When you are the

Timer

Prior to the meeting

· Confirm scheduled program participants with the Toastmaster of the Day (TMOD). 

· Confirm time required for each prepared speech with the speakers. 

· Write out your explanation in the clearest possible language, and rehearse it. Be sure to emphasize timing rules and how timing signals will be given for the benefit of guests. 

Upon arrival at the meeting

· Get timing equipment from the Sergeant at Arms. Ensure you understand how to operate the stopwatch and signal device, and make certain that timing equipment works. 

· Sit where the signal device can easily be seen by all (back center of meeting room). 

During the meeting

· When introduced, explain the timing rules and demonstrate the signal device. 

· Throughout the meeting, signal each program participant as indicated below. In addition signal the President, TMOD and the Table Topics Master with red when they have reached their allotted or agreed upon time. 

· Record each participant's name and time used. 

· When called to report by the TMOD, stand by your chair and announce the speaker's name and the time taken.  Generally Topic Speakers should be +/- 15 seconds of allowed time; prepared speakers, +/- 30 seconds of allowed time; Grammarian must be +/- 15 seconds of allowed time; all others +/- 30 seconds. 

After the meeting
· Return the stopwatch and timing signal device to the Sergeant of Arms. 

Give the completed Timer’s Report to the Secretary for recording speech times in the minutes.
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Timer’s Report

Meeting Date: ______________
	Role
	Speaker
	Time

Allotted
	Actual Time
(min:sec)

	Speaker 1
	
	
	

	Speaker 2
	
	
	

	Speaker 3
	
	
	

	Speaker 4
	
	
	

	Topic Speaker 1
	
	1-2 minutes
	

	Topic Speaker 2
	
	1-2 minutes
	

	Topic Speaker 3
	
	1-2 minutes
	

	Topic Speaker 4
	
	1-2 minutes
	

	Topic Speaker 5
	
	1-2 minutes
	

	Evaluator 1
	
	2-3 minutes
	

	Evaluator 2
	
	2-3 minutes
	

	Evaluator 3
	
	
	

	Evaluator 4
	
	
	


Timer’s Name:  _________________________________________________________
Learn it!   Love it!   Live it!
The names "Toastmasters International," "Toastmasters," and the Toastmasters International emblem are trademarks protected in the United States, Canada, and other countries where Toastmasters clubs exist. Unauthorized use is prohibited.











