CONTEST CHECKLIST & TIMELINE
Contest Responsibilities
· Two separate briefings to be held prior to beginning of event to ensure everyone involved understands the rules and their duties.
· One briefing is the “Contestants Briefing” and is the responsibility of the Contest Chair. It is the briefing that all contestants, contest Toastmaster and the Timer attend.
· The other briefing is the “Judges Briefing” and is the responsibility of the Chief Judge. It is the briefing that the contest voting judges, ballot counters, SAA and timers attend.
· Chief Judge briefs the Tiebreaking Judge separately from the other judges.
· Communication between Chief Judge and Contest Chair is necessary as various tasks overlap.
· Contest Chair is responsible for recruiting Toastmaster
· Chief Judge handles briefing for judges, timers, and ballot counters.
· It is the responsibility of all contest staff to do their best to keep the identity of the voting and tie breaker judges a secret. This is often difficult; however, we do our best to keep the anonymity of the judges.
· Contest Chair plans, coordinates, and oversees operation of all contest activities.
· Contest Chair Works closely with Area/Division Director to ensure success of contest.
· Briefing documents as well as checklists and other helpful information for both Contest Chair and Chief Judge found on the District 7 website under the heading of “Resources,” “Speech Contests.” 
Contestant Briefing:	Contestants and Contest Toastmasters (timer, if available) conducted by Contest Chair
Judges Briefing:	Judges, Timers, Ballot Counters and SAA conducted by Contest Chief Judge

	
	
	

	Contest Chair Name
	Email Address
	Phone Number

	
	
	

	Chief Judge Name
	Email Address
	Phone Number

	
	
	

	Area Director Name
	Email Address
	Phone Number

	
	
	

	Division Director Name
	Email Address
	Phone Number

	
	
	

	Contest Date
	Contest Type (i.e., International)
	Contest Start/End Time

	
	
	

	Contest Date
	Contest Type (i.e., Humorous)
	Contest Start/End Time





Minimum Number of Officials @ Each Level of Competition
	
	Club
	Area
	Division
	District

	Contest Chair
	1
	1
	1
	1

	Chief Judge
	1
	1
	1
	1

	Voting Judges
	5
	Equal # of voting judges from each club in Area, or 5
	Equal # of voting judges from each Area in Division, or 7
	Equal # of voting judges from each Division in District, or 7

	Tie Breaker Judge
	1
	1
	1
	1

	Ballot Counters
	2
	2
	2
	3

	Timers
	2
	2
	2
	2

	Sargeant At Arms
	1
	1
	1
	1



Eligibility
	
	Club
	Area
	Division
	District

	Chief Judge
	Paid Member
	Paid Member 6 months, completed 6 speeches CC Manual or 

	Voting Judges
	Paid Member
	earned certificates of completion in Levels 1 & 2 in Pathways, 

	Tie Breaker Judge
	Paid Member
	be physically present for contest you are serving & not be club member of a contestant.



Club / Area Director / Division Director Checklist (3-4 months prior to contest)
	Task
	Selection / Designation
	Due Date
	Done

	Choose Contest Date & Time
	
	
	

	Area & Division:  Send Contest dates and briefing date(s) to zoom@d7toastmasters.org and chiefjudge@d7toastmasters.org
	
	
	

	Create Zoom Meeting (club level only)
	
	
	

	Add to D7 Events Calendar (Area & Division Only)
	
	
	

	Recruit Contest Chair
	
	
	



Contest Chair Checklist (2-3 months prior to contest)
	Task
	Selection / Designation
	Due Date
	Done

	Recruit Chief Judge
	
	
	

	Recruit Contest Master
	
	
	

	Recruit Zoom Master Lead (team) 
	
	
	



Chief Judge Checklist (2-3 months prior to contest)
	Task
	Selection / Designation
	Due Date
	Done

	Recruit Voting Judges (see minimum #)
	
	
	

	Recruit Tie Breaker Judge
	
	
	

	Recruit Timers (see minimum #)
	
	
	

	Recruit Ballot Counters (see minimum #)
	
	
	

	Recruit SAA (see minimum #)
	
	
	



8-10 Weeks before the Contest
	Task
	Responsible Party
	Due Date
	Done

	Download and review
· Toastmasters International Rulebook
· Online Speaking Best Practices
	Contest Chair & Chief Judge
	
	

	Visit D7 Website Speech Contests for resources, training and more
	Contest Chair & Chief Judge
	
	

	Hold weekly meeting to discuss status
	Contest Chair & Chief Judge
	
	



2-3 Weeks before the Contest
	Task
	Responsible Party
	Due Date
	Done

	Send forms to the Contestants
· Certificate of Eligibility & Originality (Form 1183) 
· Contestant Profile Form (Form 1189)
	Contest Chair
	
	

	Schedule Contestant Briefing
	Contest Chair
	
	

	Schedule Contest Run-Through/Mock Trial
	Contest Chair
	
	

	Send forms to the Voting Judges
· Judge’s Certificate of Eligibility & Code of Ethics (Form 1170)
· Judge’s Guide & Ballot (Contest Specific)
	Chief Judge
	
	

	Send forms to the Tiebreaking Judge
· Judge’s Certificate of Eligibility & Code of Ethics (Form 1170)
· Tiebreaking Judge’s Guide & Ballot (Contest Specific)
	Chief Judge
	
	

	Send Timer Zoom backgrounds and Time Record Sheet & Instructions to the Timers (Form 1175) 
	Chief Judge
	
	

	Send Counter’s Tally Sheet to the Ballot Counters (Form 1176)
	Chief Judge
	
	

	Schedule Judges, Ballot Counters & Timers Briefing
	Chief Judge
	
	

	Division/District Contests - Request 1st, 2nd, and 3rd place trophies from pqd@d7toastmasters.org
	Contest Chair
	
	



1-2 Weeks before the Contest
	Task
	Responsible Party
	Due Date
	Done

	Collect paperwork from Contestants
	Contest Chair
	
	

	Ensure Contestant Eligibility
	Contest Chair
	
	

	Collect paperwork from Judges
	Chief Judge
	
	

	Ensure Judge Eligibility
	Chief Judge
	
	





1 Week before the Contest
	Task
	Responsible Party
	Due Date
	Done

	Hold Contestant Briefing (Toastmasters, Contestants & Timers, If Available) & draw for speaking order 
	Contest Chair 
	
	

	Hold Judges Briefing (Voting Judges & Ballot Counters)
	Chief Judge 
	
	

	Hold Tiebreaking Judge Briefing 
	Chief Judge 
	
	

	Hold Timers & Ballot Counters Briefing 
	Chief Judge 
	
	

	Provide Contest Script to Toastmaster, Chief Judge, Contest Master & ZML
	Contest Chair
	
	

	Hold Contest Run Through (Chair, Toastmaster, Chief Judge, ZML, Timers & Ballot Counters)
	Contest Chair
	
	

	Review contestant and official eligibility 
	Contest Chair & Chief Judge
	
	

	Prepare Certificate of Participation (Form 1510D) for all Contestants 
	Contest Chair 
	
	



1-2 Days before the Contest
	Task
	Responsible Party
	Due Date
	Done

	Send reminder email to contestants with zoom link, time to log on, speaking order, and how / what to rename themselves.
	Contest Chair 
	
	

	Send reminder email to officials with zoom link, time to log on, how / what to rename themselves, and contestant speaking order
	Chief Judge
	
	



Day of Contest
	Task
	Responsible Party
	Due Date
	Done

	Open the zoom room and prepare the necessary BOR
	Zoom Master Lead (Team)
	
	

	Arrive early to perform tech check and review last minute changes to contestants or script 
	Contest Chair / Chief Judge
	
	

	Contest Chair, Chief Judge, Contest Master and ZML (Team) to follow script
	Everyone
	
	

	[bookmark: _Hlk117343870]Prepare 1st, 2nd and 3rd place Certificates (set to download)
	Contest Chair OR Chief Judge
	
	

	Announce the winners and advise dates of the next level contest
	Contest Chair 
	
	






After Contest
	Task
	Responsible Party
	Due Date
	Done

	Provide contact details for all contestants to Chief Judge 
	Contest Chair 
	
	

	Keep all contest documentation until after the District 7 Contest in May 2023 
	Contest Chair / Chief Judge
	
	

	Send Certificate of Participation (Form 1510D) to all Contestants 
	Contest Chair 
	
	

	Send 1st, 2nd and 3rd place Certificates (set to download) to winners and remind them of the dates of the next level of contest 
	Contest Chair 
	
	

	[bookmark: _Hlk117344012]Complete Notification of Contest Winner (Form 1182) & send to Area Director or Division Director and contestschair@d7toastmasters.org.
	Chief Judge 
	
	

	[bookmark: _Hlk117344030]Send a complete list of all the contest officials including their contact information to the chiefjudge@d7toastmasters.org.
	Chief Judge 
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