
When you are the Timer 
1. You record the length of each speech and provide a visual clue to the 

speaker--green: time met, yellow: about to exceed, and red: exceeded. 
2. You report the time when called upon. 
3. Speeches 5-7 mts. Evaluators 2-3 mts. Table topics: 1-2 mts. 

 

Flow Chart 

 

President welcomes members and 
guests and asks them to share their 
interests and how they found out 

about us.

Toastmaster
• Presents theme.
• Explains: Prepared Speeches, Table Topic, 

General Evaluation

Toastmaster invites the following to 
explain their role
• Table Topics Master
• General Evaluation

General Evaluator invites Evaluation 
Team
• Ah counter, Timer/Vote 

Counter/Grammarian/word master
• Speeches 5-7 minutes, evaluation 2-3 

minutes, Table topics 1-2 minutes
• Speech Evaluators to explain their role only

Hands it back to Toastmaster

Toastmaster invites Evaluator 1 to 
introduce Speaker 1 (pathway, level, 
speech #, objectives, etc.) Introduces 
the floor to Speaker # 1: Name. Title. 

Title. Name.

Speaker #1Evaluator 2 & Speaker 2

Evaluator 3 and Speaker 3

Toastmaster closes out Prepared 
Speech segment.  Invites Timer to 

report if all met their time requirement 
and members to cast their vote when 

more than 2 speakers/evaluators.  
Invites Table Topics Master.

Table Topics Master invites members 
AND encourages guests to explore.  

Ideal number of participants 5-7

Table Topics Master summarizes each 
speaker and their topics.  Asks the 

timer if speakers qualify. Encorages 
votes for best speaker  Invites the 

General Evaluator

General Evaluator: Invites Speech 
Evaluators 

General Evaluator reminds attendees 
to send their votes for best speaker, 
evaluator, Table Topics to the Timer

Invites the team to provide their 
report.  Provides the general 

evaluation.  Hands over the meeting 
to the President



Copied and pasted below from A Toastmaster 
Wears Many Hats 
A hallmark of effective speakers is the ability to express themselves within a specific 
amount of time. Members rely on the timer to pace speeches and practice adhering to a 
time frame. The timer is also responsible for tracking every part of the meeting agenda.  
 
To fulfill the role of the timer, you must know each presenter’s speech length. In Pathways, 
speeches range in length from a short report of two to three minutes to a much longer 
speech of up to 20 minutes. It is the timer’s responsibility to confirm the length of the 
speeches being presented before the start of each meeting.   

Prior to the Meeting 
► Confirm members who are scheduled to participate with the Toastmaster and the 

General Evaluator.  
► Confirm the time allotted to each prepared speech with all speakers.  
► Write your explanation of timing in the clearest possible language and rehearse it. For 

the benefit of guests, be sure to emphasize timing rules and how timing signals are 
given. 

Upon Arrival at the Meeting 
► Collect timing equipment (stopwatch and signal device) from the sergeant at arms. 

Check that the timing equipment is working properly and that you are comfortable with 
its use.  

► Choose a seat where the signal device can be seen easily by everyone.  

During the Meeting 
► When introduced, explain the timing rules and demonstrate the signal device.  
► Throughout the meeting, listen carefully to each participating member and signal 

speakers based on the policy of your club. You will also need to signal the Toastmaster 
and Topicsmaster with red when they have spoken for their allotted or agreed-upon 
time.  

► Record each participant’s name and the exact time they required to complete their 
speech.  

► When called to report by the Topicsmaster, Toastmaster, and/or General 
Evaluator, you may stand near your seat to announce each speaker’s name and 
the duration of their speech. Review club policy for reward eligibility and your 
reporting responsibilities. 



At the conclusion 
 
Return the timing equipment to the sergeant at arms.  
If your club secretary maintains records of speech times in meeting minutes, give the 
completed timer’s report to the secretary. 

Resources  
Download the backgrounds from Toastmasters International—search for Timer 
Background.  
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