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IEM Toastmasters (Club No. 922435/51)


Time Keeper’s Report

Purpose: The purpose of time keeping is to ensure that each meeting runs according to schedule, particularly, the table topics, project speeches and evaluation sessions. 

How to Report: When asked to report by the General Evaluator during the evaluation session, the time keeper may start in the following manner: 

“Mr./Mdm. General Evaluator, fellow toastmasters and guests, this is my report…”

And end the report by saying:

“Back to you, Mr. / Mdm. General Evaluator”

Instructions: Write the names of all role-players. Do not forget to address the person (CC, AC, DTM or Guest). Not all roles are played at each meeting. Each role-players’ timing is different. Please check with the Toastmaster of the Evening or the Agenda for the appropriate timing. Mark the boxes accordingly when the time shown by the green/amber/red light has passed and write down the time taken.
REPORT

Meeting started at: _______ am/pm.
	Event
	Allotted Time
	Time Taken

	SAA calls meeting to order
	
	

	President’s Welcoming Address
	
	

	Toastmaster of the Evening
	
	

	Invocation / Humour Session
	
	

	
	
	

	
	
	


	Table Topics Session
	Allotted Time
	Green Light
	Amber Light
	Red Light
	Time Taken

	T/T Speaker #1:
	2 min
	1
	1:30
	2
	

	T/T Speaker #2:
	2 min
	1
	1:30
	2
	

	T/T Speaker #3:
	2 min
	1
	1:30
	2
	

	T/T Speaker #4:
	2 min
	1
	1:30
	2
	

	T/T Speaker #5:
	2 min
	1
	1:30
	2
	

	T/T Speaker #6:
	2 min
	1
	1:30
	2
	

	T/T Speaker #7:
	2 min
	1
	1:30
	2
	

	T/T Speaker #8:
	2 min
	1
	1:30
	2
	


Intermission lasted for: ________ minutes.
	Project Speeches Session
	Allotted Time
	Green Light
	Amber Light
	Red Light
	Time Taken

	Project Speaker #1:
	
	
	
	
	

	Project Speaker #2:
	
	
	
	
	

	Project Speaker #3:
	
	
	
	
	

	Project Speaker #4:
	
	
	
	
	

	Project Speaker #5:
	
	
	
	
	

	Project Speaker #6:
	
	
	
	
	

	Project Speaker #7:
	
	
	
	
	

	Project Speaker #8:
	
	
	
	
	


	Evaluation Session
	Allotted Time
	Green Light
	Amber Light
	Red Light
	Time Taken

	Table Topics Evaluator:
	5 min
	4
	4:30
	5
	

	Evaluator #1:
	3 min
	2
	2:30
	3
	

	Evaluator #2:
	3 min
	2
	2:30
	3
	

	Evaluator #3:
	3 min
	2
	2:30
	3
	

	Evaluator #4:
	3 min
	2
	2:30
	3
	

	Evaluator #5:
	3 min
	2
	2:30
	3
	

	Evaluator #6:
	3 min
	2
	2:30
	3
	

	Evaluator #7:
	3 min
	2
	2:30
	3
	

	Evaluator #8:
	3 min
	2
	2:30
	3
	


	Role Players
	Allotted Time
	Time Taken

	Grammarian:
	
	

	Ah Counter:
	
	

	Timer:
	
	

	General Evaluator:
	
	


Meeting ended at: ​​_______ am/pm

Reported by:

________________________

Name:
Date:
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