	Toastmasters Contest Project Plan

	#
	Task
	Lead
	Target Date
	Comments

	1
	Choose the contest date and location
	
	
	

	2
	Find your Contest Coordinator 
	
	
	

	3
	Create your Publicity Flyer
	
	
	

	4
	Submit Flyer to District Website
	
	
	

	5
	Promote: Advertise event on social networks like Facebook and Twitter
	
	
	

	6
	Promote: Advertise event to club Presidents in your area
	
	
	

	7
	Find Chief Judge & back-up Chief Judge/ Find a Contest Master & back-up C.M.
	
	
	Ask club presidents

	Items for Area Contest Coordinator and Team

	8
	Find a Sergeant-at-Arms for the contest
	
	
	Needed for Table Topics contest

	9
	Find two registration desk assistants
	
	
	

	10
	Additional judges (at least 4)
	
	
	

	11
	Find two ballet counters
	
	
	

	12
	Create Budget
	
	
	Must be submitted to District Treasurer after the contest

	13
	Enlist two set-up staff
	
	
	

	14
	Enlist three other clean-up staff
	
	
	

	15
	Enlist at least one Greeter
	
	
	

	16
	Create contact list with cell phone numbers
	
	
	Include all players with roles

	17
	Create program
	
	
	Assume 10 minutes per humorous speech contestant and 4 minutes per Table Topic contestant

	18
	Forms
	
	
	· Judge evaluation forms

· Speaker’s certification of eligibility and originality

· Speaking order form

· Ballot counting

· Timing sheets



	19
	Find videographer / photographer
	
	
	

	20
	Coordinate registration desk materials
	
	
	· Sign-in sheets

· Money envelopes

· Extra bills

	21
	Props/Equipment
	
	
	· Registration tables

· Chairs

· Separate, sound-proof room for contestants

· Directional signs

· Programs

· Microphone

· Certificates for all contestants

· Contest rule book

· Timing lights or cards

· Stop watch(es)

	22
	Ribbons
	
	
	For first, second, and third place

	23
	Have Name Tags available
	
	
	

	24
	Coordinate Food
	
	
	Explore donations from local shops
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