Chief Judge Checklist
Weeks/Days Before the Contest:

· Read the official contest rules

· Appoint/select someone to fill all contest roles: judges, tiebreakers, timers, ballot counter
· Have copies of the forms for judges and ballot counters ready to bring to the contest
Before the Contest Starts:

· Have judges fill out the eligibility and code of ethics form

· Brief the judges, timers and ballot counters of the contest procedures

· Instruct the sergeant-at-arms of the duties including no one allowed in/out the door while a contestant is speaking
· During an evaluation contest, two sergeant-at-arms are needed, one to stay with the contestants (and time them at five minutes) and one to be at the contest room door
During the Contest
· When instructed, briefly state that all of the judges, contestants and contest functionaries are eligible and have been briefed
· At the appropriate time, collect the ballots from the judges and then leave the room to tally them. Be sure to get the Timer sheets to assure all contestants spoke within time.

· Count the ballots and mark very clearly for the contest master which contestants came in Third, Second and First. The best way is with their names on a Certificate. They should be in reverse order with First Place to be announced last.
· Indicate to the Contest Master IF there is a disqualification because of time limits

· Discretely give certificates of appreciation to all contest functionaries
