Forward Thinkers Toastmasters Club
TIMER’S REPORT FORM

	You have the assignment of helping everyone keep on schedule so that our entire meeting ends in the allotted time frame.  If it isn't you should be able to point out in your brief verbal report to the club, why this happened.

Basically, all speeches are to be timed on the following format:


•
Green light:     time is beginning to draw to an end


•
Amber light:    time is almost up


•
Red light:         the speaker has used up the time allotted

In case the Toastmaster does not notify you of the Prepared Speech times, you may want to find out for yourself prior to the formal speech program.

Determine in advance if the Education Session Speaker has any timing requirements.



	                                                     ALLOTTED TIME             ACTUAL TIME            LIGHTING GUIDELINES



	
	
	
	Green,    Yellow,      Red

	Business Meeting
	President to decide
	
	

	
	
	
	

	Educational Session
	TM to decide
	
	

	
	
	
	

	  Joke Master
	1 minute
	
	

	
	
	
	

	Prepared Speakers:
	TM will inform
	
	

	# 1
	
	
	

	# 2
	
	
	

	# 3
	
	
	

	
	
	
	

	Break
	TM will inform
	
	

	
	
	
	

	Speech Evaluations:
	3 min/4 min. TM will inform
	
	2, 2 ½, 3   min. / 3, 3 ½, 4 min.

	# 1
	
	
	

	# 2
	
	
	

	# 3
	
	
	

	
	
	
	

	Table Topic Speakers:
	2  minutes
	
	  1,           1 ½,      2   minutes

	# 1
	
	
	

	# 2
	
	
	

	# 3
	
	
	

	# 4
	
	
	

	# 5
	
	
	

	# 6
	
	
	

	
	
	
	

	T. T. Evaluator
	30 sec. per person
	
	     1,            2,         3    minutes

	
	
	
	

	Quiz Master
	1 minute
	
	

	Timer
	2 minutes
	
	      

	Ah/Grammarian 
	1 minute
	
	

	
	
	
	

	General Evaluation
	7 minutes total
	
	      5,          6 ,         7    minutes

	
	
	
	


