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Timer Checklist

The timer is the member responsible for keeping track of time.  Each segment of the meeting is timed.  You should explain your duties and report to the club clearly and precisely.  
· Review your Competent Leader manual for the project you are working on.  Bring your Competent Leader Manual to the meeting and have someone complete the evaluation

A. Before the Meeting
· Confirm the scheduled program participants.
· Confirm the time required for each prepared speech with the speaker.  Most of the Competent Communicator speeches are 5-7 minutes. The Ice Breaker speech is shorter, and certain speeches for the Advanced Communicator awards may be longer.
B. At the Meeting
· Arrive early to take your seat and get the timing equipment prepared. Sit where the signal device can be easily seen.
· When introduced, explain the timing rules and signal device.
· Time each speech, table topic and evaluation, and signal each participant as appropriate.
· Using the Timers Report, record each member and their times.  
· When called upon for the Timer’s report, report on the times for each timed participant in the meeting.  Your report should be kept brief and on point.
C. After the meeting
· Return the timing equipment to the Sergeant at Arms
· Give the timer’s report to the Secretary
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