Checklist of Tasks and Duties for

Holding a Contest

For a Club, Area, Division or District
Set the Date/Time/Place:

· The first decision is when and where will the contest be held, reserve that facility
· Consider all other district contests going on at the same time (Area and above only)
· Consider other major activities in the metro area at the same time (Area and above only)
· Consider any security issues (e.g. entrance access) to deal with at the contest facilities

· Consider any equipment needs: podium, staging, audio/visual, timer devices, etc.

· Consider wheelchair access and any other physical requirements of contestants
Set Contest Roles (filled by the Contest Chair, Contest Master and/or Chief Judge):

· Contest Master

· Chief Judge

· Contest Judges (minimum Club=3-5, Area=5, Division=7, District=6-9) plus a Tiebreaker, should all be from clubs outside of the contestants’ clubs (for Chief Judge)
· Contest Ballot Counters (2-3 for clubs, three for Area and above)  (for Chief Judge)
· Contest Sergeant at Arms, two are needed for Evaluation contests (for Contest Master)
· Contest Timers (two)  (for Contest Chair or Contest Master)
· Hospitality – bringer of food IF there is to be any type of food (for Contest Master)
· Registration (Area and above only) (for Contest Chair or Contest Master)
· Two or three other contest functionaries to fill in as needed (eg. door master, go-fer, etc.)

Gather the Forms:

· Contest rule book

· Contest forms: judges ballots, eligibility for judges and contestants, contestant biography, winner notification, timer, ballot tally, certificates
· Contest scripts for the Contest Master and the Chief Judge, including briefings by both
· Agenda for all attendees
· Certificates to give to all contestants and contest functionaries (optional at club level)
Gather Other Supplies:

· Timer lights and/or cards, also, two timing devices are needed, one per Contest Timer

· Supplies needed: pens, pencils, paper, flags, scotch tape, stapler, etc.

· Registration (Area and above only, separate sheet for dignitaries with offices indicated)

· Any signage needed (eg. directions, instructions, etc., Area and above only)

· Some means of drawing for the speaking order of the contestants

Get Contestant Information:

· Appropriate paperwork for all contestants: biographical and eligibility
· Appropriate paperwork indicating the winners and first two runners up
