Area/Division Contest Script Fall – 2003


District 35 Sample Evaluation & International Speech Contest Script

CONTEST TOASTMASTER CHECKLIST

As the Toastmaster of the contest, you will need to know the following to complete this script:  
1. Speaking Orders
2. Contestant Names
3. Contestant Speech Titles
4. Contestant Profiles


	TIME
	Functionary
	Script

	Add contest Start Time
	<Contest Chair>

	Call to Order 
SMILE   Welcome everyone & give a few comments on the contest or an inspiration

Allow time for Applause

	
	<Contest Chair>

	Introduce Contest Master – <Name>

Allow time for Applause

	
	<Contest Toastmaster>

	Opening Remarks – include a brief personal welcome
Warm up Audience (something humorous usually works well)

Recognize all dignitaries in the audience
· Area Directors
· Division Directors
· Trio Members
· Past District Directors / Governors
· Region Advisors
· International Directors
· Past International Directors

Speech contests are an important part of the Toastmasters International educational program.   Speech contests provide:
1) An opportunity for speakers to gain contest experience, and to recognize the best speakers as an encouragement to everyone. 
2) Contests also provide an opportunity to learn by observing the more proficient speakers who have benefited from their Toastmasters training.






	TIME
	Functionary
	Script

	

	<Contest Toastmaster>
	Begin the CONTEST

We will now begin the <area or division name> Evaluation Contest.

The evaluation contest will start with our test speaker who will deliver a 5-7 minute speech.  At the end of the speech, all contestants will leave the room and have 5 minutes to prepare their evaluation.  After the 5 minutes have elapsed, the contestants will be brought back into the room to deliver their evaluation.  


	
	<Contest Toastmaster>
	Introduce the test speaker as follows:
Name, Speech Title, Speech Title Name


	
	<Contest Toastmaster>
	Dismiss the contestants to the breakout room with the SAA

5 Minutes – to allow for evaluation preparation

have something to keep the audience engaged (slideshow with area/division/district announcements); play a game with the audience or enjoy table topics

	
	<Contest Toastmaster>
	Announce the speaking order of the contestants (contestants will have drawn for order during contestants’ briefing).
Talk slowly and clearly so that the judges can write names on their ballots.
	
The speaking order is: 

Contestant #1: ___________________________________________

Contestant #2: ___________________________________________

Contestant #3: ___________________________________________

Contestants will be introduced by saying their name 2 times.  Each contestant will then reply “Ready” indicating their audio and video equipment is working.  This reply does not count in the timing of the evaluation.  The timing will start when the contestant begins their evaluation.  

	
	<Contest Toastmaster>
	Introduce each Contestant in the same manner:

Name of Contestant, Name of Contestant

Allow each contestant to reply with “Ready”  

(During each evaluation, think of a question you might ask during the Meet the Contestant)

After each Evaluation Announce: One minute of silence. 

After the last Evaluation Announce:  Please observe silence until all ballots are submitted.

Lead Applause for all contestants when Chief Judge acknowledges all ballots have been collected.


	
	<Contest Toastmaster>
	Meet the Contestants (Present Certificates of Participation)

Call all contestants one at a time.  Ask them what club they are representing, a couple other questions of your choice (can use biographical forms that contestants should have filled out) and give them a participation certificate.  

SMILE

Allow time for Applause

NOTE: If you have finished interviewing the contestants and the Chief Judge and Ballot Counters have not reentered the room, engage the audience with table topics.  


	
	<Contest Master>
	Ask the Chief Judge & Contest Master to come forward (turn their camera on).

Present them with a certificate of appreciation.  
Thank You!
Lead Applause



	
	<Contest Master & Contest Toastmaster>
	Presentation of Awards

Area or Division Director will hand out the awards

Announce disqualifications, runners up and winners according to recommendation of the Chief Judge.
Lead Applause


	
	<Contest Toastmaster>
	Contest ends – announce that the International Contest will begin at <Enter Time> 




	TIME
	Functionary
	Script

	
	<Contest Toastmaster>
	Brief the Audience.

Today’s International Speech Contestants will present prepared speeches on the subject of their choice.  The contestants should speak from 5-7 minutes.

Introduce Chief Judge – <Name>

Chief Judge, have all contestants, judges, and helpers been briefed?
Chief Judge should reply "YES, Let the Contest Begin."

Thank you.

To the Audience
You are not required to mute your line.  However, please silence all phones and noise making devices and refrain from making comments or unnecessary noise during the contest.  When using a headset, please position the microphone away form your mouth when not speaking.  Remain in your seat while on camera to reduce sudden movements in the speaker’s view.  Laughing, clapping or normal audience response to the speaker is permitted.  

If you are in a noisy location, please mute your line now.  Your line will be muted if background noise is observed.  

Please give your full attention to the speakers during their presentation and limit distractions.  There will be one minute of silence between each speaker to allow the judges to mark their ballots. 

When the last speaker has finished, we will observe silence to allow our judges time to concentrate, tally their ballots, and select the contest winners. Judges, when you are done, please raise your ballot in the air, so our ballot counters can collect them. When the ballots are collected, our period of silence will end.  Ballots will be counted and winners will be announced at the end of the contest.    

Entering and leaving the room should be restricted to the minute of silence between presentations or after all presentations have been completed.
 
Please turn cell phones, and watches to silent, so they will not distract the speakers. There will be plenty of photo opportunities after the contests are over.  Audio or video recording is not permitted without the prior written permission of the contestants.

Contestants will be introduced by saying their name, the title of their speech, the title of their speech and their name.  Each contestant will then reply “Ready” indicating their audio and video equipment is working.  This reply does not count in the timing of the speech.  The timing will start when the contestant begins their speech.  


	TIME
	Functionary
	Script

	
	<Contest Toastmaster>
	Introduce each Contestant in the same manner:

Name of Contestant, Title of Speech, Title of Speech, Name of Contestant.

(During each speech, think of a question you might ask during the Meet the Contestant)

After each Speech Announce: One minute of silence. 

After the last Speech Announce:  Please observe silence until all ballots are collected by Ballot Counters.

Lead Applause for all contestants when Chief Judge acknowledges all ballots have been collected.


	
	<Contest Toastmaster>
	Meet the Contestants (Present Certificates of Participation)

Call on each contestant, one at a time.  Ask them what club they are representing, a couple other of your choice (can use biographical forms that contestants should have filled out) and give them a participation certificate.  

SMILE

Allow time for Applause

NOTE: If you have finished interviewing the contestants and the Chief Judge and Ballot Counters have not reentered the room, we will proceed with announcements.


	
	District Leaders introduced by <Contest Toastmaster>
	Closing Announcements 

-Division Speech Contest
-Spring Convention
-Other Announcements

Lead Applause


	
	<Contest Master>
	Ask the Chief Judge & Contest Toastmaster to come forward.

Present them with a certificate of appreciation.  
Thank You!
Lead Applause



	
	<Contest Master & Contest Toastmaster>
	Presentation of Awards

<Area or Division Director> will present the awards

Announce disqualifications, runners up and winners according to recommendation of the Chief Judge.
Lead Applause


	
	<Contest Master>
	ADJOURN the Contest & Conference – 

Our contest is adjourned!

Time for photos!
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