 CONTEST CHECKLIST 

	ROLES
	NAME
	PHONE #
	Email
	CONFIRMED

Bio/Eligibility/map

Contest rules

	Contest date, time, venue
	
	
	
	

	Contest Chair
	
	
	
	

	Promote to clubs and recruit Contestants
	
	
	
	

	Toastmaster
	
	
	
	

	Chief Judge
	
	
	
	

	Post on D2 and starburst, tell clubs
	
	
	
	

	Contest flyer (optional)
	
	
	
	

	Judge#1
	
	
	
	

	Judge#2
	
	
	
	

	Judge#3
	
	
	
	

	Judge#4
	
	
	
	

	Judge#5
	
	
	
	

	Tiebreaking Judge#6
	
	
	
	

	Timer #1
	
	
	
	

	Timer#2
	
	
	
	

	Ballot counter#1
	
	
	
	

	Ballot counter#2
	
	
	
	

	SAA#1

SAA#2
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	Clipboards for judges ballots (optional)
	
	
	
	

	Flag Salute and

Inspirational (optional)
	
	
	
	

	Contest program
	
	
	
	

	Identify and communicate contest details with Contestants
	
	
	
	

	Certificates of Eligibility & Originality-give to CJ
	
	
	
	

	Contestant Bio’s-give to Toastmaster
	
	
	
	

	Judge and contest Forms-give to CJ
	
	
	
	

	Registration desk: 

· Welcome sign

· sign in sheets

· contest programs

· dignitary list

· donation sign jar, cash for change

· signage to restroom, potluck area, etc.

· Supply box-pens, stick on name tags, etc.
	
	
	
	

	Setup venue
	
	
	
	

	Certificates of Participation to TM 
	
	
	
	

	Certificates of Appreciation for helpers to Area Gov.
	
	
	
	

	Award certificates for 1st, 2nd, 3rd place winners to Area Gov.
	
	
	
	

	Trophies (optional)
	
	
	
	

	Gifts for TM and Chief Judge
	
	
	
	

	Lectern, flag, contestants needs
	
	
	
	

	Stopwatches (2) and backup cards
	
	
	
	

	Timing lights or cards, stopwatches (2) extension cord
	
	
	
	

	Refreshments
	
	
	
	

	Raffle (optional)
	
	
	
	

	Cleanup after contest
	
	
	
	

	Complete Notification of contest winners
	
	
	
	

	Give 1st and 2nd place winners BIO’s to Division Governor
	
	
	
	

	Send and email to the D2 webmaster with your contest winners names
	
	
	
	


Congratulations and remember to thank everyone for making your contest a success and tell them when and where the contest at the next level (Division or District conference) will be.
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