Timekeeper Report

Meeting Date: 





Name of Timekeeper: 






The role of the Timekeeper is to track the times used by club functionaries. Being aware of time is an important speaking skill. Also, it will help us keep the meeting on track so we may adjourn on time.  As Timekeeper, I will be providing timing indications using the green, yellow, and red lights/cards. For example, for impromptu (Table Topic) speeches the target time is 2 minutes. Therefore, I will give the green at 1 minute, the yellow at 1 and 1/2, and the red at 2 minutes. Each of our prepared speech speakers set their time requirements. I will help them by giving indicators as they progress toward their target time.  For example, for a 7-minute speech I will give the green indicator at 5 minutes, yellow at 6, and red at 7 minutes.  Please consider the RED light as a STOP light and jump to your conclusion as quickly as possible. I will present my report when requested during the meeting.
(Note: The Timekeeper must ask each prepared speaker what their time requirements are and prepare their chart below with the target indicator times.)  
Educational Moment (if on the agenda) Time can vary depending on the needs of the Education speaker.
	
	Target Time
3 min
	Green
1 min
	Yellow
2 min
	Red
3 min
	Time Taken


Prepared Speeches - The timekeeper may lead applause if the speaker goes over requested time.
	Name of Speaker
	Target Time
	Green
	Yellow
	Red
	Time Taken

	Example (follows Contest rules)
	7
	5 min
	6 min
	7 min
	

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	


Table Topics Speakers – Target 2 minutes. (Timing follows contest rules.)
	Name of Speaker
	Target Time
	Green
	Yellow
	Red
	Time Taken

	1.
	2 min
	1 min
	1 ½ min
	2 min
	

	2.
	2 min
	1 min
	1 ½ min
	2 min
	

	3.
	2 min
	1 min
	1 ½ min
	2 min
	

	4.
	2 min
	1 min
	1 ½ min
	2 min
	

	5.
	2 min
	1 min
	1 ½ min
	2 min
	

	6.
	2 min
	1 min
	1 ½ min
	2 min
	


Speech Evaluators – Target 3 minutes. (Timing follows contest rules.)
	Name of Evaluator
	Target Time
	Green
	Yellow
	Red
	Time Taken

	1.
	3 min
	2 min
	2 ½ min
	3 min
	

	2.
	3 min
	2 min
	2 ½ min
	3 min
	

	3.
	3 min
	2 min
	2 ½ min
	3 min
	


Grammarian/Ah Counter’s Report – Target 3 minutes.
	Name of Grammarian
	Target Time
	Green
	Yellow
	Red
	Time Taken

	
	3 min
	1 min
	2 min
	3 min
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