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Toastmasters International

__________________________________________________________________________________________________

venue and Contest organisation 
 


SPEECH CONTEST DETAILS


(JUDGES)


Chief Judge and Assist Chief Judge


(These are supplied by District)


Send copy of program to each.


Compile a selection of Judges


(Send to LGET for approval)


Write/contact confirm each judge with briefing and contest times





(CONTESTANTS)


Contact clubs and obtain list of 1st & 2nd place getters


In each contest including name, address, phone and email contact


Write to each contestant


Advise contest time


Briefing time


INCLUDE:


Registration Flyer/program


Biographical sheet


Certificate of Eligibility


Contest Rules





(CONTEST CHAIRMEN)


Select Contest Chairmen


(CONTEST OFFICIALS)


Select Contest Officials (Tally, Timers, Sergeants)





(TEST SPEAKER)


Choose Test Speaker plus backup (Evaluation Contest)


(confirm) (send details of program/they are a guest





(CONFERENCE CHAIRMAN)


Choose someone who can act as Chairman/Toastmaster for the Day


Need to liaise with regarding actual


Program/running of the day’s proceedings





(CONFERENCE SERGEANT AT ARMS)


This person is your right hand.


Calls conference to order


Calls meeting back to order after breaks


Helps with microphone/contestants


(CONFERENCE GOPHER)


Liaises with the Conf. Ser at Arms. General helper for chasing up contest officials and contestants for briefing (whatever)








BUDGET


(EXPENDITURE)


Ascertain costs of venue/per person


Hire of venue	


Per head  cost	


Micro phone cost(if any)


Need to hire stage


Freebies (Judges(6 Area)(8 Div) Chief and Assist 


Plus 1Test Speaker     (usually (9 Area)(11 Div)


Trophies


Gifts for Judges & test speaker (if applicable)


Raffle Prizes/Tickets (can get clubs to donate)


Conference booklet (no judging forms allowed)


(INCOME)


Registration


Raffles


Donations from Clubs(if applicable)





VENUE


Number anticipated


Types of places available/ Wheel chair access


Venue Capacity


Air Conditioned/or not


Noise free


Cost (be aware of hidden costs)


Check what is included/or not


Stage/Wheel chair access


Toilet facilities/ Wheel chair access


Catering arrangement/meets budget


Tables & chairs Yes/No


Break out room for Judges/Contestants


Micro phones/standing, lapel


Lectern


Hanging for banners


Power points


Confirmation in writing to venue re cost and 


requirements











Notes:


See attachment for Duties of Chief Judge


See attachment for Duties of Assistant Chief Judge


See attachment for Duties of Contest Chairmen





See attachment of Where to find:


Briefing for Tally Counters, Timers, Sergeant at Arms


Contest forms


Speech Contest Rules














