
This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   
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 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

I cannot overlook the support provided by the Division Directors and the Assistants 
Division Director - Program Quality of all the Divisions (from this term and last term) who 
have contributed to the development of the speech contest material, in addition to last 
year’s DTAC team for their valuable feedback and tips from last year’s District 
Conference.  Special mention to DTM Cyprian Misquith, DTM Viju Kothanath, DTM 
Sowmya Rangarajan, and TM Navaneetha Krishnan.

Lastly I would like to thank my fellow District Leaders, DTM Gurbinder Singh Punn, DTM 
Deepa Surendran, DTM Jameel Shakeel, DTM Saiju Victor, TM Shiny Jacob, DTM Cyprian 
Misquith, TM Shuchita Udas and DTM Zahraa Shaito for giving us guidance and 
encouragement during this journey.

As we continue to readjust ourselves to a very dynamic world scenario, I wish each one of 
you another fabulous and successful contests’ season.

Thank you and best regards,

Rania Abul-Rub, DTM
Program Quality Director (2021-22)
District 105, Region11,
Toastmasters International

The famous Japanese scholar Kakuzo once said: The 
art of life is a constant readjustment to our 
surroundings.

The past two years have been a testament to our 
members’ and leaders’ resilience and constant ability 
to cope, adapt and ultimately learn to make the best 
out of the situation. We have learnt to grow and 
prosper throughout the various challenges around 
and have mastered new skills like running speech 
contests e�ectively and successfully utilizing the 
virtual platform.

We have started the term with high hopes to conduct 
this year’s contests in person. The situation however 
has not been in favor of that enthusiasm and 

eagerness. 

As the world continues its battle with the pandemic situation, and in order to ensure our 
members’ safety, the District leaders have decided to carry on with this year’s contests 
using the online platform.

Last year’s PQD team has created an excellently detailed handbook on how to conduct 
contests successfully and smoothly under the virtual arena, complementing the material 
provided by Toastmasters International.

This year’s PQD team has once again collaborated with the District leaders’ and members’ 
who have mastered the skill of online speech contests. 

We have collated the best practices and tips based on the experiences built on last terms 
speech contests in all four categories - at the Club, Area, Division and ultimately the 
District level.

The PQD team this term has fine-tuned the handbook adding additional updated 
information and resources that would be of great benefit to our members during this 
year’s contests’ season.

We are truly grateful to each and every member who has contributed by reviewing these 
documents while giving us feedback to elevate the quality of our contests.

Special thanks to District 105 PQD team members for their constant support. My immense 
gratitude goes to the Contest Committee team led by DTM Chetlur Prasad. I would also 
like to thank TM Sudha G Narayan and TM Arnold Massey for their relentless e�orts. This 
work could not have been possible had it not been for their admirable collaboration, 
dedication and perseverance to excellence.

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   
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I cannot overlook the support provided by the Division Directors and the Assistants 
Division Director - Program Quality of all the Divisions (from this term and last term) who 
have contributed to the development of the speech contest material, in addition to last 
year’s DTAC team for their valuable feedback and tips from last year’s District 
Conference.  Special mention to DTM Cyprian Misquith, DTM Viju Kothanath, DTM 
Sowmya Rangarajan, and TM Navaneetha Krishnan.

Lastly I would like to thank my fellow District Leaders, DTM Gurbinder Singh Punn, DTM 
Deepa Surendran, DTM Jameel Shakeel, DTM Saiju Victor, TM Shiny Jacob, DTM Cyprian 
Misquith, TM Shuchita Udas and DTM Zahraa Shaito for giving us guidance and 
encouragement during this journey.

As we continue to readjust ourselves to a very dynamic world scenario, I wish each one of 
you another fabulous and successful contests’ season.

Thank you and best regards,

Rania Abul-Rub, DTM
Program Quality Director (2021-22)
District 105, Region11,
Toastmasters International

The famous Japanese scholar Kakuzo once said: The 
art of life is a constant readjustment to our 
surroundings.

The past two years have been a testament to our 
members’ and leaders’ resilience and constant ability 
to cope, adapt and ultimately learn to make the best 
out of the situation. We have learnt to grow and 
prosper throughout the various challenges around 
and have mastered new skills like running speech 
contests e�ectively and successfully utilizing the 
virtual platform.

We have started the term with high hopes to conduct 
this year’s contests in person. The situation however 
has not been in favor of that enthusiasm and 

eagerness. 

As the world continues its battle with the pandemic situation, and in order to ensure our 
members’ safety, the District leaders have decided to carry on with this year’s contests 
using the online platform.

Last year’s PQD team has created an excellently detailed handbook on how to conduct 
contests successfully and smoothly under the virtual arena, complementing the material 
provided by Toastmasters International.

This year’s PQD team has once again collaborated with the District leaders’ and members’ 
who have mastered the skill of online speech contests. 

We have collated the best practices and tips based on the experiences built on last terms 
speech contests in all four categories - at the Club, Area, Division and ultimately the 
District level.

The PQD team this term has fine-tuned the handbook adding additional updated 
information and resources that would be of great benefit to our members during this 
year’s contests’ season.

We are truly grateful to each and every member who has contributed by reviewing these 
documents while giving us feedback to elevate the quality of our contests.

Special thanks to District 105 PQD team members for their constant support. My immense 
gratitude goes to the Contest Committee team led by DTM Chetlur Prasad. I would also 
like to thank TM Sudha G Narayan and TM Arnold Massey for their relentless e�orts. This 
work could not have been possible had it not been for their admirable collaboration, 
dedication and perseverance to excellence.

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   
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 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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1 INTRODUCTION

This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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2 CONTESTS RULES & GUIDELINES

This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



DISTRICT 105 - CONTEST MANAGEMENT HANDBOOK

13

This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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3 SPEECH EVALUATION CONTEST PROCESS GUIDELINES

This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4 HUMOROUS SPEECH CONTEST PROCESS GUIDELINES

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 
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4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5 TABLE TOPICS CONTEST PROCESS GUIDELINES 

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
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Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
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Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 
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6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
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Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
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Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content



This document is released by the Program Quality Director team. The chapters in this 
document are contextually revised to incorporate the changes as detailed in the Speech 
Contest Rules book for the Toastmaster year 2021 – 2022, and valuable learnings that 
have occurred during the conduct of online contests during the previous Toastmasters 
year. 

The Contest Management committee, led by Program Quality Director, DTM Rania 
Abul-Rub, has decided to continue with the set of three documents titled: -

 1. The Contest Management Handbook
 2. Frequently Asked Questions 
 3. Contest Checklists & Scripts

The aforesaid documents are aligned in a logical manner. This document is the product 
of detailed discussions within the members of the Contest Management committee, 
valuable inputs shared by immediate past Division Directors, and members of the 
Toastmasters fraternity of District 105. The PQD team places on record their sincere 
gratitude to all the members who have contributed to this document. 

This document focuses and highlights the contests rules, and recommended practices 
as applicable to the following contests: -

 1) International Speech Contest
 2) Humorous Speech Contest
 3) Speech Evaluation Contest
 4) Table Topics Contest

This document is purported to assist the contestants, role players, contest organizers, 
and Judges, whilst conducting contests at the Club, Area and Division levels.  
 
The contests’ related reference material by Toastmasters International is provided as 
web links in a separate chapter in this document. Members are encouraged to download 
the documents and read them. 

This document is meant to assist the members of the District to conduct Online 
Contests only, and it is in compliance with the o�cial rules stated in the Speech Contest 
Rule book for the Toastmasters year 2021-2022. 

1.1 District Policies on Contests
The Annual English and Non-English Speech contests shall be conducted as per the 
Toastmasters International Speech Contest Rule Book for the Toastmaster year 
2021-2022 (Item No. 1171) and the guidelines as detailed below: -

1.1.A. It is recommended that the Club, Area, and Division level contests
 (for all the four contests) be conducted on the same day. 

1.1.B. The club may decide to either conduct the contest or nominate members to the  
 Area contest. If the club decides to conduct the contest, the club should conduct  
 the contest in the manner they prefer. If the club decides to conduct the club   
 contest for some contests and nominate members in other contests, then that is  
 also allowed (for example, the club decides to conduct the Humorous and   

 Evaluation contests and nominate contestants for the International and Table   
 Topics to the Area level.  This scenario is allowed).
1.1.C. The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
1.1.D. Hybrid contests, in which some participants (contestants and contest    
 functionaries) are in person and others are online during the contest, are not   
 allowed as per Toastmasters International guidelines.  
 https://www.toastmasters.org/Footer/FAQ/Speech-Contests 
1.1.E. In the event any club decides to conduct the contests traditionally, the contests  
 should be conducted as specified in the Speech Contest Rule Book for the   
 Toastmasters year 2021-2022. 
1.1.F. The eligibility to participate in any contest is as specified in the Speech Contest  
 Rule Book for the Toastmasters year 2021-2022. 
1.1.G. Toastmasters who are members in more than one (1) club and who meet all    
 eligibility requirements are permitted to compete in the club contest(s) in each   
 club in which they hold paid membership.
1.1.H. No contestant can compete in more than one (1) Area speech contest of a given  
 type, even if the two (2) Areas are in di�erent Divisions or Districts. 
1.1.I. It is recommended to have enough back up of Judges, Timers, tally counters, and  
 role players to ensure smooth running of the contests. 
1.1.J. The Chief Judge must complete the “Results Form (Form No. 1168)” and send to  
 the Contest Chair, thereby informing the names of the contest winners to the   
 Contest Chair. The Chief Judge must also inform whether there has been any   
 disqualification due to timing and any protests that have been lodged. 
1.1.K. The Chief Judge must complete the “Notification of Winners Form (Form   
 No.1182)” and send it to the President, VP- Education of the club, and/or to the   
 next level District o�cer as applicable to the level of the contest.

1.2 Important Amendments to the Speech Contests Rules
The web link to the Toastmasters International document which details the amendments 
to the Speech Rules is available in the “Contest Resources” chapter of this document. 
Please read the document to get familiarized with the latest rules and regulations. 

1.3 Contest Helpline
Any queries related to the conduct of the contests may please be sent to 
d105contestqueries@gmail.com.

In this chapter, the rules, and guidelines applicable to all the contests are highlighted for 
immediate reference.  
•  The club may decide to either conduct the contest or nominate members to the 

Area contest. If the club decides to conduct the contest, the club should conduct 
the contest in the manner they prefer.  If the club decides to conduct the club 
contest for some contests and nominate members in other contests, then that is 
also allowed (for example, the club decides to conduct the Humorous and 
Evaluation contests and nominate contestants for the International and Table 
Topics to the Area level.  This scenario is allowed).

•  The contests for the Area, Division and District levels should be conducted using  
 the online platform only, meaning all contestants and functionaries must be   
 participating from physically-distant locations.  This decision has been voted on  
 by District 105 ExCom and communicated to WHQs by the District team. 
•  The online contest must be conducted using live audio and video conferencing   
 tools utilizing an online platform. 
•  Contestants are responsible for arranging their technology at their own expense  
 if there is a fee for usage. All contestants must use a good quality webcam and   
 microphone and should test their technology and deliver their speeches within   
 the designated speaking area to ensure that they are visible and audible.
•  As a contingency measure, it is highly recommended to use another method of  
 communication (beyond the online platform) to allow contest o�cials to   
 communicate with the Chief Judge and contestants to communicate with the   
 Contest Chair. e.g. WhatsApp or email. 
•  It is highly recommended and encouraged that all participants download and   
 familiarize themselves with the latest version of the online platform much ahead  
 of time. 
•  The contest platform shall be managed by a competent Zoom Master to ensure its  
 smooth functioning.
•  All Judges & Tally Counters shall be renamed as Judges 1,2….3, Tally1, 2..3, etc., and  
 shall always have their CAMERAS TURNED OFF, and their profile pictures should  
 not be displayed.
•  Evaluation Speech target speaker shall be renamed as “Test Speaker” and shall   
 keep the camera and microphones turned o� except, during the time he/she is   
 called upon to deliver the Test Speech. 
•  Contest Chair, Chief Judge, and Timers shall be identified on-screen and may have  
 their cameras on as required.
•  During an online contest, it is recommended that the contestants stand and   
 deliver their presentations for the benefit of the audience and the Judges. 

2.1 Eligibility of Contestants
The Contest Chair and the Chief Judge shall ensure that all the contestants are eligible 
to contest as per the criteria defined in the Speech Contest Rulebook for the 
Toastmaster year 2021-2022. Please refer to the Explanation of Changes document to 
note the modifications made to the Eligibility Criteria.

2.2 Before the contest
2.2.A. The point of contact for contestants and role players should be determined, and  
 the communication channel should be established with the point of contact. The  
 point of contact for the Judges is the Chief Judge. 
2.2.B. The role players and contestants should provide valid communication details   
 necessary, such as telephone numbers, WhatsApp contact details, and email   
 addresses to the contest organizing team in advance.

2.2.C. The Event Chair / Coordinator /Host will have the overall responsibility to ensure  
 that the contest is conducted smoothly and e�ciently. 
2.2.D. The Contest Chair must conduct a detailed briefing and rehearsal(s) to ensure   
 that the contestants are fully aware of the rules and regulations of the contest and  
 are fully knowledgeable about the usage of online platforms and the actions to be  
 initiated in the event of any failure whilst the contest is in progress. 
 It is recommended that the briefings are completed through a live Audio Video  
 platform, the same to be used for the contest, at least 48 hours before the contest  
 date to give ample time for clarifications if any. The role players should be present  
 during the detailed briefings.
2.2.E. The Contest Chair shall explain the designated speaking area to the contestants in  
 such a manner that the contestant’s voice is heard over the microphone and the  
 video is clear. If necessary, the Contest Chair will advise contestants on additional  
 lighting needs.
2.2.F. The Contest Chair should run a separate eligibility check on each contestant 

to confirm that they are eligible to compete and they are members in good 
standing from a club in good standing (Please refer to the Eligibility section of 
Toastmasters International Contest Rule Book 2021-2022).

2.2.G. The draw of lots to determine the speaking order should be conducted in the   
 presence of all contestants and the process should be visible. It is recommended  
 to utilize a technology-based randomizer solution to arrive at the sequencing of  
 contestants.
2.2.H. The Contest Chair during the contestants’ briefing, should set a standard speaking 

area and help the contestants adjust their technology.  While all contestants will 
be speaking in their own space, using their own technology, the speaking area 
should be set to roughly be the same size for each contestant.  When setting the 
speaking area, the goal is to maximize the view of the contestants without 
sacrificing audio quality. 

2.2.I. To set the speaking area:
 • Have each contestant stand roughly the same distance from their camera.   
  For example, the Contest Chair may want to have everyone start 3 to 5 feet  
  from their camera.
 • The Contest Chair will have each contestant check their audio and ensure   
  that their microphone is clearly picking up their voice from where they are  
  standing.
 • If a contestant has a limitation that prevents them from standing as far back  
  as you direct (such as wired microphones), the Contest Chair should ask all  
  contestants to step forward until everyone is roughly the same distance from  
  their camera.  This will be the main center point of their speaking area.
 • The Contest Chair should work with each contestant to ensure they know   
  how far they can go to each side (as well as forward and back) without   
  stepping out of frame.
 • Contestants should carefully mark their entire speaking area.  The Contest   
  Chair will want them to come to the contest with these marks in place, ready  
  to speak. 
 • Please refer to the Online Speech Contest Best Practices 2021-2022   
  document.
2.2.J. The contestants, Judges and role players are advised as part of the briefing the  
 version of the contest online platform.
2.2.K. The Zoom Master shall create an online meeting well ahead of time, as directed by  
 the contest organizers, with due considerations to the expected number of   

 audience and other logistics requirements. Please refer to the Zoom Master’s   
 checklist for more details.
2.2.L. Role players, Contest Chairs, Judges, and the Chief Judge should have logged   
 into the online contest meeting at least 1 hour before the start of the contest. The  
 complete contest readiness should be conducted as predetermined.
2.2.M. The Contest Chair and Chief Judge shall ensure that all contest related documents  
 are duly filled and submitted by the contestants and Judges prior to the    
 commencement of the Contest. 
2.2.N. The role players are categorized given the logistics and communication    
 requirements as mentioned below: -

Event Chair /Coordinator / Host 
 • Contestants 
 • Zoom Master / Zoom Master(s)
 • Master of Ceremony
 • Contest Chair(s)
 • Sergeant At Arms

Chief Judge
 • Voting Judges
 • Tie-Breaking Judge
 • Timer(s)
 • Tally Counter(s)

2.3 During the contest 
2.3.A. The Chief Sergeant at Arms shall commence the contest session, detail the 

general online contest guidelines, and should read out the online speech contest 
statement. 

The contest organizing team should ensure that the statement is displayed in a 
location that will be visible to all attendees and participants. 

Please refer to the Online Speech Contest Best Practices 2021-2022 Toastmaster 
Contest Cycle document and check the Online Speech Contest Statement.

2.3.B. The respective Contest Chairs shall conduct the contest as per the Toastmasters  
 International speech contest rule book for the Toastmaster year 2021-2022.
2.3.C. There shall be two Timers, Timer 1 and Timer 2. 
 • Timer 1 uses a stopwatch to time each speaker and will be the o�cial   
  timekeeper of the contest.  Timer 1 will record the speech timings on the   
  Time Record Sheet (Form 1175) and deliver the sheet electronically to the   
  Chief Judge. 
 • Timer 2 uses a stopwatch to time each speech to operate the signaling   
  device or virtual background. Timer 2 does not submit a time record sheet to  
  the Chief Judge. 
 • It is recommended that both Timers record the speech timings. 
 • In the event Timer 2 gets disconnected during the speech, Timer 1 will step in  
  to display the timing color signals and will continue the process till such time  
  that Timer 2 gets reconnected and resumes the role.
 • If Timer 1 gets disconnected, Timer 2 will o�ciate till such time that Timer 1  
  rejoins the session. Timer 2 will share with Timer 1 the speech timing details  
  recorded during Timer 1’s absence. 

 •  Timer 2’s virtual background should only be visible to the contestant, to   
  indicate the timing signals.
 •  The Timers should define an agile communication process to ensure that the  
  contestant is not impacted due to the primary Timer’s disconnection. The   
  process to be followed by the contestants in the event of Timers’    
  disconnection should be clearly explained during the contestants’ briefing. 
2.3.D. If either the signaling device OR the stopwatch fails, this means the contestant   
 receives an extra 30 second overtime before being disqualified. If either Timer   
 loses connection partway through the contest, this also means the a�ected   
 contestant receives an extra 30 seconds.
2.3.E. In the event of a technical interruption on part of the contestant: -
 • Upon being instructed by the Contest Chair/Chief Judge, Timer 1 shall   
  pause the timing device and send the timing details to the Chief Judge 
 •  Timer 2 will display a predetermined signal if the contestant’s audio or video  
  connection malfunctions. 
 •  This indicates that the contest has been interrupted due to a technical   
  glitch. The Contest Chair will announce that the contest is stopped due to a  
  technical glitch.
 •  The Contest Chair shall interact with the Chief Judge on the action to be   
  taken. 
 •  The Contest Chair shall contact the contestant to ascertain the issue and   
  assist to rejoin the contest or resolve the technical interruption. 
 •  On the contestant’s rejoining the contest, the Timer will communicate the   
  time taken by the contestant to reconnect to the Chief Judge privately. 
 •  The Chief Judge shall advise the course of action to the Contest Chair and  
  the Timer. 
 •  The Contest Chair will resume the contest once instructed by the Chief   
  Judge. 
2.3.F. A contestant on rejoining the contest may resume delivering the speech as   
 instructed by the Contest Chair or Chief Judge.
2.3.G. The contestant shall ensure that both Timers are visible and shall confirm the   
 same to the Contest Chair prior to the commencement of the presentation. 
2.3.H. Timers should wait for the contestant to complete audio and camera settings and  
 start time with the first verbal/non-verbal communication with the audience. 
2.3.I. The Zoom Master shall ensure that the audience members are muted on entry and  
 that their webcams are turned o�. 
2.3.J. The entry and exit of audience members should be prevented, while a contestant  
 is speaking. The audience can be admitted once the contestant finishes the   
 speech. The audience should be informed about the status of the contest and if  
 possible, the time it would take before they are allowed into the main contest   
 room
2.3.K. Ensure all necessary contest forms are available in advance. Fillable versions of all  
 speech contest forms are available on the Toastmasters International website. 
2.3.L. If a major disruption has occurred while the contest is in progress due to a   
 technical glitch, and it has been determined that the disruption cannot be   
 resolved, the Chief Judge may decide to reschedule the contest. 
2.3.M. If a contestant gets disconnected during the contest, the Chief Judge shall decide  
 on the course of action to be taken. Please refer to the Frequently Asked   
 Questions’ document for recommendations. 
2.3.N. Role players and contestants should keep their audio muted whilst the contest is  
 in progress and follow the contest guidelines. 

2.3.O. The International and Humorous speech contestants should sign and submit   
 electronically the Speaker’s Certification of Eligibility and Originality (Form 1183)  
 to the respective Contest Chair. 
2.3.P. Judges, Contest Chair, SAA team, and Role Players are advised NOT to keep their  
 mobile phones silent and to immediately respond to any urgent requests during  
 the contest. 
2.3.Q. Timers are advised to set the timing device on the flight mode if it is a phone and  
 have another phone available for communication with the Chief Judge.

2.4 After the Contest
2.4.A. The Contest Chair distributes the participation certificates to the contestants,   
 adjourns the contest, and hands the session over to the Master of Ceremony.   
 When again called, the Contest Chair would then announce the winners.
2.4.B. Digital online certificates to winners and participants should be sent by email   
 after the contest.

2.5 Teams of Judges & Tally Counters
2.5.A. The Chief Judge shall be the point of contact for the Judges, Timers, and Tally   
 Counters.
2.5.B. The Chief Judge must ensure complete control over the integrity and reliability of  
 the timing protocol. 
2.5.C. The Chief Judge must conduct the briefing for Judges, Tally Counters, and Timers  
 at least 48 hours before the contest. 
2.5.D. The Chief Judge and the Judges need to maintain a robust internet connection to  
 ensure uninterrupted connectivity during the contest. It is highly recommended  
 that the Chief Judge creates an instant messaging group, e.g. WhatsApp group  
 for faster communication with the Judges and role players.  
2.5.E. The Tiebreaking Judge should not be part of this group and should remain   
 anonymous and maintain the communication with the Chief Judge privately,   
 including sending the voting ballot to the Chief Judge only.  The Tiebreaking   
 Judge should not attend the Judges Briefing with the other Judges and should be  
 briefed alone by the Chief Judge. 
2.5.F. The Chief Judge and the Judges must be thoroughly familiar with the online   
 processes for the contest, voting, tallying, and reporting. 
2.5.G. The Judges shall adhere to the rules as defined in the Toastmasters International  
 Speech contest rulebook whilst judging the contestants and reporting the contest  
 results.
2.5.H. The Judges shall submit the contest specific voting ballots to the Tally Counters  
 and the Chief Judge individually through a separate channel (and NOT through  
 the main Judges’ WhatsApp Groups).
2.5.I. The Judges should send the voting ballots to each Tally Counter and the Chief   
 Judge individually in separate messages and not create a WhatsApp group   
 including him, the Tally Counters and the Chief Judge.  
2.5.J. The Chief Judge during the Judges briefing shall inform the process to be   
 followed in the event a protest raised by a Judge or a Contestant as mentioned  
 below: - 
 • In case of a protest raised by a contestant, the contestant should contact the

Contest Chair privately and not on the shared group with the other Contestants.  
The Contest Chair would then contact the Chief Judge privately informing him/ 
her of the situation.  If the protest is raised by a Judge then the communication 
should be made privately between the Judge and the Chief Judge whereby the 

Chief Judge would inform the Contest Chair that a protest has been raised and 
that they need to be moved to a breakout room for discussion.  The Chief 
Judge would then inform the Judges on their shared group that a protest has 
been raised and that they are to be moved to a breakout room for discussion.  
The Chief Judge would request the Zoom Master to move him/ her and all the 
Judges to a separate breakout room for discussion. 

 • The concerned Contestant will be requested to join the breakout room upon 
the instruction of the Chief Judge to be informed of the protest, and the 
contestant’s response is listened to by the Judges. 

 • The Chief Judge and the Judges will discuss with the contestant and on 
completion of the discussions, will request the contestant to rejoin the main 
room.

 • The Judges will vote on the protest and return to the main room. 
2.5.K. The Chief Judge during the role players’ briefing shall instruct Timers on the   
 process for timing. The Timers shall adhere to the timing guidelines as briefed by  
 the Chief Judge during the contest.
2.4.L. If any of the Judges, Timers, or Tally Counters experience a technical glitch and 

have to leave the meeting due to a technical failure, they should notify the Chief 
Judge immediately, through the predetermined means of communication 
(WhatsApp /email or telephone call). 

2.4.M. The Chief Judge must select a Judge to o�ciate as a Tiebreaking Judge for a 
specific contest and instruct the Tiebreaking Judge on the process for submitting 
the ballot. 

2.4.N. The Judge’s certification of Eligibility and Code of Ethics Form (No 1170 :) should 
be completed by the Judges and sent electronically to the Chief Judge as 
informed.

2.4.O. After the contest is completed, the Judges shall communicate the results of the  
 contests as briefed by the Chief Judges using the predetermined mode of   
 communication. 

The recommended process for voting and the Tiebreaking Judges to 
communicate the results are as detailed below: -

a) The voting and Tiebreaking Judges record the results at the designated   
 place in the ballot paper. 
b) The voting and Tiebreaking Judges should take a picture of the results and  
 send it electronically as instructed by the Chief Judge during the briefing. 
c) If practically possible, they may also a�x their digital signature on a fillable  
 version of the ballot and send the results. 

2.6 Protests & Disqualifications
Protests are limited to eligibility, originality and reference to another contestant’s 
speech and must only be lodged by the voting Judges and/or contestants. Any protest 
must be lodged with the Chief Judge and/or Contest Chair prior to the contest being 
adjourned. Please refer to the Explanation of Changes’ document to note the 
modifications to the guidelines.

2.7 Timers Guidelines
The Timer’s role is a very critical and responsible one. 
2.7.A. It is recommended that the Timers are briefed well in advance and are aware of 

the course of action to be adopted during urgent situations or technology 
challenges that may occur whilst the contest is in progress.  

2.7.B. The Timer role player shall attend all the briefing sessions and demonstrate the 

display of timing signals to assist the contestants to get familiarized with the 
signaling process. 

2.7.C. Two Timers (Timer 1 and Timer 2) shall be briefed by the Chief Judge.
2.7.D. Timer 1 shall use a stopwatch to time each speaker and is the o�cial timekeeper 

of the contest, who shall record the contestants’ Speech timings on the Time 
Record Sheet (item 1175) and sends it electronically to the Chief Judge. Timer 1 
shall NOT display the timing colors.

2.7.E. As a contingency measure, both Timers shall have the physical color cards and   
 use them in case the virtual background is not functioning. 
2.7.F. Timer 2 will use a stopwatch, to record the contestants’ speech timing and   
 displays the timing signals of Green, Amber and Red at appropriate times. 
2.7.G. Timer 2 shall step in the event Timer 1 gets disconnected and provides the speech  
 timing details of contestants recorded in Timer 1’s absence to the Chief Judge.   
2.7.H. Timer 1 shall display the timing signals in the event Timer 2 gets disconnected and  
 will continue till Timer 2 rejoins the contest.
2.7.I. The implementation of the rule to provide 30 seconds additional time to the 

contestant in case of any technical failure of the timing device shall be as per the 
decision of the Chief Judge.

2.7.J. Timer 2 shall display a predetermined signal if the contestant’s audio or video   
 connection malfunctions.  
2.7.K. The Timers if required may assist the contestant to complete the Timer pinning   
 process.  
2.7.L. Timer 1 will be moved to the breakout room during the Evaluation contest to 

inform the start and end time of the allotted 5 minutes for the contestants to 
prepare their notes. 

2.7.M. Timers shall ensure that only their timing signal virtual background is visible to the  
 contestants. 
2.7.N. Timers are requested to cover their cameras so only their background is displayed  
 to avoid any distraction.  In case of Timer 1 it would be a blank background or one  
 showing Timer 1 and for Timer 2 it would be the background showing the di�erent  
 timing colors.  
2.7.O. It is ideal to create a channel of communication like a WhatsApp group that 

includes the Timers and the Chief Judge for easy coordination and 
communication particularly in case of technical glitches.   

2.8 The Sergeant At Arms (SAA) team guidelines
2.8.A. The SAA team has an important role to play during the contests. 
2.8.B. SAA will be moved to the breakout room along with the Table Topics and   
 Evaluation contestants and will be responsible to monitor the contestants as per  
 the contest guidelines.
2.8.C. There should be enough number of SAA role players to assist and monitor 

contestants in the breakout room until their name is called out to join the main 
contest room. To e�ectively monitor the contestants, the SAA team members 
shall: -

• Request the contestants to be seated at least 3 feet away from their laptop  
 or any electronic device and to remain visible and audible on camera, while  
 in the breakout room. 
• Inform the contestants not to move out of the camera frame for the time   
 they are waiting to be called out to join the main contest session room. 
• Request the contestants not to converse with anyone during the time they  
 are in the breakout room. 

• Contestants should provide a 360-degree view of their room before they are  
 seated at a position.
• Virtual backgrounds are not allowed.
 If any contestant chooses to move out of the camera frame for any reason,  
 SAA will inform the Chief Judge. The Chief Judge will advise on the future  
 course of action to be taken. 

2.8.D. An SAA team member may be made responsible to regulate the movement of   
 audience members in and out of the main contest room. 
2.8.E. SAA must inform the Contest Chair about the return of contestants to the main  
 meeting room/ breakout room. 
2.8.F. In case a contestant gets disconnected while at the breakout room or while in   
 transit to the main room, SAA will inform the Chief Judge and Contest Chair. 
2.8.G. It is ideal to create a channel of communication like a WhatsApp group that   
 includes the Zoom Master(s), SAAs and the Chief Judge for easy coordination on  
 moving contestants to and from the breakout rooms and in case of any glitches.  
2.8.H. The SAA team member shall implement the directives from the Chief Judge.   
 Please refer to the Frequently Asked Questions’ document for further details. 

2.9 After the contest
2.9.A. It must be ensured that all contest o�cials delete digital files that include   
 information about scoring, contest results, or judging notes. 
2.9.B. Awards and felicitations must be delivered at the end of the contests. The winner  
 and participation certificates shall be mailed once the contest is over. 

2.10 Online Platform Guidelines 
2.10.A. There must be stable Internet Connections during the entire duration of the 

contest, particularly for the Zoom Master, Chief Judge, Judges, Contestants, 
Contest Chair, Master of Ceremony, Timers, and Tally counters. 

2.10.B.The audience/participants must be informed if the meeting/contest is being   
 recorded.
2.10.C.All Judges preferably should use headphones and select an area in their location 

with the best internet connection and not to move away from that area to avoid 
disconnection.  In case of any disconnection, the Judge should inform the Chief 
Judge immediately and privately for the Chief Judge to decide on the next course 
of action and if the Judge can continue his/her role as a Judge. 

2.11 Contestant shall ensure: 
2.11.A. The virtual background should be avoided, and a plain neutral colored wall or   
 similar surface should be used as a backdrop. 
2.11.B. If the contestant wishes to use a Virtual Background (except for Evaluation and 

Table Topics contests), it will be considered as a prop, and the contestant must 
inform the Contest Chair before the contest begins.

2.11.C. The camera equipment should be at eye level with the speaker.
2.11.D. The camera should be mounted or secured to prevent movement during the   
 speech. 
2.11.E. For the sake of online contests, contestants could consider looking at the webcam  
 as establishing eye contact with the audience.
2.11.F. When the contestant is speaking, all other participants should mute their   
 microphones and turn o� their cameras, except for the current speaker and the  
 Timers.
2.11.G. When setting a standard speaking area for all contestants, it must be ensured that 

the contestants have a blank surface as the background as much as possible, and 
their view is maximized without sacrificing audio quality.

2.11.H. When setting a standard speaking area for all contestants, it must be ensured that 
the contestants have more or less the same distance from the camera whereby 
they are clearly visible and audible.  The Contest Chair is advised to arrange for 
rehearsal session with all Contestants prior to the contest to test the speaking 
area for all Contestants where they can mark the designated speaking area. 

2.11.I. The main source of light must be positioned in such a manner as practically as   
 possible that the speaking area is well illuminated.
2.11.J. If the speaker wishes to rely on natural light, then he or she must rehearse at the 

same time as the contest is going to take place to check whether the lighting 
requirements are met. The Contest Chair may suggest additional lighting for 
better visibility if needed.

2.11.K. Ensure that no light sources are pointing directly at the camera.

2.12 Gestures/Movement
The Contest Chair should request the contestants to deliver a few lines of their speech 
to ensure that the contestant’s gestures and movements are well within the visible limits 
of the camera. 

2.13 Sound
2.13.A.It must be ensured that the contestants set up their computer/laptop and   
 audio/video equipment in a space that reduces echo and background noise as   
 much as possible.
2.13.B. Any microphone or audio options on the platform must be properly tested and   
 the one that allows for the clearest sound must be used
2.13.C. If a contestant decides to use a mobile device, the Contest Chair must guide to 

set up the device in such a manner that the contestant is audible and visible. The 
contestants must also ensure that they can see the Timers and view the timing 
signals without any di�culty.

2.13.D. Please refer to the contest resources chapter in this document for additional   
 details.

3.1 Before the Contest
3.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with the TOASTMASTERS INTERNATIONAL rules and regulations. 
3.1.B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained.
3.1.C. The Chief Judge shall identify the required number of Judges as per    
 TOASTMASTERS INTERNATIONAL regulations, contact them and obtain    
 confirmations. 
3.1.D. The Contest Chair shall prepare the list of contestants and check that all of them  
 are in good standing from a club in good standing and adhere to the Eligibility   
 criteria to compete.
3.1.E. The Contest Chair shall share the electronic copies of Speech Evaluation Contest  
 documents relevant to the Chief Judge, contestants & role players.
3.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Speech Evaluation Contest Judges Ballot 
papers (Form No 1179 & 1179A) to the Judges.

3.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and tally counters. The Chief Judge in his briefing 
to the role players and Judges will:

o Inform the communication process that the Judges would need to be aware  
 of and adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

3.1.H. The Contest Chair schedules and conducts briefings and rehearsals sessions to: -
o Ensure contestants are familiar with the rules and regulations to be followed  
 during contests including specific guidelines in the event of disruptions due  
 to technical glitches/internet disconnections.
o Determine the speaking area.  Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible,
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

3.1.I. The Timer shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

3.1.J. The test speaker and a backup test speaker should be identified by the Contest   
 Chair, and confirmation on the speaker’s availability and willingness to deliver the  
 speech should be obtained by the Contest Chair.  

The Test speaker who will deliver the test speech at the Evaluation Speech 
Contest at the Area, Division or District level should not be a candidate for any 
elected District leader position for the term beginning from 1st July 2022.

3.1.K. The Contest Chair will conduct the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a technology-based 
randomizer solution to arrive at the sequencing of contestants. Please refer to the 
contest resources chapter for details.

3.1.L. The Contest Chair shall prepare the participation certificates. 

3.1.M. The Contest Chair as well as the Chief Judge shall conduct a training session for 
their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details.

3.1.N. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-players’ teams, and the Zoom master to ensure the smooth 
functioning of the contest.

3.1.O. The public relations activities should commence ahead of the contest to inform   
 members and invite them to witness the contest. 
3.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

3.2 During the Contest
3.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
3.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in a good working condition.

3.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be visible 
to all attendees and participants. The Chief Sergeant at Arms will hand over the 
session to the next Toastmaster as mentioned on the agenda.

3.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International speech 
contest guidelines. 

3.2.E. While the contest is in progress the role players and Zoom master(s) will    
 implement the directives either from the Chief Judge or the Contest Chair only. 
3.2.F. The Contest Chair will invite the test speaker to deliver the speech. 
3.2.G. After the test speaker completes the speech, the contestants, the Sergeant at 

Arms team members, and Timer 1 are requested to join the breakout room by the 
Zoom Master. The SAA team members present in the room will monitor the 
contestants.

3.2.H. In the event the test speaker gets disconnected either before the commencement 
of the presentation or during the presentation, the contest chair shall immediately 
contact the Chief Judge and inform the same and await instructions from the Chief 
Judge. 

As informed by the Chief Judge, the Contest Chair contacts the test speaker and 
assists the test speaker to rejoin the contest within 5 minutes. On rejoining the 
contest, the Contest Chair will state the last word of the speech delivered before 
the disruption and the test speaker shall continue the speech thereafter.

If the test speaker is unable to rejoin within the specified time, the Contest Chair 
following receiving confirmation from the Chief Judge, shall announce to the 
contestants and the audience that the test speaker will not be delivering the 
speech and that the backup test speaker will deliver the speech. The Contest Chair 
shall request the contestants to confirm the same. The backup test speaker shall 
be provided 7 minutes as per the contest guidelines to deliver the speech. 

3.2.I. When all contestants have joined the breakout room, Timer 1 will inform the 
contestants to commence writing their notes on a white sheet of paper and begins 

to time the contestants. The contestants will be provided 5 minutes to complete 
writing the notes. On completion of the allotted 5 minutes, Timer 1 will inform the 
contestants to stop writing and keep the document away. The SAA team members 
shall ensure that all the contestants have stopped writing; the documents are set 
aside, and are not referring to the written notes till such time that the contestant is 
moved to the main room to deliver the presentation.  Timer 1 should return to the 
main room at this stage. 

3.2.J. The Contest Chair will inform the Zoom Master to facilitate the movement of the 
contestants to the main contest room to deliver their evaluations as per the 
speaking order. 

3.2.K. The Contest Chair will first ascertain that the contestant’s audio and video quality 
is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

3.2.L. Timer 2 as planned shall display the signaling of Green at the end of 2 minutes 
and will remain on. The Amber color is displayed at 2 minutes and 30 seconds and 
will remain on. At the end of 3 minutes, the Red color is displayed and shall remain 
on till the contestant has completed the speech.

3.2.M. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed to 
reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 
Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

3.2.N. After each evaluation, the Contest Chair will announce 60 seconds of silence for 
the Judges to mark their ballots. After the last evaluation is completed, the 
Contest Chair will announce three minutes of silence to allow the Judges to mark 
their ballots and complete the process. 

3.2.O. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the same.

3.2.P. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

3.2.Q. On completion of the contest, the Contest Chair shall adjourn the contest and   
 hand over the session to the next Toastmaster as mentioned on the agenda.
3.2.R. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

3.2.S. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the   
 agenda.
3.2.T. When called upon, the Contest Chair will announce the results of the contests. 

The name of the second runner up is announced first, then the first runner up and 
finally, the winner. This will be the sequence that will be followed by the Contest 
Chair. On completion, will hand over to the next Toastmaster as specified on the 
agenda.

4.1  Before the Contest
4.1A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
4.1B. The Chief Judge, the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified, and confirmations obtained. 
4.1C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
4.1D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance. 

4.1E. The Contest Chair shall share the electronic copies of Humorous Speech Contest  
 documents relevant to the Chief Judge, contestants & role players.
4.1F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Humorous Speech Contest Judges Ballot form 
to the Judges (Form No 1191) and the Tiebreaking Judges ballot form (Form 
1191A) to the Tiebreaking Judge. 

4.1G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define: 
o The communication process that the Judges would need to be aware of and  
  adhere to till the end of the contest and, 

o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress and,
o Inform the defined processes to the Contest Chair. 

4.1H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible, 
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

4.1I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that 
both the Timers are visible to the contestants during the speech delivery.

4.1J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details. 

4.1K. The Contest Chair shall prepare the participation certificates.
4.1L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

4.1M. The Contest Chair will be aware of the established communication channels with 
the Chief Judge, role-player teams, and the Zoom master(s) to ensure a smooth 
functioning of the contest.

4.1N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
4.1O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

4.2 During the Contest
4.2.A. The contestants, role players, Chief Judge and the Judges should log in 1 hour   
 before the start of the contest.
4.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

4.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

4.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

4.2.E. While the contest is in progress the role players and zoom master will implement  
 the directives either from the Chief Judge or the Contest Chair only. 
4.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
4.2.G. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will request the contestant to commence 
the speech.

4.2.H. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 
and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

4.2.I. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.
4.2.J. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 
contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

4.2.K. On receipt of confirmation from the Zoom master that the Chief Judge and the 
Tally Counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

4.2.L. The Contest Chair will invite each contestant to accept the participation 
certificate and inform that the participation certificates will be emailed to the 
contestants after the contest.

4.2.M. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
4.2.N. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

4.2.O. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

5.1 Before the Contest
5.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
5.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
5.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
5.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete.  

5.1.E. The Contest Chair shall share the electronic copies of Table Topics Contest   
 documents relevant to the Chief Judge, contestants & role players.
5.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the Table Topics Contest Judges Ballot papers 
(Form No 1180) to the Judges and the Tiebreaking Judge’s ballot form to (Form 
1180A) to the Tiebreaking Judge.

5.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to define:  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. .

5.1.H. The Contest Chair Schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and regulations to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022. 
o Ensure that the audio and video output is of good quality and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

5.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

5.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details

5.1.K. The Contest Chair shall prepare the participation certificates. 
5.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for 

their respective role players to get familiarized with the online platform. Please 
refer to the contest resources chapter for more details. 

5.1.M. The Contest Chair will ensure that the communication channels are established   
 with the Chief Judge, role-player teams, and the Zoom master(s) to ensure   
 smooth functioning of the contest.

5.1.N. The Contest Chair shall decide the Table Topics for the contest. The Contest Chair 
 shall have a set of three topics, each topic in a separate envelope. 
5.1.O. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
5.1.P. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

5.2 During the Contest
5.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
5.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition. 

5.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

5.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

5.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only. 
5.2.F. The Contest Chair after sharing the rules and other details for the benefit of the  
 audience, will shu�e the three envelopes with the three questions, and display   
 them on the screen and will pick one of these envelopes to be the Table Topic for  
 the contest.   
5.2.G. The Contest Chair will request the Zoom master to move all the contestants 

except the first contestant to the breakout room. The Sergeant At Arms’ team 
members will be present in the breakout room to monitor the contestants. The 
Contest Chair will inform the Zoom master(s) to facilitate the movement of the 
contestants to the main contest room as per the speaking order. 

5.2.H. The Contest Chair will open the selected envelope in a manner that it is visible to  
 the audience. The chosen topic will be the Table Topic for the contest.
5.2.I. The Contest Chair will first ascertain that the contestant’s audio and video quality 

is good, and the equipment is in good condition. On receiving the confirmation 
from the contestant, the Contest Chair will commence to read the topic. 

5.2.J. The Contest Chair then shall read out aloud to the contestant the topic twice 
slowly and clearly. It is recommended to send the Table Topic as a personal 
message to the contestant, in case of any audio disruptions/lag, and request the 
contestant to start the speech.

5.2.K. Timer 2 as planned shall display the signaling of Green at the end of 1 minute and 
will remain on. The Amber color is displayed at 1 minute and 30 seconds and will 
remain on. At the end of 2 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

5.2.L. In case of any audio or video disruption or any disruption due to technical failure 
when the contestant is delivering the speech, the contestant will not be allowed 
to reconnect, and the Judges will mark based on what they have heard.  Timer 1 
should indicate on the timing sheet the timing of the contestant for the Chief 

Judge to check if he/she is disqualified due to timing criteria.  
Please refer to the frequently asked questions document for further details on 
managing other types of disruptions.

5.2.M. After the contestant has completed the speech, the Contest Chair will announce 
60 seconds of silence for the Judges to mark their ballots. After the last Table 
Topic speech is completed, the Contest Chair will announce three minutes of 
silence to allow the Judges to mark their ballots and complete the process. 

5.2.N. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to a breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

5.2.O. The Contest Chair will invite each contestant to accept the participation 
certificate. The Contest Chair will email the participation certificates to the 
contestants after the contest.

5.2.P. After distributing the participation certificates, the Contest Chair will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
5.2.Q. When again called upon the Contest Chair will announce the results of the 

contest. The name of the second runner up is announced first, then the first 
runner up and the winner. This will be the sequence that will be followed by the 
Contest Chair. On completion, will hand over to the next Toastmaster as specified 
on the agenda.

6.1 Before the Contest
6.1.A. Once the contest dates are finalized, the contest organizing teams should be   
 formed in line with Toastmasters International rules and regulations. 
6.1.B. The Chief Judge the Master of Ceremony, Contest Chairs, and Roles Players   
 should be identified and confirmations obtained. 
6.1.C. The Chief Judge shall identify the required number of Judges as per Toastmasters  
 International regulations, contact them and obtain confirmations.
6.1.D. The Contest Chair shall prepare the list of contestants and check that all of them 

are in good standing from a club in good standing and adhere to the Eligibility 
criteria to compete. The Contest Chair will request the contestants to send the 
speech titles in advance.

6.1.E. The Contest Chair shall share the electronic copies of International Speech   
 Contest documents relevant to the Chief Judge, contestants & role players.
6.1.F. The Chief Judge shall send the Judge’s Certification of eligibility and code of 

ethics form (Form No 1170) and the International Speech Contest Judges Ballot 
papers (Form No 1172 to the Judges and the Tiebreaking Judge’s ballot form 
(Form1188) to the Tiebreaking Judge.

6.1.G. The Chief Judge, at least 48 hours before the contest date, conducts briefing 
sessions for the Judges, Timers, and Tally Counters. The Chief Judge in his 
briefing to the role players and Judges amongst other things will ensure to 
define:-  

o The communication process that the Judges would need to be aware of and  
 adhere to till the end of the contest.
o Specify the course of action to be adhered to in case of any disruptions   
 while the contest is in progress. 
o Inform the defined processes to the Contest Chair. 

6.1.H. The Contest Chair schedules and conducts briefings and rehearsal sessions to: -
o Ensure the contestants are familiar with the rules and guidelines to be   
 followed during the contest including specific guidelines in the event of   
 disruptions due to technical glitches/internet disconnections.
o Determine the speaking area. Please refer to the Online Speech Contests   
 Best Practices 2021-2022.  
o Ensure that the audio and video output is of good quality, and the    
 contestants are visible and audible.
o Advise the contestants if any additional lighting is required. 
o Request the contestants to send the speech titles well in advance.
o Ensure all role players are present during the rehearsals and briefings.
o Conduct briefing sessions for role players.
o Complete the briefings and rehearsals at least 48 hours before the contest’s  
 date.

6.1.I. The Timers shall inform the contestants about the display of the timing signals 
Green, Amber, and Red, and explain the Timers’ pinning process to ensure that the 
Timers are visible to the contestants during the speech delivery.

6.1.J. The Contest Chair conducts the draw of lots in the presence of all contestants, 
prepares the speaking order, and shares the speaking order with the Chief Judge, 
role players, and Zoom master(s). It is recommended to utilize a 
technology-based randomizer solution to arrive at the sequencing of contestants. 
Please refer to the contest resources chapter for details.

6.1.K. The Contest Chair shall prepare the participation certificates.
6.1.L. The Contest Chair as well as the Chief Judge shall conduct a training session for  
 their respective role players to get familiarized with the online platform. Please   
 refer to the contest resources chapter for more details. 

6.1.M. The Contest Chair will ensure that the communication channels are established 
with the Chief Judge, role-player teams, and the Zoom master(s) to ensure 
smooth functioning of the contest.

6.1.N. The public relations activities should commence ahead of the contest to inform  
 the members and invite them to witness the contest. 
6.1.O. The contest agenda should be prepared and circulated well in advance so that the  
 members and guests can plan to attend the sessions.

6.2 During the Contest
6.2.A. The contestants, role players, Chief Judge and Judges should log in 1 hour before  
 the start of the contest.
6.2.B. The Contest Chair will request the contestants and role players to check their 

connectivity, their electronic devices including the declared backup devices to 
ensure that everything is in good working condition.

6.2.C. The Chief Sergeant at Arms shall commence the session, and as part of the 
address, explains the general ground rules to be followed during the contest and 
and should read out the online speech contest statement. The contest organizing 
team should ensure that the statement is displayed in a location that will be 
visible to all attendees and participants. The Chief Sergeant at Arms will hand 
over the session to the next Toastmaster as mentioned on the agenda.

6.2.D. The Contest Chair will commence the contest. The Contest Chair, the Chief Judge, 
the contestants, role players, and the contest organizing members together shall 
ensure that the contest is conducted in line with Toastmasters International 
speech contest guidelines. 

6.2.E. While the contest is in progress the role players and Zoom master(s) will   
 implement the directives either from the Chief Judge or the Contest Chair only.
6.2.F. The Contest Chair will invite the contestants to deliver their speeches as per the  
 speaking order. 
6.2.G. Timer 2 as planned shall display the signaling of Green at the end of 5 minutes 

and will remain on. The Amber color is displayed at the end of 6 minutes and will 
remain on. At the end of 7 minutes, the Red color is displayed and shall remain on 
till the contestant has completed the speech.

6.2.H. In case of any audio/video disruption or any disruption due to technical failure   
 when the contestant is delivering the speech: - 

o Timer 2 displays a predetermined signal as an indicator to the contestant to  
 stop the speech and pauses the timing device once the contestant has   
 stopped delivering the speech. 
o Timer 1 communicates the contestant’s speech timing details to the Chief   
 Judge.
o The Contest Chair shall announce that the contest has been stopped.
o The Contest Chair shall assist the contestant to rejoin the session within the  
 shortest possible time.
o Timer 1 shall record the elapsed time i.e. from the time the disruption   
 occurred till the contestant rejoins the contest and communicates the timing  
 details to the Chief Judge.
o The Contest Chair will communicate with the Chief Judge and implement the  
 directives from the Chief Judge. 

 Please refer to the frequently asked questions document for further details on   
 managing other types of disruptions.
6.2.I. After the contestant has completed the speech, the Contest Chair will announce 

60 seconds of silence for the Judges to mark their ballots. After the last 

contestant has completed the speech, the Contest Chair will announce three 
minutes of silence to allow the Judges to mark their ballots and complete the 
process. 

6.2.J. On receipt of confirmation from the Zoom master that the Chief Judge and the 
tally counters have left the main contest room to the breakout room, the Contest 
Chair will commence to acknowledge the contestants by displaying the 
participation certificates and requesting the contestants to acknowledge the 
same. 

6.2.K. The Contest Chair will invite each contestant to accept the participation 
certificate, and inform that the participation certificates will be emailed to the 
contestants after the contest

6.2.L. After distributing the participation certificates, the Contest Char will adjourn the  
 contest and hand over the session to the next Toastmaster as mentioned on the  
 agenda.
6.2.M. When called upon the Contest Chair will announce the results of the contest. The 

name of the second runner up is announced first, then the first runner up and the 
winner. This will be the sequence that will be followed by the Contest Chair. 

6.2.N. The Contest Chair will hand over to the next Toastmaster as specified on the   
 agenda.

The contest related resources are mentioned in the table below. Leaders are 
encouraged to download the documents well in advance for the contests. 

Speech Contest Rule Book 
https://www.toastmasters.org/resources/2021-2022-speech-contest-rulebook-english

Video Recording Guidelines of speech contests 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/video-recording-guidelines_online-contests.pdf

Video Recording of Judges Training 
https://www.youtube.com/watch?v=fEV-nepsNR0&t=7s

Online Speech Contest Best Practices 
2021-2022 contest cycle 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/best-practices-for-online-speech-contests.pdf

Speech Contest Tutorials 
https://www.toastmasters.org/leadership-central/speech-contests/speech-contest-tutor
ials

Speech Contest FAQs 
https://www.toastmasters.org/footer/faq/Speech%20Contests

Explanation of changes in the Speech Contest Rule Book 
https://toastmasterscdn.azureedge.net/medias/files/department-documents/speech-co
ntests-documents/637-speech-contest-rulebook-explanation-of-changes.pdf

Speech Contests Resources 
https://www.toastmasters.org/leadership-central/speech-contests

Timing Virtual Backgrounds 
https://www.toastmasters.org/resources/Timer-zoom-backgrounds

Please copy and paste the URL link on your browser to get access to the 
specific resource content
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