Checklist for contest planning

	Personnel:
	Assigned to:
	Name:
	Confirmed:

	Contest Master
	
	
	

	Chief Judge
	
	
	

	Sergeant-at-Arms
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Judge
	
	
	

	Tie-Breaker Judge
	
	
	

	Test Speaker (Eval. only)
	
	
	

	Registration
	
	
	

	Raffle Sales
	
	
	

	Support Stuff:
	
	
	

	Venue
	
	
	

	Stop Watch
	
	
	

	Stop Watch
	
	
	

	Timing Lights
	
	
	

	Banner
	
	
	

	Lectern/Podium
	
	
	

	Extension Cords
	
	
	

	Invitations (to dignitaries)
	
	
	

	Raffle Tickets
	
	
	

	Raffle Prize
	
	
	

	Raffle Prize
	
	
	

	Raffle Prize
	
	
	

	Raffle Prize
	
	
	

	Raffle Prize
	
	
	

	Trophies
	
	
	

	Certificates
	
	
	

	Thank you Gifts
	
	
	

	Flyers
	
	
	

	Food
	
	
	

	Beverages
	
	
	

	Paper Goods (plates, cups, napkins, utensils)
	
	
	

	Serving Wares (bowls, spoons, knives, trays, coolers)
	
	
	

	Ice
	
	
	

	Decorations
	
	
	

	Table cloths
	
	
	

	Cash box(es)
	
	
	

	Change ($1s & 5s)
	
	
	


