	Division Contest Checklist

	

	Item to be accomplished
Person Responsible
Deadline
Establish a budget*
Establish a contest day/date/time
Contest Coordinator

Determine contest site
Develop Fliers**

Reproduction of fliers**

Distribution of fliers**

Notify contestants**

Notify Areas involved in contest
Notify district officers**

Notify district webmaster

Registration

Develop contest agenda


Print contest agenda

Certificates**

Trophies**



	Key Personnel…………………………………………………………………………………………………….

	Required

Toastmaster Filling Position

Toastmaster of the Event

Contest Master (TT, EV, IS, HS)

Chief Judge1
Vote Counter #1

Vote Counter #2

Chief Timer

Assistant Timer

Sergeant-at-Arms (2 - 3)

Model/Test/Target Speaker2


	Supplies / Equipment ………………………………………………………………………………………..

	

	Trophies

Judging Forms
Masking Tape

Two stop watches

Speech Contest Kits
Lectern

Flag

Judge’s Training Material
Registration Forms

Thumb tacks

Speech Contest Manual
Gavel

Scotch Tape

Timing Form
Nametags

Extension Cord

Originality/Eligibility Forms
Programs

Contest Rule Book
Division Contest Certificates
EV
IS
TT
HS


	

	* Every event MUST pay for itself
** Must be part of budget calculations



	1Chief Judge usually acquires judges – but verify with your Chief Judge

2Model Speaker for Evaluation contest – should be a 5 – 7 minute speech
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