TIMER

BEFORE THE MEETING BEGINS: Check that the lights and stopwatch are available and working properly.  Learn how to use the stopwatch.  Obtain the time parameters for each of the prepared speakers.  Write these next to the speaker’s name in the record keeping section below.
EXPLANATION OF FUNCTION: The purpose of this function is to help keep the meeting on track and to train members to speak within specified time parameters.  Timing begins with the first word uttered by the speaker or by any attempt at non-verbal communication with the audience such as the display of an object or an obvious gesture.  The sequence for all timing situations is the same - green, followed by Yellow, followed by red.  Prepared speeches are usually 5 to 7 minutes, but may vary in length.  Evaluations are 2 to 3 minutes in length.   Using Table Topics as an example, demonstrate the light sequence.  Table Topic responses are timed at one to two minutes:  

One minute - GREEN light on

One minute, thirty seconds - green light off, YELLOW light on

Two minutes - yellow light off, RED light on until the speaker is finished 
TIMING SEQUENCES (in minutes):

	
	     Qualify 
	Green
	Yellow
	  Red
	    Disqualify

	TABLE TOPICS
	    1 to 2:30
	    1
	 1:30
	    2
	    -1 or +2:30

	SPEECH (example)
	  4:30 to 7:30
	    5
	    6
	    7
	 -4:30 or +7:30

	SPEECH EVALUATIONS
	  1:30 to 3:30
	    2 
	 2:30
	    3
	 -1:30 or +3:30

	GENERAL EVALUATION*
	      (No Vote)
	    3 
	    4
	    5
	


Remember - the red light always remains on until a speaker is finished, even if he or she goes overtime.  Record the time length for each Table Topics Contestant, Prepared Speaker, and Evaluator in the designated sections below.

TIMER’S REPORT: After each of their sessions, the Table Topics Master, Toastmaster and General Evaluator will ask for a Timer's report.  Sometimes he or she will ask you for the time lengths for each participant; in this case, you announce them.  Sometimes you will simply be asked if all speakers qualified for the balloting.  Announce either that all speakers met their time requirements, or state the names of only those members that failed to stay within their allotted time.

TIMER’S RECORD KEEPING SECTION
	  Table Topics Name
	Time
	
	 Speaker Name + assigned time 
	Time

	 1.
	
	
	1.
	
	

	 2.
	
	
	2.
	
	

	 3.
	
	
	3.
	
	

	 4.
	
	
	4.
	
	

	 5.
	
	
	5.
	
	

	 6.
	
	
	 Evaluator Name
	
	Time

	 7.
	
	
	1.
	
	

	 8.
	
	
	2.
	
	

	 9.
	
	
	3.
	
	

	10.
	
	
	4.
	
	

	11.
	
	
	5.
	
	


*The General Evaluator performs several duties during the Evaluation portion of the meeting (introduces evaluators, functionaries reports, general evaluation of meeting).  Note - only the General Evaluation of the meeting is timed.  It is unnecessary to record the General Evaluator’s time because this function is not subject to a vote.
