Contest Master Checklist
Weeks/Days Before the Contest:

· Read the official contest rules

· Appoint/select someone to fill all contest roles: sergeant-at-arms, registration, hospitality, timers (two are needed, each with a timing device)
· Make an agenda and bring copies to the contest
· Have copies of the forms ready to bring to the contest
· For Table Topics contest, decide the topic to present, can be different for multiple Areas

· For Evaluation contest, select someone to give the Target speech
Before the Contest Starts:

· If applicable, assure that the audio/video equipment is functioning

· Draw for the contestant speaking order, give to the Chief Judge if before judges briefing
· Brief the contestants of the contest procedures and get their proper name pronunications

· Assure that the sergeant-at-arms knows of any assistance setup needed by any contestants

· Instruct the sergeant-at-arms of her/his duties
· 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
· Assure that the timers know how long the speakers are allowed

· Assure that the timer equipment is available – timer lights/cards and two timing devices

· Ask the timers to let you know when each one minute of silence is up

· Let the timers know to be sure to hand the completed timer sheet to the Chief Judge
· Review with the contestants and timers how the time indications will be made and assure that all contestants are good with the indications

·    Assure that the trophies/ribbons and certificates are available for distribution
During the Contest
· Briefly welcome everyone to club/area/division/district contest(s)
· At this point, all contestants must be present to participate, else, they are ineligible
· Announce the speaking order of the contestants

· Announce that a one-minute silence will be observed between contestants

· Announce that, during this silent minute, the sergeant-at-arms will bring up the next contestant

· Ask the chief judge if all briefings have occurred and that all of the judges are ready

· Introduce each contestant (or target speaker) by saying his/her name, the speech title (if applicable), repeat the speech title (if applicable), then say his/her name once more

· During the time that the Evaluation contestants are writing their evaluations, interview the Target Speaker, ask the hosts or other special guests to say a few words
· During the time that the ballots are being counted, interview the contestants and give them their certificate

· Introduce dignitaries present (Area and above only)

· Thank as a whole all contest functionaries: timers, ballot counters, registration, sgt at arms, etc.
· Announce  if there was a disqualification because of time limits
· Announce the winners:  third (if 5+ contestants), second place (trophy/ribbon), first place (trophy/ribbon)
· Assure that the appropriate paperwork is forwarded to the appropriate governor/official
· Silently give certifications of contest placement to the appropriate contestants

· Silently give certificates of appreciation to all contest helpers
