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Toastmasters Cluj
When I am the Timer
Your mission as a Timer is to support the development of time management skills for those that will speak throughout the meeting.
Before the meeting
· Prepare a short description of your role that includes: your mission, the benefits of efficient time management, how you will fulfill your role.
· Get acquainted with the allotted time for each role (take a look at the first chart from the Timers’s Sheet).
· Prepare a timing devic: online application, chronometer, watch, mobile phone etc.
Upon arrival at the meeting:
· Take the three coloured cards from the Sergeant at Arms and the Timer’s Sheet from the General Evaluator.
· Take a sit in the first  row so that the cards you show will be easily seen by the speakers. 
During the meeting
· You will be invited by the General Evaluator to present your role. Mention your mission, explain the timing rules and demonstrate how you will signal with the coloured cards.
· Time each speaker and show the coloured cards appropriately.
· Start your stopwatch when the speaker expresses definite verbal or nonverbal communication. This will usually be the first word spoken, but it can also be a different type of communication (that may require planning ahead) like sound effects, an action fulfilled by another person, etc.
· When showing the red card, keep it visible until the speaker finishes.
· Write down in the Timer’s Sheet the name and speech duration for each speaker..
· As much as possible, when presenting your report, make eye contact with each person that you name. As you present your report, clearly mention the name and speech duration for each speaker. Strive to make eye contact with each person that you name. Mention whether the meeting started on time and congratulate all those who managed to stay on time. 
After the meeting
· Return the coloured cards to the Sergeant at Arms and hand the completed Timer’s Sheet to the Secretary.


	
	Speaker with a prepared project
	TableTopics Speakers,
Ah-Counter,
Timer
	Speech
Evaluator
	General Evaluator; Grammarian

	Card/Allotted Time
	Check the agenda for the allotted time (T)
	2 minutes
	3 minutes
	5 minutes

	Green
	T - 2 minutes
	1 minute
	2 minutes
	3 minutes

	Yellow
	T - 1 minute
	1:30
	2:30
	4 minutes

	Red
	T
	2 minutes
	3 minutes
	5 minutes






	Meeting Date
	2015.02.31
	Time that the meeting started
	19:22
	Timer’s Name
	Moș Crăciun cu plete dalbe




Carefully measure the time for each speaker. Using the coloured cards, appropriately indicate the time. Write down in the table below the time used by each speaker:


	
			Role
	Allotted Time
			Role
	Allotted Time
			Role
	Allotted Time

	PREPARED
	Name
	Used Time
	Name
	Used Time
	Name
	Used Time

	
	1st Speaker
	
	2nd Speaker
	
	3rd Speaker
	

	
	
	
	
	
	
	

	TABLETOPICS
	[bookmark: _GoBack]1st TT Speaker
	2 minutes
	2nd TT Speaker
	2 minutes
	3rd TT Speaker
	2 minutes

	
	
	
	
	
	
	

	
	4th TT Speaker
	2 minutes
	5th TT Speaker
	2 minutes
	6th TT Speaker
	2 minutes

	
	
	
	
	
	
	

	EVALUTIONS
	1st Evaluator 
	3 minutes
	2nd Evaluator
	3 minutes
	3rd Evaluator
	3 minutes

	
	
	
	
	
	
	

	
	Ah-Counter
	2 minutes
	Grammarian
	5 minutes
	Timer
	2 minutes

	
	
	
	
	
	
	

	
	General Evaluator
	5 minutes

	
	
	




How are things looking right now? Are we late? If so, how many minutes late? _________

Congratulate each speaker that presented time management skills (was on time):
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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