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ADVANCE PREPARATION

[] Determine the budget for the contest, remembering that contest income and expenses should break even. Allow for
such expenses as awards, contest materials (see below), deposits, meals, printing, postage, etc. Select a place and time
for the speech contest and coordinate the selection with the proper Toastmasters officers.

[C] Determine agenda for the contest.

[] Arrange for the supplies and services required for the event. Consult Put on a Good Show -Toastmasters Meeting Planner
Handbook (Item 220) for information on conducting a large public meeting.

= Order certificates of participation for all contest speakers and trophies for the winners from World Headquarters.
NOTE: It is a copyright violation to put the Toastmasters International name or logo on materials not purchased from World
Headquarters.

= Order the following contest materials from World Headquarters as necessary:
+ Speaker’s Certification of Eligibility and Originality (Item 1183)
+ Time Record Sheet and Instructions for Timers (Item 1175)
+ Judge’s Guide and Ballot (item 1172)
+ Counter's Tally Sheet (Item 1176)
+ Tiebreaking Judge's Guide and Ballot (item 1188)
+ Speech Contestant Biographical Information Sheet (ltem 1189)
+ Speech Contest Rulebook (Item 1171)

[] Select the chief judge. The chief judge:
= Selects a tiebreaking judge known only to the chief judge, and also selects contest judges, counters, and timers.

= Should conduct the Speech Contest Judges Training Program (Item 1190) for all contest judges to ensure the judges
understand their responsibilities and use of the Judge's Guide and Ballot.

[] Notify the officials of the time and place of the contest and pre-contest briefings. Allow ample time, e.g., two weeks for
club contest and six weeks for district.

[] Notify the contestants of the time and place of the contest and pre-contest briefing two to six weeks before the contest.
(] Mail an information packet to each contestant at this time. The packet consists of:

= Speech Contest Rulebook (Item 1171)

= Speech Contestant Biographical Information (Item 1189)

= Speaker's Certification of Eligibility and Originality (Item 1183)

= Be sure to give contestants a deadline for returning all necessary information.

[] Promote the contest in your community by sending news releases to the media. Consult the Let the World Know! -
Publicity and Promotion Handbook (Item 1140), available from World Headquarters.

(] Verify that each speaker is eligible under the contest rules before the contest, and notify contestants of disqualification
if necessary.

= Eligibility requirements are listed in the Speech Contest Rulebook (Item 1171) and may not be changed.

= Eligibility of each contestant must be verified before each contest in which he or she competes. Email
speechcontests@toastmasters.org or call World Headquarters for assistance in verifying membership.
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PRE-CONTEST BRIEFINGS

Contestant’s Briefing
[ Verify the presence of all contestants and pronunciation of their names.

NOTE: You may also want to conduct a brief formal interview with each contestant at the conclusion of the contest. If this is
the case, mention that you will be doing so.

[C] Draw for speaking positions.
[] Review Speech Contest Rulebook (Item 1171) with speakers.

[[] Acquaint contestants with the exact speaking area, such as lectern, tables, lighting, microphone, etc. All contestants shall
have the opportunity to test any amplifying equipment before the contest.

[] Have the chief judge review the Time Record Sheet and Instructions for Timers (Item 1175) with timers and speakers.

Judge’s Briefing
] Review Speech Contest Rulebook (Item 1171) with judges.
[] Have the chief judge review Judge’s Guide and Ballot (Item 1172) with contest judges.

[] Instruct contest judges to sit close to the contest area in case of an outside disturbance or malfunctioning technical
system.

[[] Brief three counters on using the Counter’s Tally Sheet (Item 1176).

CONTEST

[[] Open the contest with a brief introduction. Inform the audience that:
= The rules have been reviewed with the chief judge and contestants.
= The speaking order of the contestants has been determined.
= The contestants have been informed of the location of the timing lights.
= The taking of photographs during the speeches is not permitted.
[] Introduce each contest speaker.

= Do not make preliminary remarks about any speaker or the subject, nor mention the name or location of the
speaker’s club or place of residence.

= Announce each contestant’s name and speech title twice, slowly and clearly.

= Allow one minute of silence between speeches to permit the judges to complete their notes. Do not comment on
the speeches or on any of the contestants.

] Upon completion of the speeches:
= Ask judges to complete their ballots.

All judges will deliver the first, second, and third place results as quickly as possible.
Have counters collect the ballots.

The chief judge will collect, check, and verify the Time Record Sheets from timers.

+ The chief judge personally collects the tiebreaking judge’s ballot.

= Ask the chief judges and counters to leave the room to tabulate the results.

+ All Judge’s Guide and Ballots, Counters' Tally Forms, and Timer Record Sheets are considered confidential.
+ Give all forms to the chief judge for disposal.

+ Alist of the placement of all contestants is kept by the chief judge.
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