
TIMER

Your role is to time all functionaries, table topics speakers, speakers, and evaluators use the light and bell to 
keep the meeting moving on time.

Before the Meeting: 

Note the length of time for each of the speeches (refer to meeting agenda).  Note that these can vary 
depending on which speech an individual is giving.

Provide the Toastmaster with your introduction when asked.  The introduction is how the Toastmaster will 
introduce you to share your duties in the beginning of the meeting.  It should be a couple of sentences 
relating to the theme.  It can be your opinion, a quote, humorous or informative.  

Set up in the back of the room.  Make sure that your light is visible from the front of the room.
Make sure you have the equipment: lights, a timer, a bell, and the timing sheet** listing the length of time 
each functionary can use.  You will need a pen.  Make sure you take a moment to figure out how the light 
and timer work.

During the Meeting:

DO NOT RING THE BELL FOR GUESTS OR SPEAKERS.

Describe your duties when called upon by the Toastmaster. You will have a minimum of 30 second to a 
maximum of 1:00 to explain your responsibilities. You can word this any way you wish, but an example of 
information to include is:  

My job is to keep the meeting running smoothly in a timely manner. Part of sharp communication 
skills is the ability to get one's message across succinctly. We use a traffic signal type light to show 
you where you are in time: green means you have spoken for the minimum time; yellow, the 
optimum time, and red means you must wrap it up.  If you speak for more than your maximum time, 
you may hear the bell, which means stop and sit down.  Maximum times vary depending on position 
or speech.  We do not ring bell for guests or speakers.  You must talk within the appropriate time to 
qualify for an award.  

Don't be shy about using the bell. If someone is taking too long, they are cutting into someone else's time, or 
causing the meeting to go over time. They also may not be aware of the time they are taking, and it is your 
job to help them to become more aware. Ring that thing!  If a scheduled speaker runs over time, you may 
stand up and wave the light – we do not bell the speakers.

During Table Topics, contestants get the lights as follows: green (45 seconds); yellow (1 min); red (1 min 15 
seconds); bell (1 min 20 seconds). 

Make sure you record which speakers qualified and which didn't. To qualify, an individual must talk for the 
minimum amount of time (0:45) and not more than the maximum (1:20 bell).  The Table Topics master will 
ask for your report. Stand up to give your report of the participants who qualified during table topics.

After each prepared speech, record the length of time each speaker took. Refer to the evening agenda for 
specific scheduled speech times. To qualify for an award, the speaker must speak for the minimum time and 
not more than the maximum (their speech time +0:30). The General Evaluator will ask you to report this.  The
evaluators must speak for the minimum about of time (2:00) and not more than the maximum (3:30 bell).   
Stand up and give your report of the speakers who qualified when called on to do so.  


