Contest Duties and Responsibilities


Area / Division Governor 

Delegate’s authority and responsibilities to encourage and promote leadership within the Area / Division

Promotes contest

Contest Chairperson *
Plans, coordinates, and oversees operation of all contest activities

Conducts Contestant, Toastmaster and Sergeant at Arms briefings before contest
Knows Speech Contest Rules

May conduct opening, pledge, and invocation or assign this duty

Appoints Test Speaker for Evaluation Contest (can coordinate with Chief Judge)

Toastmaster *
Attends pre-contest briefing

Obtains introductions for Chief Judge and helpers

Reviews list of speakers and pronunciation of speaker’s names and speech titles

Reviews list of Dignitaries and pronunciation of names

Prepares opening, closing, and fillers, as needed

Collects speakers biography sheets after briefing

Interviews contestants and Test Speaker, hands out participation certificates

Makes announcements

Announces the winners

Closes Contest

* Contest Chairperson and Toastmaster
Can be the same person – recommend two different people

Chief Judge 

Selects judges, appoints a tie-breaker judge

Supplies ballots, timer’s sheets, and tally sheets for vote counting

Provides subject / question for Table Topics Contest

Briefs Timers, Ballot Counters and Judges before contest

Briefs audience

Picks up timers sheet from timers

Acts as Chief Vote Counter and oversees the vote counting

Collects and destroys used ballots and tally sheets after the contest.

Lists the placement of winners on prescribed form

Delivers winners list to Toastmaster for announcement

Prepares Certificates of Appreciation for judges

Vote Counters 

Picks up ballots from judges after last contestant has finished

Records ballots on Tally Sheet in presence of Chief Judge

Counts ballots twice

Maintains confidentiality of ballots and counting

Timers 

Makes sure there are two timing devices

Are familiar with operation of timing devices

Maintain written record of times of speeches and deliver them to Chief Judge

Operate timing devices

Sergeants-at-Arms 

Guards doors to ensure no one enters during speeches

Escorts Table Topics and Evaluation Contestants from speaking room and enforces five-minute time limit for Evaluation contest

Escorts same contestants back into speaking room during the one minute of silence between speakers

Registration Chairperson

Recruits Greeters to be at the Registration Table

Greets members and guests at door

Escorts them through security if necessary

Assures attendees sign in via Guest Sheet
Has Dignitaries sign-in sheet available - ensures District Officers & Chairs sign in
Collects money and makes change if applicable
Awards Chair 

Prepares Certificates of Participation (Contestants)
Prepares Certificates of Appreciation (Chief Judge, Test Speaker, Helpers)
Ensures Trophies for Contests are ready (District to furnish 1st and 2nd place trophies for Area and 1st, 2nd and 3rd place trophies for Division)
Prepares Certificate or obtains trophies for Outstanding Officers in Area/Division

Publicity Chair 

Prepares contest flyers

Sends flyer to District for posting on District Web Site

Prepares Agendas

Receives free publicity in local, community, and neighborhood publications

Refreshments Chairperson

Locate volunteers to prepare or purchase refreshments

Cleans up after contest

Facilities Chairperson

Assures all equipment will be at contest

Lectern, Gavel, Banners, Timing Devices (2), Flag, Timing Lights / Cards (2), Decorations, PA system (if needed), Club Banners, tables for the refreshments & registration, Tacks / Tape / Extension Cords / etc.
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