TOASTMASTERS INTERNATIONAL – DISTRICT 86


CONTEST PREPARATION – Table Topics (TT) & Humourous (H); Evaluation (E) & International (I)

A. Choosing Dates – work backwards

· District Contests Date – District 86 Fall Conference; District 86 Spring Conference








(mid November)


(mid April) 

· Have 2-3 weeks between contest levels.  This will allow time to reschedule if necessary.

· Division Contests Date – held 3 weeks before District conference



(TT & H – end of October; E & I - middle or end of March, depending on Easter)

· Area Contests Date – aim for 2 weeks before Division contest



(TT & H – mid October; E & I - before spring break)

· Club Contests Date(s) – aim for 2 weeks before Area contests


(TT & H - September; E & I - January/February)

· Order materials and set tentative contest dates in July or as early as possible!  

· Judge’s Training


(early September and end of January or February)

B. Selecting Your Team

1. Choose a contest committee:  coordinator, public relations, treasurer, secretary, mentor

2. Look for as many members as possible to take on roles for each contest.


For example:  

· Ask for 2 different timers and 3 different counters for each contest!  

· A 2nd sergeant at arms is recommended for Table Topics and Evaluation contests.

· Ask for 2 contest chairs and 2 chief judges!  One for each contest.  At area & division levels divide the roles as evenly as possible between the clubs in the area, the areas in the division, and between men and women.

· Roles become easier for members to handle when they are responsible for only one contest.  They will enjoy participating more.  Ask members to work at one contest and simply enjoy the second!

· Creates a larger pool of experience for the member organizing the contest to follow.

· Boosts your numbers – larger audience for contestants and more money to cover costs!

C. Read the current Rulebook (171) and Contest Manual (1173) for the applicable contest

The Rulebook is downloadable from TI Website.  Make available to contest chairs, judges and contestants.


Contest chair prepares how contestants will draw for speaking position and the script:  opening, introductions, interview 
questions, announcements – conference promotion, closing.  Chief judge prepares script as well.
D. Coordinator & Treasurer Prepare A Budget in consultation with team.
E. Contest Materials; Awards – Certificates, Trophies – locate and arrange how to be presented.


NOTE: the words Toastmasters International, or Toastmasters, or the TI logo can not be used on a 
trophy or medal 
you order from a local trophy store, they must be purchased from the TI catalogue.  Order contest forms and awards early.

F. Contact contestants a few days before the contest date:

1. For International only - confirm that all contestants have completed a minimum of six (6) speeches from the CC Manual – before the contest.  This (Club/Area/Division/District) contest speech CANNOT be their 6th speech. 

2. Ensure all contestants are members in good standing of a club in good standing - check with club Treasurer. A member, in good standing, is one whose dues has been paid to the club and has been received at Toastmasters World Headquarters (WHQ). Contact Toastmasters International to confirm eligibility.

3. Confirm that no contestant is an Area Governor, Division Governor, District Officer and that they have not announced their candidacy for these offices beginning the upcoming July 1 term.

4. Request contestants arrive (at least) 30 minutes early.  Briefing is 20 minutes before contest begins.

5. Inform contestant if he/she is absent from the briefing, the alternate speaker, if present, may be included in place of the primary contestant.  When the contest chair is introduced, if not present, the primary contestant is disqualified.  Where the primary contestant arrives and speaks to the contest chair (with all required paperwork completed), he/she may speak in the drawn order, but waives the opportunity of a briefing. 

6. Get:
a) Proper pronunciation of name


b) Biographical information



c) Title of speech



d) Any special needs (preferably have Sergeant at Arms help as required) 

7.   Give:  directions, parking instructions

8.   Instruct contestants to wear “mike-friendly” clothing, a pocket available or somewhere to clip mike  to {if applicable}.

G. Program Preparation – check the timing, spelling of names

Create a program and review it to ensure the evening starts and finishes on time.  Be aware of additional information: next 
contest, training, candidates running for office (spring contests only) or club and area special events, etc.

H. CL Manual – Make your role as contest chair count!  Be evaluated for Project 6 or 10.

I.  Certificates (for participation & winners) – bring a good marker to complete them that night, at the contest.


Presented to – name of contestant


For – Club #, Area #, Division


Date – contest date

Contest Chair – sign your name

J. Publicity  (before & after)
1. Hard copy and electronic copy of contest flyer, post on District 86 website.

2. Do a press release before the contest event.

3. Submit a picture and write-up after event to local newspaper, website.

K. Videotaping - Get permission from club president, area governor or division governor.
L. Notification of Winner – have at hand to forward after contest to next level up.

M. Evaluation Contest


1.  Confirm with Club President/Area Governor/Division Governor test or target speaker was booked.


2.  Get contact information for test speaker.

3.  Contact test speaker, ensure correct contest information has been given:  location, time, directions, parking instructions, 
 requested arrival time.

4.  Ask if any assistance is required to deliver speech.

5.  Ask test speaker to stand and easily be visible when evaluator is to begin evaluation, wait to be acknowledged and then 
 sit down.

6.  Confirm arrangements for appreciation certificate and gift for test speaker.

N. Table Topics Contest

1.  Choose the word or phrase, get approval from Area Governor/Division Governor or contest 
coordinator, otherwise the 



 word or phrase is kept a secret.
2.  Type largely on sheet of paper.




3.  Put in a folder, so it remains hidden from all parties prior to the contest.

4.  Confirm with sergeant at arms where contestants will enter room and when they will be shown the word.  

O. Other


1.  If a sight-impaired member is competing an audible device is required.


2.  Bring stopwatches, timing lights and timing cards, lectern, gavel, first aid kit, extension cord, signs for direction to 
 
  location, banner, sound system and microphone for larger venues, folders for roles, markers, pens, and tape.


3.  A second room is required for Table Topics and Evaluation Contests that is not within hearing distance of the main 
 
 room.


4.  Set up – table at the back for timer, a table at the front for awards, registration table (if applicable), refreshment table(s).


5.  Refreshments – set up that guests may serve themselves from BOTH sides of the table.

“Running Stress-free Contests” 
Jacques Brunet & Janice McDonald, DTM     2010


