Contest Chair

Well Before Contest [60-45 Days Beforehand]
Determine Contest Location, Date, Cost, and Specific Event Times
Select Chief Judge—An experienced, trained, reliable, well organized Toastmaster.
Jointly determine who will locate judging functionaries, equipment & forms.
Select Contest Toastmaster—Someone who can warm up the audience & conduct brief (perhaps humorous) interviews.
Build calendar of key events leading up to contest—specific dates & names. (refer to Contest Planning Timelines form)
Build committees for (1), publicity (2) program, (3), awards, (4). refreshments
Stay in touch weekly with committees—you are ultimately responsible.
Take to Contest Location

Numbered 3 X 5 cards for position drawing.


Pencils or pens for contestants use.


Spare forms:



Notification of Winners



Eligibility & Originality



Biographical Information
As Contestants Assemble for Briefing 
 Collect Forms: Get these from each Humorous, International or Tall Tales Contestant:


“Notification of Contest Winner” form signed by Club Officer


“Speaker’s Certificate of Eligibility and Originality”


“Biographical Information” form
 Speaking Order: Have contestants draw speaking order. (All Contests)
[Speakers not present for the briefing will be randomly assigned speaking positions from the numbers not yet drawn.]


Use pre-numbered 3 X 5 cards for drawing

Have contestant print the following on the card: 

» Name

» Speech Title (Applies to Humorous & International contests)

» Any visual aid support or special needs
Determine if any contestant has “special needs”. (Ramp, audible time alerts)
 Give to Chief Judge immediately 

All Eligibility & Originality forms
Contestant speaking order for all contests

Contestants Briefing [Consider holding this at least 45 minutes prior to contest start time.]
1. Strongly suggest holding separate briefings for each contest group. Brief evaluation contestants separate from International contestants.

2. Check to make certain that either the winner or alternate from each lower level contest is present. Brief the alternate if the primary is not present.
3. Brief contestants on the specific time requirements for their contest.
4. Explain that time starts “with their first definite verbal or non-verbal communication with the audience—to include sound effects or actions.”

5. Brief them on the “substantially original” requirement in the rules.

6. Explain that their only introduction will consist of their name, speech title, speech title and name.

7. Describe and point out the speaking area and lectern. Lectern use is optional.

8. Explain that they are responsible for their own stage setup & props. Sgts-at-Arms may assist, if requested by contestant.

9. If sound is to be used, allow each contestant the opportunity to try it out.

10. Show and demonstrate the timing devices (lights) to the contestants.

11. Brief Sgts-at-Arms on requirements. (* Evaluation & Table Topics contests.)

12. Give to Contest Toastmaster following briefing  
Biographical Information forms for each contestant.

Contest speaking order cards for speaker introduction and AV & special needs.

During the Contest


Welcome attendees, lead pledge, & introduce dignitaries


     [Use dignitary list provided by District]


Introduce Contest Toastmaster
Introduce Chief Judge for audience briefing
Introduce each contestant during contest
Present awards—usually with District representative
Make closing remarks/appropriate thanks 
Immediately After Contest: [Collect and redistribute forms] 

Complete the “Notification of Contest Winner” form for each contest held.
Attach the “Speaker’s Certificate of Eligibility and Originality for each winner and alternate. (Get these back from the Chief Judge)
Attach the “Biographical Information” form for each winner and alternate.


(Get these back from Toastmaster)
Present the above forms to the Division Governor (for Area Contests) or the District 55 representative (for Division contests).  
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