 ONLINE CONTEST CHECK LIST 

	ROLES
	NAME
	PHONE #
	Email
	CONFIRMED

Bio/Eligibility/map

Contest rules

	Contest date, time, venue
	
	
	
	

	Contest Chair
	
	
	
	

	Setup Online Meeting Link for the contest
	
	
	
	

	Division Director adds the contest details to D2 Calendar
	
	
	
	

	Promote to clubs and recruit Contestants
	
	
	
	

	Toastmaster
	
	
	
	

	Chief Judge
	
	
	
	

	Online Host (new)
	
	
	
	

	Post on D2 Social Media, website, 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 (Online Tool Co-Host #1 -- NEW)
SAA#2 (Online Tool Co-Host #1 -- NEW)
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	Contestant
	
	
	
	

	
	
	
	
	

	Contest Chair contacts Online Task Force to setup Dry-runs
	
	
	
	

	TM Creates Contest program/Agenda
	
	
	
	

	Identify and communicate contest details with Contestants
	
	
	
	

	Certificates of Eligibility & Originality-“Email” to CJ
	
	
	
	

	Contestant Bio’s-“Email” to Toastmaster
	
	
	
	

	Judge and contest Forms-“Email” to CJ
	
	
	
	

	Contest Ch
	
	
	
	

	Before Briefing time, Online Host Setup Breakout Rooms: Ballot Counters, Judges, Contestants
	
	
	
	

	At start time, Online Host shares screen & Contest Chair speaks:

· Welcome PPT Slide

· Contest program

· Dignitary list

…
	
	
	
	

	Electronic Certificates of Participation to TM (optional)
	
	
	
	

	Electronic Certificates of Appreciation for helpers to Area Director (optional)
	
	
	
	

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

	Trophies (optional)
	
	
	
	

	Gifts for TM and Chief Judge (Optional)
	
	
	
	

	
	
	
	
	

	Stopwatches (2) and backup cards
	
	
	
	

	Timing lights or cards, stopwatches/Speech timer apps (2) 
	
	
	
	

	Complete Notification of contest winners
	
	
	
	

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

	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 contest or District conference) will be.
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