Area H6 Toastmasters International & Table Topic Contest To-Do List

	#
	Things to do
	DY
	OL
	VT
	II
	QW
	TS
	SL
	TY
	Status

	  1
	Fix venue, date and time
	X
	X
	
	
	
	
	
	
	Done

	  2.
	Find and confirm:

a.  Contest Chair: 

b.  Chief Judge & Judges

c. 2 Trophies – two for Champions, 3 books - two for 1st runner-ups, one for 2nd runner-ups
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X


	
	X
	
	X


	
	
	
	Done

?

Done

	  3.
	3 weeks before the contest:

a.  Find Helpers:  2 Time-Keepers, 2 Ballot Counters & 2 SAA + 3 Receptionists.

b.  Inform each individual club to take charge of ticketing & enrolment

c. Find coordinators for collecting money and submission of name list.

d. Prepare flyer for promotion.

e. Confirm with venue:

Banner (with Amana’s help)

seating arrangements, mic, O/H projector, stage, etc
f. Prepare a list of participants (target 120).

g. Prepare the budget.
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	  4.
	2 weeks before the contest:

a.  Site visit & rehearsal on 16 March. Make sure all equipments needed to be ready.


	X


	X
	X
	X
	X
	X
	X
	X
	Done

	  5.
	1 week before the contest:

a. Collect names of contestants and pass it to Contest Chair. (South Horizons 09 Mar, Centraler 06 Mar, Kowloon 13 Mar, TGIT 22 Feb)
    Collect all contestant biographical information.
b. Make a list of all equipments contestants needed and coordinate with venue
c. Prepare questions for interview session 
d. Confirm helpers:

Time-keepers (2), ballot counters (2) & SAA (2).  Arrive at the venue at 1:30pm.
e. Confirm contestants. Make sure they will be there at 2:15pm to test the equipment, be briefed and draw lots.

f. Confirm with Presidents that they will bring flags to the venue.

g. Confirm photographers.
a. Find timer (check with Florence), color cards & / or traffic lights.
b. Find calculators, lucky draw boxes, tapes for signages, banner
c. Make sure the chief judge knows that he needs to brief all the judges. 
d. Prepare programs, judging criteria, judge’s guidelines, etc. 

e. Send out programs to contestant and post it on website.
f. Send out judging criteria, judge’s guidelines, etc.

g. Finalize the budget.
h. Prepare signages: 

7 Contestant, 1 Contest Chair, 2 Timer,

1 ‘Contest is in progress. Please wait for a while.’ +  ‘ Please use another door.’
i. Prepare name badges for all volunteers.

j. Prepare logistics for ‘Guess who’s the winner’.

k. Pack and order 2 trophies and 7 books with 7 ribbon flowers

l. Prepare certificates of appreciation to all judges and OC members

m. Prepare certificates of participation to all contestants 

n. Prepare 5 award certificates(2 for champion,2 for 1st runner-up, 1for 2nd runner-up)
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	  6.
	3 day before the contest:

a.  Print the participants’ list (In alphabetical order with payment status).
b.  Photocopy 

80 Contest programs with who’s winner, 80 judging criteria, 80 judge’s guide and ballot, 2 tie-breaking judge’s guide and ballot, 3 time record sheet and instructions for timers, 3 counters’ tally sheet (SC)
c. Prepare stationary: tapes, pens, papers, club flags, banner,

d. Print all certificates (DY)  
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Core Group Directory
	  Deborah Yu (DY): Area H6 Governor
	8222 0989
	Deborah_Sharon_yu@I-cable.com

	  Oliver Lau (OL): Contest Organiser
	9174 5983
	Oliverlau_contest@hotmail.com

	Veronica Tsang (VT): Floor Manager
	9677 4882
	vero@ctimail.com

	  Iris Ie (II): IT Manager / Timer 
	9439 7910
	Iriskie@yahoo.com

	  Queenie Wong (QW): Assist Area Governor – E&T
	9670 4466
	Queenie2601@yahoo.com

	  Tafline Yew : Contest Chair
	9273 9363
	Taffy@netvigator.com

	  Tony Smithseree (TS): Registration Manager
	9758 3602
	verobiz@netvigator.com

	  Salina Luk (SL): SAA
	9469 0371
	salina@orngchan.com

	  Martha Chan (MC): Treasurer
	9336 6790
	Chanmartha@yahoo.com

	  Florence Hui (FH): Receptionist
	9659 6999
	Shui@sairgroup.com

	  Rowenaa Chan : Ballot Counter
	9458 9908
	rowenaa@netvigator.com

	  Chris Lai: Ballot Counter 
	TBA
	

	  Rita Lee : Timer
	9452 5500
	ritaleesf@hotmail.com

	  Christine Lau : Reception
	9837 9934
	CLau@triu.com

	  Sam Chiu : Floor & SAA
	8200 3548
	Ali308@netvigator.com

	  Simon Cheng : Floor & SAA
	2331 4755
	Simon.cheng@tnt.com


