When you are the Timer
One of the skills Toastmasters practice is expressing a thought within a specific time. As timer, you are responsible for monitoring time for each meeting segment and each speaker. You’ll also operate the timing signal, indicating to each speaker how long he or she has been talking. Serving as timer is an excellent opportunity to practice giving instructions and time management – something we do every day. 
Before the meeting:
1. You’ll need to prepare an explanation of your duties, emphasizing timing rules and how timing signals will be given. For the benefit of guests and new members, be sure to use the clearest possible language and rehearse your presentation. 
2. Make sure you have a copy of the agenda – this will be available when you arrive at the meeting location. If there are still unassigned roles listed on the agenda, check with one of the officers to see who has volunteered to fill them.
3. If there are special items on the agenda (e.g. special presentations, guest speakers, education modules), ask one of the officers what the timing range for each should be. 
During the Meeting:
1. Arrive to the meeting on time and ask one of the officers for the timing cue cards and stopwatch. Sit far enough back so that the speakers will be able to see you clearly in front of them. Begin timing and cueing individuals according to the chart at the end of this document. 
2. When you are called to give your report, walk to the front and be sure to shake hands with the TMOE when you arrive at the podium. Begin with a short explanation of your role as timer and the importance of timing for speeches and roles in meetings. This can be brief. Then give your timers report, including what time is allotted for a segment and what time was used (e.g. “For Anna’s 4th speech, she had a time allotment of 5-7 minutes. Her speech was 7 minutes and 10 seconds). 
3.  When you have concluded the timers report, be sure to look at the audience and say “Thank you.” The General Evaluator will then shake your hand to regain control of the podium and you can walk to your seat. Do your best not to cross in front of the General Evaluator as you leave the podium.
Here is a list of typical roles and speeches with the timing/cueing for each. You can print this out before the meeting and use it to record actual times.
	Agenda Item
	Description
	Allotted time/cueing
	Actual Time (write in)

	President/Other club officer 
______________________
	Timing this is optional, no need to cue this speaker
	See agenda, varies
	

	TMOE Opens

______________________
	Timing this is optional, no need to cue this speaker
	See agenda, varies
	

	Speaking Tip Name:
______________________
	Timing this is option, we often do not have a speaking tip. Please cue this speaker.
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	Speaker 1 Name:
______________________
	Please see list for speech times below. Timing this is essential. 
	______ = green card

______ = yellow card

______ = red card
	


	Speaker 2 Name:

______________________
	Please see list for speech times below. Timing this is essential.
	______ = green card

______ = yellow card

______ = red card
	

	Speaker 3 Name:

______________________
	Please see list for speech times below. Timing this is essential.
	______ = green card

______ = yellow card

______ = red card
	

	Speaker 4 Name:

______________________
	Please see list for speech times below. Timing this is essential. We rarely have more than 3 speakers.
	______ = green card

______ = yellow card

______ = red card
	

	Speaker 5 Name:

______________________
	Please see list for speech times below. Timing this is essential. We rarely have more than 3 speakers
	______ = green card

______ = yellow card

______ = red card
	

	Table Topics Speaker 1

Name:________________
	Timing this is essential.
	1 - 2 minutes allotted 

1 min = green card

1.5 min = yellow card

2 min = red card
	

	Table Topics Speaker 2

Name:________________
	Timing this is essential.
	1 - 2 minutes allotted 

1 min = green card

1.5 min = yellow card

2 min = red card
	

	Table Topics Speaker 3

Name:________________
	Timing this is essential.
	1 - 2 minutes allotted 

1 min = green card

1.5 min = yellow card

2 min = red card
	

	Table Topics Speaker 4

Name:________________
	Timing this is essential.
	1 - 2 minutes allotted 

1 min = green card

1.5 min = yellow card

2 min = red card
	

	Table Topics Speaker 5

Name:________________
	Timing this is essential.
	1 - 2 minutes allotted 

1 min = green card

1.5 min = yellow card

2 min = red card
	

	Speech Evaluator 1

______________________

Speaker Name

______________________
	
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	Speech Evaluator 2

______________________

Speaker Name

______________________
	
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	Speech Evaluator 3

______________________

Speaker Name

______________________
	
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	Speech Evaluator 4

______________________

Speaker Name

______________________
	We rarely have more than 3 speeches
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	Speech Evaluator 5

______________________

Speaker Name

______________________
	We rarely have more than 3 speeches
	2 - 3 minutes allotted 

2 min = green card

2.5 min = yellow card

3 min = red card
	

	General Evaluator

______________________


	
	3 -4 minutes allotted 

3 min = green card

3.5 min = yellow card

4 min = red card
	


Competent Communication Speeches: 
· Speech 1 – The Ice Breaker, 4-6 minutes (Green@4 min, Yellow@5 min, Red@6 min)
· Speech 2 – Organize Your Speech, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 3 – Get to the Point, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 4 – How to Say It, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 5 – Your Body Speaks, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 6 – Vocal Variety, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 7 – Research Your Topic, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 8 – Get Comfortable with Visual Aides, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 9 – Persuade with Power, 5-7 minutes (Green@5 min, Yellow@6 min, Red@7 min)
· Speech 10 – Inspire Your Audience, 8-10 minutes (Green@8 min, Yellow@9 min, Red@10 min)
Other presentations:

· Educational Module – Time varies for each module. If you see this on the agenda, check with the TMOE in advance to be sure you know the timing and when to cue. 

· Guest Speaker – Time varies for speakers. Check with the TMOE if you see a guest speaker listed on the agenda.

Thank you for participating as the Timer!
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