref. 1 male/1 female)

3 Ballot Counters

2 Timekeepers

Evaluation Test Speaker (when holding an Evaluation Contest)

Cameraman (optional)

Refreshment Host(ess) (including cleanup, if necessary)

Ordering contest rules and your trophies/certificates:
Order:

As soon as date/time is confirmed (allow 3 weeks)

Order Contest Rules and Forms Order from Toastmasters International at www.toastmasters.org 

Order trophies and certificates from Toastmasters International 

Note:  The Toastmaster logo is trademarked; therefore, if you want the Toastmaster name or logo on your trophies/certificates, you must purchase them from Toastmasters International.

You may combine Trophies and Certificates, ex. Trophy for 1st place, certificates for others

Awards:

The number depends on the number of contestants (see official rules restricting this).

Trophy plates should include:

Club

Date

Contest name

Certificates:

Contest Participants (optional)

Judges (optional)

Consider unique awards, such as giving each winner an Advanced Manual instead of a trophy, to encourage club members to continue after their CTM.

Program:
Obtain samples from past contests, if possible

Include:

Club

Date

Contest names

Contestants

Agenda

Area/District Officers

Area Contest Information (after all, your 1st place people will go there)

Contest staff (don't include judges who remain anonymous)

Equipment:
Beg, borrow or steal from area Clubs things you don’t have:

Lectern

Microphone (if necessary)

Microphone backup (if necessary)

Stopwatches

Stopwatch backup

Timer lights

Timer backup

Flag(s)

Club Banner

Speaking Order Numbers

Sound system (if necessary for Lip Sync Contest)

Sound system backup

Extension cords

Video camera (optional)

Forms (judges ballots, eligibility, etc.)

Copy of official contest rules

Before the contest:
Call/mail reminders:

Contestants (include forms/rules if mailing)

Alternates

Contest staff

Read the rules (so someone will know what's going on!)

Refreshments (optional):
Drinks:

Coffee (cream and sugar)

Tea

Sodas

Punch

Refreshments:

Cookies

Cheese/crackers

Coffee pot

Ice

Napkins

Glasses/cups

Spoons or stirrers

Garbage bags

Paper towels for messes

Forms (found in contest packet):
Contestants:

Speaker's Certification of Eligibility and Originality

Bio sheets (optional)

Winners’ Notification Form

Judges:

Ballots

Rules

Timekeepers:

Time record sheet

Ballot Counters:

Tally sheets

After the contest...:
Thank you's to contest staff

Notification of contest winners to Area Contest Chair - Important

Don't forget:
For Table Topics Contest, prepare a question. (A question of approximately 12 words is recommended)

For Evaluation Contest, you must have an Evaluation Test Speaker.

Contestant interview questions

Small gifts for Contest Chair, Toastmaster and Chief Judge (possibly all judges)

Breathe.
