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Contest Chair Script Template
for International Speech and Evaluation Contest
Last revised: 28 August 2017
This file is provided to allow you to craft your own area-level script for use by the contest chair and the sergeant at arms.  A contest script is, in essence, the agenda with helpful notes added.  Since start times and the number of contestants will vary, it is impossible to provide a one-size-fits-all script.  Instead, this template is offered, along with the instructions on how to make it fit your needs.

1) The best way to get started is to select the last two pages of this file (the sample script) then copy and paste them into a new file which you have started with your word processor.  That way you will simply be modifying existing elements instead of starting from scratch.  It also simplifies the process because font faces and sizes need not be discussed.  Go ahead and start a new file now and do the copy and paste.  Please do set all four margins in your new document to be 0.50".

2) Let's start at the top (of the page) with the letterhead.  In the sample script on the last two pages of this file, you'll see that the Area 73 letterhead is included for branding and to make it look spiffy.  Click on and delete that letterhead and replace it with the one for your area.  If you have not already downloaded and stored it, point your browser to the Division G site or Division H site as appropriate, select the Images pull-down menu in the RESOURCES section, drag your cursor down to "Area banners" then to the right and right click on the appropriate entry.  You can also access the images via the Area Resources menu on your area page.  Choose "save as" or "save link as" and select a location on your computer in which to store the banner image file.  Last, insert (import) the image into your new file right at the top.

3) Next you should finish the document title block by changing the information that is highlighted to reflect your contest (and remove the highlighting).

4) Most of the work from this point is changing time values.  Once you have your list of contestants,  you will know how much time will be needed for each of the contests.  Do the math (like 3 International Speech contestants @ 7 minutes each = 27 minutes) and compute the duration values.  We'll walk through this below in more detail.  Note that each of the script line entries is in an outlined table row.  In the first column you find the time values.  The start times should be the values from the contest agenda.  The stop times will be explained as we go.  In the second column you find in bold text the individual(s) responsible for that script line, followed, typically, by the description from the agenda with helpful notes added.  Here we go, row by row.

5) Row 1: The start time in column 1 is when the doors open.  It is 5:30 here and is indicated by Opening on the agenda.  You might wish to shorten it, but the thirty minutes allotted here for paperwork and getting folders out to the functionaries goes quickly.  Stick with it unless a 90-minute contest is too long.  Last comment: the "eligibility check results from T.I." is a brief report made to attendees.  Perhaps a week before the contest, you should submit for each contestant his/her name, member ID, and club name/number to T.I. for a credentials check.  Complete information about doing this is found in the Contestant Eligibility Check file accessed from the "Area NN contest supplies" menu on your area's page of the Division G site.

6) Row 2: Here we are addressing the Briefings line of the agenda.  Both the contest chair and the chief judge have duties here, and a twenty-minute period, mostly needed by the chief judge, is a good one based on experience.  What is referred to as the "Meg handout" in column 2 is a chief judge's briefing guideline sheet produced by former Division G Governor Meg Fosco.  It is helpful and is becoming widespread.

7) Row 3: Here, the sergeant at arms has one minute to get the contest started by making announcements and introducing the contest chair.  [28 Aug. 2017: Please note that at contests at other than the district level, it is the responsibility of the contest organizer to establish the rules regarding the recording of and photographs taken at the contest.  For suggestions on how to best handle this, I suggest you read the "Recording at Contests" entry on the Toastmaster Art Blog at http://toastmasterartblog.artfarnsworth.com/.  The announcement shown is typical of a district-level contest, but you are not bound by it.]

8) Row 4: The contest chair has two minutes to generally welcome everyone and introduce the first contest.  Although it could be done at the start of each contest, you might wish to have the contest chair announce the speaking order for both contests at this point.  This is also when the chair announces/confirms the briefing status and eligibility checks of the contestants.

9) Row 5: Here's where the math comes in.  From Section 6 of the T.I. Speech Contest Rulebook, for the International Speech contest each contestant has 5 to 7 minutes to speak and for the Evaluation contest it's 2 to 3 minutes.  You'll see that I included in column 2 the actual time ranges for each of the 3 contestants so I could properly compute the end time in column 1.  Each of those time ranges is the maximum (7 minutes for our International Speech example) plus one minute for judge time (see row 6).

10) Row 6: This is a reminder row.  After each contestant is finished, the contest chair asks, "May I have one minute from the timers please for the voting and tiebreaking judges to mark their ballots?"

11) Row 7: This is an end-of-contest reminder row.  After the final contestant is finished, the judges get an extra minute to not only mark their ballots but rank the results and sign the ballots.  The contest chair therefore asks, "May I have two minutes from the timers please for the judges to mark their ballots and for the ballot counters to collect the ballots?"  If you have a contest with only one contestant, you'll skip the Row 6 statement and just ask for the two minutes.

12) Row 8: Break time!  Once the ballot counters and chief judge have left the room to do their counting, the contest chair announces a break.  15 minutes is nice, especially if you have food, but it could be lessened.  A bathroom break is nice to have, so except in the instance where you might have only one or two contestants in the first contest and it makes no sense to break, at least give people a chance to stretch their legs.

13) Row 9: One minute for the SAA to get the event restarted by introducing the contest chair.

14) Row 10: The contest chair is given one minute to introduce the test speaker for the evaluation contest.

15) Row 11: The test speaker makes his presentation.  Though not in the contest rulebook (July 1, 2015 to June 30, 2016 edition), Toastmasters International advises that this speech may be timed by the timer for the benefit of the test speaker (especially if he is seeking manual project credit).  The test speaker is not penalized for failing to meet the 5-7 minute period limits.  Timing of the test speech, if desired by the test speaker, should be arranged between the test speaker and the contest chair prior to the commencement of the contest.

16) Row 12: Once the test speaker has finished, the evaluation contestants are escorted out of the room by the sergeant-at-arms and have five minutes to prepare their evaluation.  You might wish to conduct the interview of the test speaker during this period.  Note that the period allotted here is six, not five, minutes, to allow time for the contestants to get to their preparation area.

17) Row 13: Same as row 5 (step 9, above) regarding the time computations.

18) Rows 14, 15: Same as rows 6, 7 (steps 10, 11 above).

19) Row 16: The contest chair interviews the contestants and presents a certificate of participation to each.  Update your stop time in column 1 to be the start time plus 3 times the number of discrete contestants.  In other words, if someone competes in both contests, he only gets one three-minute interview, not two.

20) Row 17: Five minutes for the announcement of winners with trophies given starting with the lowest-level winner and ending with the first-place winner.

21) Row 18: Five minutes to wrap things up.
[image: image2.jpg]


Contest Chair Script
for International Speech and Evaluation Contest on 09 September 2015

Firstname Lastname, Contest Chair

	5:30
6:00
	Contest Chair
Greets attendees and announces period for contestants to prepare and submit necessary paperwork.

Have available eligibility check results from T.I.

Distribute prepared folders to Chief Judge, Timers, Ballot Counters.  Make available contents of Contestants prepared folder to each contestant.


	6:00
6:20
	Contest Chair and Chief Judge
Contest chair briefs contestants (see page 19 of Rulebook) and has them draw for speaking positions.  Chief judge briefs judges, ballot counters and timers.

See page 14 of Rulebook and Meg handout for chief judge.


	6:20
6:21
	Sergeant at Arms
Calls the contest to order.  Makes the following announcements:  Please turn off noise-generating devices.  No photographs to be taken during speeches.  No filming or recording allowed ("If you wish to record a speech contest, all speakers or presenters must give their written permission to be recorded beforehand.")  No one may leave or enter the room while a contestant is speaking.

Introduces the Contest Chair.


	6:21
6:23
	Contest Chair
Welcomes contestants, functionaries, dignitaries (past and current) and guests.  Announces speaking order.  Announces that the contestants have been briefed.  Confirms with the chief judge that the voting judges, counters, and timers have been briefed.  Confirms with the chief judge that all contestants have met the eligibility requirements pursuant to the Speaker's Certification of Eligibility and Originality form and through submittal of contestant information to Toastmasters International for an eligibility check.


International Speech Contest
	6:23
6:47
	     I.S. Contestant #1-N (5-7 min.)
Introduce each contestant by announcing the contestant’s name, speech title, speech title, and contestant’s name.
6:23-6:31, 6:31-6:39, 6:39-6:47


	6:30
6:31
	     Contest Chair
     1 minute of silence during which voting judges and the tiebreaking judge mark their ballots.


	6:47
6:48
	     Contest Chair
     Additional 1 minute of silence for judges and for ballot counters to collect all ballots.


	6:48
7:03
	Contest Chair
Between-contest break (15 min.)


	7:03
7:04
	Sergeant at Arms
Reconvenes the contest and introduces the Contest Chair.


Evaluation Contest
	7:04
7:05
	     Contest Chair
Introduces test speaker by announcing the speaker's name, speech title, speech title, and the speaker's name.


	7:05
7:12
	     Test Speaker
Presents 5-7 minute test speech.


	7:12
7:18
	     Contestant evaluation preparation time
5-minute timed period.  SAA escorts contestants out of room for five minute preparation period.  Contest chair interviews the test speaker.


	7:18
7:30
	Eval. Contestant #1-N (2-3 mins.)
Introduce each contestant by announcing the contestant’s name twice.  
7:18-7:22, 7:22-7:26, 7:26-7:30


	7:21
7:22
	     Contest Chair
     1 minute of silence during which voting judges and the tiebreaking judge mark their ballots.


	7:30
7:31
	     Contest Chair
     Additional 1 minute of silence for judges and for ballot counters to collect all ballots.


	7:31
7:49
	Contest Chair
Interviews contestants (3 minutes each).  Ask each for club name and number.  Gives Certificate of Participation to each.

International Speech
· Firstname Lastname

· Firstname Lastname

· Firstname Lastname
Evaluation
· Firstname Lastname

· Firstname Lastname

· Firstname Lastname


	7:49
7:54
	Contest Chair
Announces contest winners.

In contests with four or fewer participants, a second-place winner and a first-place winner will be announced.


	7:54
7:59
	Contest Chair
Shares closing comments, introduces division director then district director for comments and announcements then adjourns the meeting.


