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Assistant to the Tournament Director

Name __________________________________________

1 MONTH BEFORE THE TOURNAMENT
1. Check Debate Ballots--see Jim

2. Check the Job Boxes--see Jim and use the Order Supplies Sheet

3. Check Number of Trophies--see Jim

MONDAY, THE WEEK OF THE TOURNAMENT

1. Get School Entries from Jim and the fax machine

2. Using the Count Sheet, count up the number of teams, ie slots, etc.  Give these numbers and return the School Entries to JIM by 3 p.m.

3. Count out the number of judges for each of the following events using the List of Whitman Judges and the School Entry Sheets and give to Jim:

· Policy Debate Teams

· LD Debaters

· IE A Events

· IE B Events (includes Student Congress)

· Note any rounds where we appear to have 4 or fewer judges than the average.

4. Work with Jim to complete the Job “Boxes”

MONDAY, ONE HOUR BEFORE THE TABROOMS ARRIVE
1. I WOULD LIKE TO START AT 2:00 P.M. (We will go until midnight or so)

2. Pick up the cellular phone from Peter Harvey's office in Memorial

3. Get School Entries from Jim

4. Make 3 photocopies of all School Entries and give the photocopies to Jim

5. Put your copy of the School Entries in alphabetical order

6. Number them in their alphabetical order

7. Write the number and School name large and clear (use a Sharpie Felt Pen) in the upper right hand corner of each page of every entry

8. See Jim to type a list of the schools with their numbers, the head coach and the location of the school.

9. Print 3 copies of the “School Lists” that you just typed up.

10. Give one List to Jim, one List to the IE Tab Room and one List to the Debate Tab Room.

11. Bring Debate Ballots to the Debate Tabroom (see Jim)

12. Bring Supply boxes to the Tabroom (see Jim)

WEDNESDAY: WHILE THE TABROOMS WORK

1. Order food for people working in the Tab Rooms and for the tournament.

2. Get counts on IE entries in each of our nine events. Tell Jim to print 3 ballots for each entrant plus 10 in a event. So, if there are 62 impromptu speakers, make 196 ballots (62 x 3 plus 10)

3. After Jim gives you the printed IE ballots, put the ballots together with the Tournament Task Assistant
HIGH SCHOOL Staple each Cover Sheet to 9 IE ballots except for ED COMM, staple 12 IE ballots.

4. Photocopy the Student Congress Ballots and Sheets
You need to make the following numbers of copies
2 times the number of participants of the Student Congress Members Sheet
10 copies of the Judge and Parliamentary Judge explanation Sheets
20 copies of the Presiding Officer Sheets
20 copies of the Student Congress Ballot

5. Give the IE Ballots to the IE Tab Room

6. Print Map-Schedule Sheets—about 1000 for the HS tournament. Talk with Jim about this as he may have already printed many of these.

THURSDAY

1. Assist JIM as needed beginning from 3:00 p.m. to Midnight.

2. Order food on Thursday night

3. Ask Jim to print the Posting Sheets

4. Post signs directing people to Olin/Cordiner.

5. Post signs giving directions to Maxey, Science and other buildings we use

6. Post signs Jim gives you for each event (Senior Extemp, Junior Debate, etc.) for all events on the Poster Boards.  
--Keep them separated to avoid huge crowds.  So, make sure the debate postings appear throughout the entire posting area and make sure that the IE Postings appear throughout the entire posting area. DO NOT PUT ALL THE DEBATE POSTINGS IN ONE SPOT! DO NOT PUT ALL THE IE POSTINGS IN ONE SPOT!
--ALSO--Set up a section of the Posting Boards with a sign that says ‘NOTES TO PARTICIPANTS’ for students, teachers etc. to communicate with each and in case of an emergency.

7. Post 2 Lists of Schools, IEers, and Debate Teams

8. Post Maps

9. Post Schedules

10. Post notes stating PLEASE KEEP THIS BUILDING CLEAN.  PICK UP AFTER YOURSELF.

11. Post Maps, Schedules, and signs with the Cell Phone Number (ask Jim), Security Phone Number (5777), and Health Center Phone Number (5295) at the main doors of all buildings that we use on campus.

12. Post all the other signs, working with Jim (Sherwood, the Residence Halls, etc.)

MANAGE REGISTRATION, PACKET PREPARATION, TROPHIES DURING THE TOURNAMENT.

DURING THE TOURNAMENT

Please watch students in Cordiner or Olin to make sure that they are keeping things clean.

Assist with various items.

Assist with ballot collection and distribution; Take ballots as necessary.

SUNDAY--THE DAY AFTER THE TOURNAMENT

1. Meet JIM to work for 4 to 6 hours (see him to setup a time)

2. Record items/results

3. Put things away

4. Help with writing, printing and mailing the post tournament letter

5. Bill schools needing to be billed

EXTEMP AND IMPROMPTU TOPIC WRITERS

Name: __________________________________   Name: _____________________________

1. You need to write topics for Extemp and Impromptu.

2. These topics must be turned in to JIM by 4 p.m., Wednesday, the week before the tournament for his review.

3. After Jim reviews the topics, revise them for any comments he offers and give them to him by 4 p.m., Friday.

FOR EXTEMP

Write out 4 sets of topics.  Each set should contain __7____ speakers with 3 topics each.

Make sure the topics are RECENT--WITHIN THE PAST 2 TO 3 MONTHS, THAT EACH SPEAKER HAS AT LEAST ONE DOMESTIC AND ONE FOREIGN TOPIC, AND THAT THERE IS AT LEAST ONE “EASY” TOPIC FOR EACH SPEAKER.  FOR THE HIGH SCHOOL TOURNAMENT, YOU MUST HAVE AT LEAST TWO TOPICS FOR EACH SPEAKER GENERATED FROM US NEWS, TIME AND NEWSWEEK.
FOR IMPROMPTU

· Write out 4 sets of topics.  Each set should contain 3 topics for 9 speakers.

· Make sure that for each set, there is one type of each of the following topics:

___x___ Word (example-- “peace”)

___x___ Quotation (example-- “to be or not to be” Shakespeare)

___x___ Political or Social Question (example-- “What should Clinton do now?)

______ Cartoon (example-- a Far Side cartoon)

______ Other--__________________________________________________________

Note: PLEASE MAKE SURE THE TOPICS COVER A WIDE VARIETY OF VIEWS (CONSERVATIVE, LIBERAL, LEFTIST, ETC.), AND, WHERE APPROPRIATE, INCLUDE A VARIETY OF SOCIETAL GROUPS, GENDERS, ETC.

Trophies Person

Name: _________________________________________________________

ONE WEEK BEFORE THE TOURNAMENT

1. Pickup the trophies by Wednesday, _________________ (the week before the tournament)

2. When you pick them up

· get the receipt, JIM must have the receipt for accounting

· doublecheck them against the order form

· note any missing trophies and contact JIM immediately

To get to Sandy's trophies:

· Take highway 12 to Pasco

· Take a left at Lewis St.--a few miles after you cross on the dual bridges

· Follow Lewis St. for about 3 miles

· Sandy's trophies is on the left--there is a Shell station on the right

Sandy’s Trophies--Phone Number: 1-800-869-7640 or 509-547-0007

Rooms People

Name ______________________________________  Name ________________________________________

1 MONTH BEFORE THE TOURNAMENT

1. Get Rooms Information from JIM

2. Count up the number of rooms we have available for each round.

3. If you experience any problems with this--immediately tell Jim

BY TUESDAY NIGHT--A WEEK AND A HALF BEFORE THE TOURNAMENT

1. See Jim to type in “Tourn” into each box in the Word Table for the rounds when each room is available
--Remember--do NOT change any rooms with “NO,” those rooms are not available
—NOTE: SOME ROUNDS OCCUR OVER THE COURSE OF TWO CLASSES; be sure to double-check on this

2. Print out the "Rooms List" (the Word Table document)

3. DOUBLECHECK--Make sure each room on the printed Room List matches the rooms on the original sheets.  Make any necessary corrections.

4. Count up the number of available rooms for each round through Fri. evening, 6:45pm or so.

5. Give JIM the Rooms List with the counts for available rooms.
THEN, SHOW JIM THIS SHEET WITH THE FOLLOWING INFORMATION

6. Take action to get additional rooms if needed.
HIGH SCHOOL TOURNAMENT:
We need:
100 rooms, Individual Events Rounds



140 rooms, Policy Debate Rounds

7. Print out two additional “Rooms Lists”

8. Tell Jim to send one “Room List” in an envelope addressed to Security in Old Music 7, with the attached letter and one “Room List” in an envelope to Gayle Worthington, SUB.  To send these, just place in an envelope and place in the “Campus Mail Box” in the Olin Main Office.

9. Print out "Rooms in Use" Sheets and give to the Room Posters (see Jim for how to do this)

FRIDAY NIGHT 4:00 TO 7:00 P.M. THE WEEK before THE TOURNAMENT

1. Do any room updates per new informaton.

2. Print out two “Room Lists”

3. Give one “Room List” to the IE Tab and one “Room List” to the Debate Tab

4. Help JIM with any needed items while you wait for the “Debate Room List”

5. When the Debate Tab give you their “Room List,” DOUBLECHECK it.  Make sure the Debate Tab Room List match your list of rooms.

6. Tell the Debate Tabroom about any corrections that they need to make

REST OF THE TOURNAMENT

Be prepared to answer questions about rooms.

Room Posters

Name: __________________________________ 

WEDNESDAY BY 4:30 THE WEEK BEFORE THE TOURNAMENT

1. Get "Rooms in Use" Sheets from Jim

2. Get "Room Number" Sheets from JIM (these are used to clarify rooms that are hard to find/have no clear number, etc.)

3. Get Scotch Tape from JIM--DO NOT USE MASKING TAPE

4. Divide up the sheets among the Room Posters and post throughout campus.

5. Post the signs next to the door--DO NOT POST THE SIGNS ON THE DOORS (when the door is opened, noone sees the sign)

Name: __________________________________ 

WEDNESDAY BY 4:30 THE WEEK BEFORE THE TOURNAMENT

1. Get "Rooms in Use" Sheets from Jim

2. Get "Room Number" Sheets from JIM (these are used to clarify rooms that are hard to find/have no clear number, etc.)

3. Get Scotch Tape from JIM--DO NOT USE MASKING TAPE

4. Divide up the sheets among the Room Posters and post throughout campus.

5. Post the signs next to the door--DO NOT POST THE SIGNS ON THE DOORS (when the door is opened, noone sees the sign)

Name: __________________________________ 

WEDNESDAY BY 4:30 THE WEEK BEFORE THE TOURNAMENT

1. Get "Rooms in Use" Sheets from Jim

2. Get "Room Number" Sheets from JIM (these are used to clarify rooms that are hard to find/have no clear number, etc.)

3. Get Scotch Tape from JIM--DO NOT USE MASKING TAPE

4. Divide up the sheets among the Room Posters and post throughout campus.

5. Post the signs next to the door--DO NOT POST THE SIGNS ON THE DOORS (when the door is opened, noone sees the sign)

Name: __________________________________ 

WEDNESDAY BY 4:30 THE WEEK BEFORE THE TOURNAMENT

1. Get "Rooms in Use" Sheets from Jim

2. Get "Room Number" Sheets from JIM (these are used to clarify rooms that are hard to find/have no clear number, etc.)

3. Get Scotch Tape from JIM--DO NOT USE MASKING TAPE

4. Divide up the sheets among the Room Posters and post throughout campus.

5. Post the signs next to the door--DO NOT POST THE SIGNS ON THE DOORS (when the door is opened, noone sees the sign)

FOOD ASSIGNMENT

Name __________________________      You are working with ___________________________

Before you begin, a few important points to remember:

1. You have a very important job.  People have paid money for their food and they expect it and they expect it on time.

2. Picking up food and setting it up takes much, much longer than you think.  For example, to go to the store and setup the food for breakfast--you need 1 hour and 15 minutes minimum.  So--follow the times listed below and schedule enough time.

3. Please wash your hands and wear gloves when coming into direct contact with food.

On MONDAY OR TUESDAY, THE WEEK OF THE TOURNAMENT

Meet with Jim concerning the food job.

On WEDNESDAY AFTERNOON, BEFORE 4:00 P.M.:

· ______ Get the Coffee Pots from Jane in the Olin Main Office—Note: the office closes at 4:15 p.m.

· ______ Get money from Jim

· ______ Get can opener from Abby (for the coffee)

On WEDNESDAY EVENING

· ______ Purchase coffee--1 can--Get High Quality Coffee!

· ______ Purchase tea--enough for 1 cup per 2 entrants

· ______ Purchase cocoa--enough for 1 cup per 2 entrants

· ______ Purchase cream (powdered) for coffee

· ______ Purchase two boxes of sugar cubes for coffee

· ______ Purchase a box of sweet and low for those who don’t use sugar.

· ______ Purchase swizzle sticks for stirring coffee

· ______ Purchase coffee filters for making coffee

· ______ Purchase 3 styrofoam cups per entrant (for cold or hot drinks; choose about 8 oz. cups!)

· ______ Purchase napkins--about 3 per entrant

· ______ Purchase plastic spoons--about 1 per entrant

· ______ Purchase plastic forks--about 2 per entrant

· ______ Purchase plastic knives--about 1 per 2 entrants

· ______ Purchase some food items for a late night snack for the coaches (get some seltzers, chips, pretzels, grapes, nice cheese--something nice!)

· ______ Purchase paper plates--about 1 per entrant

· ______ Purchase caramel dip--get 2 bowls total
· On Thursday by 2:00 p.m. Bring these items to CORDINER OR OLIN foyer

· Get the coffee and hot water pots going ASAP!  Hot coffee and water must be ready by 3:00 p.m. for road weary coaches!  NOTE--IT TAKES 1 FULL HOUR FOR THE COFFEE TO GET HOT.

· Set up the food, tea bags, cocoa, cups, food, some pop, and napkins. 

On FRIDAY MORNING BEFORE 7:00 A.M.:

· ______ Purchase juice--1 big jug of juice per 20 entrants

· ______ Pick up the doughnuts

· ______ Purchase fruit--1 bag of oranges, 4 bags of apples and 3 bags of bananas per 200 entrants

· ______ Purchase bagels--1 bagel per entrant

· ______ Purchase ice

· WHEN YOU BUY THE FOOD, TELL THEM TO BILL IT TO WHITMAN DEBATE; ALSO PRINT YOUR NAME ON THE RECEIPT--DON’T JUST CURSIVELY WRITE IT!

Bring these items to Cordiner or Olin Hall BY 7:00 A.M.:

· Get the coffee and hot water pots going ASAP!  Hot coffee and water must be ready by 8:00 a.m.!

· Set up the food, tea bags, cups, napkins, etc. 

· For the High School Tournament, put the items in the coat area by the entrance on the north side of the building.

On Saturday morning before 7:00 A.M.:
· ______ Purchase juice--1 big jug of juice per 20 entrants

· ______ Pick up the doughnuts

· ______ Purchase fruit--1 bag of oranges, 4 bags of apples and 3 bags of bananas per 200 


entrants

· ______ Purchase bagels--1 bagel per 1.5 entrants

· ______ Purchase ice

· WHEN YOU BUY THE FOOD, TELL THEM TO BILL IT TO WHITMAN DEBATE; ALSO PRINT YOUR NAME ON THE RECEIPT--DON’T JUST CURSIVELY WRITE IT!

Bring these items to Cordiner Hall BY 7:00 A.M.
· Get the coffee and hot water pots going ASAP!  Hot coffee & water must be ready by 8:00 a.m.!
REMEMBER--IT TAKES 1 HOUR FOR THE COFFEE AND WATER TO GET HOT!

· Set up the food, tea bags, cups and napkins.

SOMETIME RIGHT BEFORE SEMI-FINALS OF POLICY DEBATE:

· Handle pizzas coming from Bon Apetit at 5:00 p.m. and serve to those judging or competing in semi-finals of debate.  Make sure these pizzas are put into Olin 155 (check with Jim to confirm that this is the room).  Watch them and make sure that people entering have food coupons and are participating in the elim round after awards.  Contact Jim to assure that this will occur.

MONDAY BY 1:00 P.M.—AFTER THE TOURNAMENT:

· Return the Coffee Pots to the Olin Main Office

· Check Cordiner Foyer and the Olin building. Bring all lost and found items to Jim’s Office

· Confirm to Jim that you have done this by emailing him.

· Bring all receipts for food to Jim.

PHONE ANSWERER

Your job is to answer the phones and to help Jim. Please read this entire sheet.

When you answer the phone, your goal is to not have to give the phone to Jim. So—here’s how the conversation might go:

“Hi. This is Jim Hanson’s Office. Can I help you?”

“Is Jim there?”

“Jim is busy right now. Is there something I can do for you?”

response 1: “Well, I need to drop someone . . .” (take the message)

response 2: “I know Jim is there” or “This is x—important person” (give Jim the phone)

Answer questions

BUT GIVE ANSWERS ONLY TO QUESTIONS ABOUT WHICH YOU ARE SURE.  Otherwise, write down a clear message stating what the caller’s concern or message is so that Jim can respond to the person.

Take adds and drops.

Using the Add/Drop Sheets: Write the name of the person you spoke with, their phone number, and time and date that they called.

· MAKE SURE YOU READ BACK THEIR ADDS AND DROPS--THEY MUST BE CONFIRMED BY THE CALLER.

· Make sure to fill out the form completely. Give to Abby.

Write down messages for Jim

Be sure to get the person’s name, phone number, the time and date.

Of course, you can study, play music softly, and play games on the other computer in my office.

If Jim asks you to do something, please do so quickly and efficiently. He’s dealing with multiple issues and time constraints. A smiling face and willingness to work can make him a happy camper. (
DEBATE TABROOM

Names: ____________________________________________________________________________________

YOU SHOULD RECEIVE THE FOLLOWING

1. A Room List from the Rooms Person _____________________________________________

2. A School List, Box of Supplies, and Ballots from the Tournament Assistant __________________

If you are missing any of these items, please see me, the tournament director.

Be sure to read the tournament invitation for information concerning proper power matching and other debate rules

Reminder: DOUBLE CHECK AT EVERY STEP!

Setup Information:

TOURNAMENT NAME

Whitman College Speech Tournament

REGIONAL CONSTRAINTS

Put teams into the following Geographical regions:

Region 1: Western Washington

Region 2: Oregon and out of the Northwest

Region 3: Ea. WA and No. Idaho; 

Region 4: Idaho

ROOMS

Ask Jim for which rooms to use for each division of debate.

POWERMATCHING

Rd 1 and 2 Geographical Pairing

Rd 3, High-High (off of Rd. 1-2)

Rd 4, High-Low (off of Rd. 1-2)

Rd 5, High-Low (off of Rd. 1-3)

Rd 6, High-Low (pull teams with weaker opposition records up)

RANKING TEAMS/ADVANCING TEAMS TO ELIMS

1. W Win-Loss Record

2. H Drop High-Low Speaker Points

3. P Total Speaker Points

4. O Opposition Wins

5. X Random

RANKING SPEAKERS/SPEAKER AWARDS

1. H Drop High-Low Speaker Points

2. P Total Speaker Points

3. Y Opposition Points

4. D Double drop Speaker Points

5. X Random

FRIDAY AFTERNOON THRU MONDAY EVENING
1. YOU CAN BEGIN ENTERING DEBATERS FRIDAY AFTERNOON, THE WEEK BEFORE THE TOURNAMENT. Choose a time convenient for you; it will probably take about 4 or 5 hours.

2. Get the debate entry sheets from Jim.

3. Doublecheck your entries against the entry sheets.

4. Then--return the entry sheets to me.

5. Make corrections for adds and drops.

6. Print out a "List of Debate Teams" for all divisions.

BY MONDAY EVENING
You need to print a list of the policy and LD teams. Jim sends these out for double-checking over e-mail.

WEDNESDAY 4:30 TO 11:00 P.M.

1. Make corrections for adds and drops.

2. Print out a "List of Debate Teams" for all divisions.

3. Give the “List of Debate Teams” to the Packet Preparers by 6:00 p.m.
4. Print out a “List of Judges”

5. Pair and print out Round 1 and 2 of Debate—HS TOURN. OBSERVE REGIONAL CONSTRAINTS
6. Try to Post and set out ballots 30 minutes before each round. The Posting times are listed on the Tournament Schedule.
7. By 5:00 p.m. send ballots and 4 sets of Postings for Round 1 and 2 to the ballot distributors 
8. Thereafter, 30 MINUTES BEFORE each round, send THE BALLOTS AND 4 SETS OF POSTINGS to the ballot distributors for that round.

9. Make corrections for adds and drops when they come in.
AGAIN--BE SURE TO DOUBLECHECK ALL PAIRINGS, POSTINGS, BALLOTS, ETC.

KEY TIMES—these are the latest that I want ballots out

	HIGH SCHOOL POLICY

Post all rounds 30 minutes before they begin.

Read the schedule carefully.
	HIGH SCHOOL LINCOLN-DOUGLAS

Post rounds 30 minutes before they begin.

Read the schedule carefully.


BEFORE THE AWARDS ASSEMBLY

1. Print out the cums sheets

2. Print out the ranking of teams 1st through last sheets. 

3. Print out the ranking of speakers 1st through last sheets. 

4. Give the winners and losers of the quarterfinals round to the IE Tab for Sweepstakes Points counting.

5. Pair the semifinals round and print out ballots.

BE SURE THE PINK BALLOTS ARE DISTRIBUTED TO ALL AFFIRMATIVE TEAMS.

GET READY TO ANNOUNCE AND GO TO THE AWARDS ASSEMBLY

1. Be ready to announce the top speakers in each division of debate per the instructions in the Invitation. (top 5 in all divisions).

2. Be ready to announce the elim winners in each event

3. Be ready to announce the next elim round

4. THE PERSON ANNOUNCING MUST BE APPROVED BY JIM.

ANNOUNCE AWARDS DURING THE ASSEMBLY
The procedure for announcing is as follows:

· Tell all elim participants in the division (e.g., Jr. Policy) to come to the front on the aisles

· Wait a moment for the competitors to come to the front

· State, "Receiving quarterfinalist awards are the following teams—and then, state the team’s names." PLEASE DO NOT ANNOUNCE THE DECISIONS AND WHO HIT WHO—This will speed up the awards assembly.

· After the awards are given, go on to the next group

Do not announce the semi-finals rounds and judges in the awards assembly

· Pairings and Ballots should be available outside in Cordiner foyer (high school tournament)

AT THE END OF THE TOURNAMENT--GIVE JIM THE FOLLOWING:

______ Disks with all the tournament results

______ 5 copies of the Preliminary Round Results including:

1. The cum sheets for all divisions of debate

2. All speakers in the order of their ranking for all divisions

3. All teams in order of place they finished with records/points

______ Complete Elimination Round Brackets with the following:

1. who hit who

2. on what side

3. with which judges

4. with which way each judge voted and who won

IE TABROOM

Name: ________________________________________  Name: _____________________________________

YOU SHOULD RECEIVE THE FOLLOWING

1. A Room List from Jim

2. A School List, Supply box, and I.E. Ballots from the Tournament Assistant ___________________*

*Note--work with the Tournament Assistant to get the right number of I.E. Ballots printed.

3. A List of Hired IE Judges from Jim

NOTE: DOUBLE CHECK AT EVERY STEP!

FRIDAY AFTERNOON THROUGH MONDAY EVENING

1. YOU CAN BEGIN ENTERING IE ENTRIES FRIDAY AFTERNOON, THE WEEK BEFORE THE TOURNAMENT. Choose a time convenient for you; it will probably take about 4 or 5 hours.

2. IE INFORMATION FOR WHEN YOU STARTUP THE COMPUTER PROGRAM:

Tournament Name: Whitman College Speech Tournament

Ranks on Ballot: 5

Rates on Ballot: 30

Number of Postings: 4

3. TALK TO JIM ABOUT EVENTS WITH LESS THAN 12 ENTRIES TO SEE IF THEY SHOULD BE COLLAPSED.

4. TYPE IN ALL INDIVIDUAL EVENTS ENTRIES
ADJUST ENTRIES FOR ANY LATE ADDS OR DROPS

5. DOUBLECHECK ALL OF YOUR ENTRIES

6. GET A “LIST OF AVAILABLE ROOMS” FROM THE ROOMS PEOPLE; Note that rooms for IE Pattern B need to be worked out with the Debate Tab Rooms (as the two events happen at the same time)

7. IDENTIFY HOW MANY ROOMS YOU NEED FOR EACH DIVISION OF EACH EVENT
To do this--take the total number of competitors in a division of an event and divide by:

6 for Extemp; 8 for Impromptu; 10 for Ed. Comm.; 7 for all other events (adjust up for extras)

For example, if you had 34 junior impromptu competitors, you would need 5 rooms 

(34/8 = 4 plus 1 extra; equaling 5--meaning, you would need 5 rooms)

8. AS SOON AS YOU CAN, TELL THE TOURNAMENT ASSISTANT HOW MANY CONTESTANTS ARE IN EACH I.E. EVENT.
Make corrections for adds and drops

9. Print out a "List of IE Competitors" and give it to Jim

BY MONDAY EVENING
You need to print a list of the IE competitors and their events. Jim sends these out for double-checking over e-mail.

WEDNESDAY BY 6 P.M.

1. Make corrections for adds and drops

2. Print out a "List of IE Competitors"

3. Give the “List of IE Competitors” to the Packet Preparers

THURSDAY AT 8:00 PM

1. (College) Move to Jewett Hall (talk to Jim) and setup there

2. Pair and print out Rounds 1 and 2 of Pattern A AND Round 1 of Pattern B
NUMBERS TO PUT INTO EACH ROUND:
Extemp: 6
Impromptu: 8
Ed Comm: 10 to 12
All other IE’s: 7
Note: If you exceed these numbers, the tournament will not run on time. 
If you use less than these numbers, we will run out of rooms.

FRIDAY BY 8:00 A.M.--EXTEMP TOPICS

1. Be sure to attach the a copy of the Extemp topics to the Extemp ballots

2. Give 2 copies of the Extemp topics to the Extemp Poster to post.  Make sure that before each Pattern B round--the Extemp Poster is putting up the topics.  If not, contact Jim immediately.

Begin IE A Postings For Round 2 As Soon As Possible After Round 1 Of IEA Starts!

HIGH SCHOOL--POST IE FINALS BY 10:15AM ON SATURDAY—DO EXTEMP FIRST!

IE FINALS BREAKING PROCEDURE

· How do we determine who breaks?  We break according to the following:

1. Total Ranking

2. Total Rating

3. Total Ranking and Rating minus the worst ranking and rating

4. Judge Preference

· We break to finals only if there are 12 or more contestants in the division

· How many break? 
HIGH SCHOOL: 6 to 9*--try to break on the basis of ranks, not points--see Jim about any exceptions to this *up to 10 in Editorial Commentary finals is okay; more than 7 in extemp should be scrutinized carefully.

· Are there any semi-finals?--No

· How many judges per finals round? 3 (if we are short, 2 per finals round in junior division)

· Please post Extemp Finals first so students can begin preparing as soon as possible

FOR IE FINALS

Post a note on each Finals ballot stating that we will have 3 judges (2 judges in jr. division often at our college tournament)

HS--BY 10:15, PRINT A COPY OF THE PRELIMINARY RESULTS SHEETS FOR EACH SCHOOL

GIVE THESE TO THE CUMS PEOPLE

BY 3:00PM --PRINT A COPY OF THE IE FINAL ROUND RESULTS SHEETS FOR EACH SCHOOL

GIVE THESE TO THE CUMS PEOPLE

BEFORE YOU GO TO THE AWARDS, PLEASE GIVE JIM THE FOLLOWING RESULTS--

5 copies of the Preliminary and Final Round Results Sheets

BEFORE THE AWARDS ASSEMBLY

Be ready to announce the winners in each event

DURING THE AWARDS ASSEMBLY

The procedure for announcing is as follows:

· Announce the event (For example, “Impromptu” and call all Impromptuers to the side aisles)

· Wait a moment for the competitors to come to the front

· Then, announce the division in the event (For example, “Junior Division Impromptu”)

· Announce the finalists (clapping between each--with full clapping at the end).  

· Announce 1st, 2nd, and 3rd place winners (clapping between)

STUDENT CONGRESS TABROOM

PLEASE BE SURE TO:

Read the Invitation for the Student Congress Rules

Review the enclosed Materials

FIND ENCLOSED:

________ Room List

________ Tournament Schedule

________ Tournament Invitation with Rules

________ List of Schools

________ List of Student Congress Judges

________ Student Congress Bills

________ Student Congress Parliamentarian Sheet

________ Student Congress Proceeding Officer Sheet

________ Student Congress Ballot

________ Parliamentary Procedures Book

PREPARE STUDENT CONGRESS BALLOTS--WEDNESDAY  6:00 P.M.

1. Work with the Tournament Assistant and photocopiers to get Student Congress Ballots photocopied

2. Type up a List of Student Congress Participants.

3. Get enough rooms from the Debate Tab.  Round 1 of Student Congress is during Round 3 Debate; Round 2 of Student Congress is during Policy Debate Octafinals. 

PREPARE STUDENT CONGRESS--WEDNESDAY 7:00 TO 8:30 P.M.

1. Adjust List of Student Congress Participants for any adds/drops.  Print this list.  Give this list to the Packet Preparers by 4:00 p.m. on Thursday.
PAIR THE STUDENT CONGRESS SESSIONS BY 12:00 FRIDAY

Type Students into Session Panels.

Each Session Panel should have the following:

· 1 Parliamentary Judge

· 1 Regular Judge

· 8 to 15 Student Competitors

Do your best to:

· Put Competitors from the same school in different Session Panels

· Put Judges in Session Panels that do not have Competitors from their Schools

NEVER PUT 2 JUDGES FROM THE SAME SCHOOL INTO ONE SESSION PANEL

Post Student Congress at the posting time noted on the Tournament Schedule

Give Student Congress Ballots and Materials to the Ballot Distribution Table

1. Include a Folder for the Parliamentarian Judge that includes the following:

· A copy of the Posting listing off the participants for that Session Panel

· A copy of the Student Congress Ballot

· A copy of Robert’s Rules of Order or similar Parliamentary Procedure Book

· Enough Member Sheets to give one to each student participant in the session

· Enough copies of the Student Congress Bills for each student participant in the session

2. A ballot for the Regular Judge

TYPE IN THE RESULTS FROM EACH ROUND INTO A SPREADSHEET

To setup the spreadsheet, open up Microsoft Excel 2000 on the computer.

Type in the following setup:

	
	
	Sess. 1

Rank
	Sess. 1

Rate
	Sess. 1

Rank
	Sess. 1

Rate
	Sess. 2

Rank
	Sess. 2

Rate
	Sess. 2

Rank
	Sess. 2

Rate
	
	
	Final Rank
	Final Rating
	Final Rank
	Final Rate
	

	Name
	Student Choice?
	Parl. Judge
	Parl. Judge
	Reg. Judge
	Reg. Judge
	Parl. Judge
	Parl. Judge
	Reg.. Judge
	Reg.. Judge
	Total

Rank
	Total Rate
	Parl. Judge
	Parl. Judge
	Parl. Judge
	Parl. Judge
	Final Place

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Make the Total Rank and Total Rate cells add up the appropriate cells to make totals.

After each Student Congress round, type in the appropriate numbers

BY 12:30 P.M. on Saturday, PRINT OUT ENOUGH COPIES OF THE STUDENT CONGRESS RESULTS SHEETS FOR EACH SCHOOL THAT COMPETED

1. Print out the Results Sheets (the Spreadsheet)

2. Give one Results Sheets to the Cum Helpers

BEFORE THE AWARDS ASSEMBLY (Start by noon)

GIVE JIM THE FOLLOWING RESULTS

______ Cums for preliminary rounds including student names, ranking and rating for each round

______ Final Round Results including 1st-3rd place and the two Student Choice Award winners.

______ The Sweepstakes Results Sheet

FOR THE AWARDS CEREMONY

Be ready to announce the winners in each event

The procedure for announcing is as follows:

· Announce the event--Student Congress and ask all finalists to come to the front of the assembly

· Announce 1st, 2nd, and 3rd place winners (clapping inbetween)

CHAIR SETUP

Name: ________________________________  Name: ______________________________

ON THURSDAY, THE DAY OF THE TOURNAMENT, BY 4:00 P.M.

Meet together and go to the New Music Building and setup the chairs and tables in the Music Practice Rooms.  To do this, see Claire Norsworthy in the New Music Building Main Office.  Put a table and five chairs in each room (or some equivalent).  

Confirm to Jim that you have done this

ON SATURDAY EVENING

Meet together and take the chairs out of the New Music Building Rooms.

Confirm to Jim that these chairs have been returned to their original location

REGISTRATION DUTIES

Name ___________________________________       Name _______________________________________

WEDNESDAY 6:00 TO 9:00 P.M.

Your job is to register schools for the tournament during the registration times listed on the tournament schedule.  You need to:

1. Get the Registration Materials from JIM by 6:00 p.m.

2. Fill in the Receipt Sheets for each school and finish this by 9:00 p.m.

THURSDAY 4:00 TO 6:00 P.M.

1. BY 4:00 P.M., set up a table for registration in CORDINER/OLIN HALL FOYER

2. BY 4:00 P.M., tape signs using SCOTCH TAPE directing people from the parking lot to the registration table in CORDINER/OLIN HALL.  DO NOT USE MASKING TAPE--IT TEARS PAINT OFF. Do not tape up signs inside Cordiner Foyer.
3. Get the Packets from the Packet Preparers as soon as they bring them to you.

4. MAKE THREE LINES; ONE FOR SCHOOLS WITH NAMES BEGINNING A-E; F-M; N-Z (something like that)

You will register people on THURSDAY 4:00 P.m. – 6:00 p.m.; FRIDAY 8:00 a.m. to 9:00 a.M.

When schools show up, do the following:

· Greet them

· Collect their money

· Give them receipts

· Very carefully and accurately fill in the “Registration Income Sheet”
NOTE: DO NOT COUNT PO’S AS PAYMENT ON THE FORM—THEY STILL OWE US! Use the PO column for those who will be billed/who give you a Purchase Order.

· Give them their tournament packets

· Answer any questions that they have

Note: There is less time to register this year. So, have 3 lines setup that will very, very quickly get people registered!

Note: Make Sure We Keep The Cash We Receive As We Need It To Pay Judges And Other Expenses! Do Not Deposit Cash!

Note: All fees are set at 4 p.m. Wednesday, the week of the tournament.  Any drops after that time do not lower the amount a school owes.

IF YOU DEPOSIT MONEY

· Make sure you put it into the Speech Tournament Account

· Request an itemized receipt—with the school names and amount of money each paid

· DO NOT DEPOSIT CASH—GIVE CASH TO JIM!

Registration--Please fill this form out very carefully.

Give, with checks and cash, to the tournament director as soon as registration is completed.

	School Name
	Amount they owed us
	Amount Paid 

(NOT for PO’s)
	Circle Cash or Check with #
	For PO’s, write PO Number
	They owe this
	We owe this
	Have we balanced the difference?
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Whitman Speech and Debate Tournament

Registration

Receipt for Whitman College Annual High School Speech Tournament

Coach Name _______________________  School ____________________________  Code: _________

Please fill out the following.  Fees are assessed as of Wednesday, November 15, 1999 at 4:00 p.m.
	
	Preliminary
	Final

	School Registration Fee
	$30.00
	$30.00

	Change Fees, $1.00 ea.
	__________
	_________

	LD Debaters  _____  X  $25.00  =
	__________
	_________

	Debate Teams  _____  X  $25.00  =
	__________
	_________

	Individual Events and Student Congress Entries: _____  X $8.00  =
	__________
	_________

	Policy Debate Teams not covered by a judge: ________  X $70.00 =
	__________
	_________

	L-D Debaters not covered by a Judge: ______ X $35.00 =
	__________
	_________

	Individual Event Slots not covered by a Judge: _____ X $8.00  =
	__________
	_________

	1 Round Off Judges _____ X $15.00; 2 Rounds Off Judges _____ X $25.00 =
	__________
	_________

	Food fee ________ students, coaches, judges X $23.00  =
	__________
	_________

	TOTAL:
	__________
	_________


Thank you for attending the Whitman College Annual High School Speech Tournament

The tournament was held November 16-18, 2000.

Receipt for Whitman College Annual High School Speech Tournament

Coach Name _______________________  School ____________________________  Code: _________

Please fill out the following.  Fees are assessed as of Wednesday, November 15, 1999 at 4:00 p.m.
	
	Preliminary
	Final

	School Registration Fee
	$30.00
	$30.00

	Change Fees, $1.00 ea.
	__________
	_________

	LD Debaters  _____  X  $25.00  =
	__________
	_________

	Debate Teams  _____  X  $25.00  =
	__________
	_________

	Individual Events and Student Congress Entries: _____  X $8.00  =
	__________
	_________

	Policy Debate Teams not covered by a judge: ________  X $70.00 =
	__________
	_________

	L-D Debaters not covered by a Judge: ______ X $35.00 =
	__________
	_________

	Individual Event Slots not covered by a Judge: _____ X $8.00  =
	__________
	_________

	1 Round Off Judges _____ X $15.00; 2 Rounds Off Judges _____ X $25.00 =
	__________
	_________

	Food fee ________ students, coaches, judges X $23.00  =
	__________
	_________

	TOTAL:
	__________
	_________


Thank you for attending the Whitman College Annual High School Speech Tournament

The tournament was held November 16-18, 2000.

PACKET PREPARERS

Name ________________________________   Name ________________________________

WEDNESDAY NIGHT AT 6:00

Talk with Abby

GET THE FOLLOWING ITEMS

1. The“To All Coaches/Colleagues--Welcome Letter” from Jim.

2. The “Dear Students, Judges and Coaches--Take Care of Whitman” Letter

3. The "List of Debate Teams" from the Debate Tab

4. The "List of IE Competitors" from the IE Tab.

5. The“List of Student Congress Competitors” from the Student Congress Tab (for the High School Tournament only)

6. The “List of Schools” from Jim

7. The “Judge Conflict” Sheet from JIM

8. The “Double Entered” Sheet from JIM

9. The “Schedule with Map” from JIM
NOTE—The Above is the Order in which you should put these items into each Packet; Doublecheck this with Jim!
PHOTOCOPY FOR EACH SQUAD

Put the following in the order listed above in 1-9; place these items in this order into each packet
1. Two stapled copies of “List of Debate Teams”

2. Two stapled copies of “List of IE Competitors”

3. One copy of the “List of Student Congress Competitors”

4. One copy of “List of Schools”

5. One copy of “To all Coaches-Colleagues--Welcome Letter”

6. Five copies of “Judge Conflict” Sheet

7. Five copies of “Double Entered” Sheet

8. Five copies “Schedule with Map”

9. One copy per student entered in the tournament of the “Dear Students, Judges and Coaches--Take Care of Whitman” Letter

PUT THE COPIES INTO PACKETS

1. Get Manila Envelopes from your box

2. Label each Manila Envelope in big felt pen with the school name and number (use the List of Schools to help you do this)

3. Put the number of copies noted above of each item into the manila envelopes—BE SURE TO PUT THE “TO ALL COACHES-COLLEAGUES—WELCOME LETTER” ON TOP SO ITS THE FIRST THING COACHES SEE

WHEN YOU FINISH, GIVE THE PACKETS TO ABBY
BALLOT DISTRIBUTORS

Name: _____________________________________________

Name: _____________________________________________

Here's what we need you to do:

1. Make sure you have a copy of the tournament schedule and a map of our campus.  Tape them to your table.
This will give you vitally needed information and allow you to help people who ask questions during the tournament.  If you don't tape these to your table, someone will take them.

2. Be at the ballot table at all times.  

DO NOT MOVE FROM THE TABLE EXCEPT IF YOU MUST FIND A JUDGE.  We need you to be available at any moment’s notice for help.

3. When the Tab Rooms bring out postings:

· Get copies of all postings for the round and tape them to your table
(if you don't tape them, people will take them).

· Put ballots out—SPREAD THEM OUT! Policy ballots should be spread out over 2 tables; LD ballots should be spread out over 2 tables; IE ballots should be spread out over 4 tables

· DO NOT put ballots out on the same table on which you collect ballots from judges. Doing so will cause too much congestion.

· Begin distributing the ballots.

· When someone picks up a ballot, mark off that ballot as having been taken.

· If someone picks up someone else's ballot--you MUST change the name on your copy of the posting.

· At 5 minutes before the beginning of the round--begin handing out ballots to standby judges.  Again, change the name on your copy of the posting to reflect new judge's name.

· If you are having a hard time giving the ballots out--start shouting out the judges’ names on the ballots.

4. Note any judges that are not picking up ballots

· Keep a list of judges who did not pick up their ballot.

· Tell JIM as soon as a judge has missed 2 ballots.

· If a judge has missed 2 ballots, send a note to the IE and Debate Tabrooms telling them to drop that judge (unless Jim says otherwise).

BALLOT COLLECTION ASSIGNMENT

Name: ____________________________________________________

Name: ____________________________________________________

Here's what we need you to do:

1. Make sure you have a copy of the tournament schedule and a map of our campus.  Tape them to your table. 

This will give you vitally needed information and will allow you to help people who ask questions during the tournament.  If you don't tape these to your table, someone will take them.

2. Setup a spot that faces people as they enter the building. 

Do not use the same space that you are using to distribute ballots. Otherwise, you cause congestion.

3. Be at the ballot table at all times.  

DO NOT MOVE EXCEPT WHEN YOU MUST FIND A JUDGE.  We need you to be at the table to help at the moment’s notice.

4. As each ballot comes in:

1. Ask the judge to stay until you finish checking her or his ballot.  DO NOT LET HER OR HIM GO!

2. MAKE SURE THAT NAMES ARE ON THE BALLOTS!

3. For IE Ballots--Make sure all rankings are included--1, 2, 3, 4 and 5 (6's are not permitted--make sure the judge gave no worse than a 5)

4. For IE Ballots—Make sure the list of speakers and their order match with the ballots/posting.

5. For Debate Ballots--Check that the judge voted for one team

6. For Debate Ballots—Make sure that the team that is affirmative on the ballot was the team that was supposed to go affirmative in the round.

7. Look for speaker points--
Points beneath an 22 need serious justification (as in rudeness).

8. Make sure that the winning team had the highest points--if not, ask the judge to confirm that she or he gave the win to the low point team.

9. Check for the judge's signature--If the name is different from the name on your posting--make a note of it.

10. Mark off the judge's name on your copy of the posting sheet.  (That way, you know which ballots are "in" and which ballots are not "in".)

11. WHEN YOU ARE DONE, TELL THE JUDGE HE/SHE CAN NOW PICK UP HIS/HER NEXT BALLOT.

12. Give all ballots that you have marked to the ballot runner ASAP.  

The ballot runner will be _____________________________________.

BALLOT RUNNER AND COFFEE MAINTENANCE

Name _____________________________________

Here is what you need to do:

· Be at the ballot table AT LEAST 20 MINUTES BEFORE THE END OF EVERY ROUND.

· Collect ballots from the Ballot Collectors.

· Bring the ballots to the Debate, IE, and Student Congress Tab Rooms as soon as possible.

· NOTE--DO NOT WAIT MORE THAN 5 MINUTES TO BRING BALLOTS TO THE TAB ROOM!

· Make sure the COFFEE AND HOT WATER POT stay full and hot and that the doughnuts/coffee/food area remains neat and clean.

· Watch students to make sure that they are not spilling food, messing things up, etc.  If they are--go up and tell them to clean it up immediately.  MAKE SURE THAT CORDINER/OLIN FOYER REMAINS CLEAN!!!

· Throw away trash as soon as it appears!

· Assist with other matters as directed by the Tournament Director or Assistant Tournament Director

TOURNAMENT TASK ASSISTANT

Name ______________________________________________________________

· Wed. night, Thurs. night, and during the tournament, help Jim and Abby complete tasks

BALLOT STUFFERS

Name: ____________________________________________________________

Name: ____________________________________________________________

Thursday Evening before the end of the first round

SETUP A MANILLA ENVELOPE FOR EACH SCHOOL


To do this, on a large manila envelope write the school number and name


NOTE: If there are 2 squads from the same school—still make only one envelope for that school—just write the numbers for both squads on the envelope


Use a large, dark felt marker and write clearly and neatly

LINE UP THE MANILLA ENVELOPES IN ORDER IN A SPOT CLOSE TO THE TAB ROOMS

Friday and Saturday

"STUFF"

Put all I.E. ballots into the School Manila Envelope


The half sheets go into the envelope


We keep the cover sheet

Put all Debate ballots into the proper School Manila Envelope

You put the yellow sheet into the packet of the team who was affirmative

You put the pink sheet into the packet of the team who was negative

We keep the white sheet (please place in a neat stack--Jim will collect these ballots)

Saturday right before the awards assembly

Make sure that the Packets are laid out for people to pick them up.

HIGH SCHOOL TOURNAMENT: LAY THEM OUT IN CORDINER FOYER

EXTEMP MONITOR

Name: ________________________________________

You Need to Post Extemp Topics

1. Get the Extemp Topics from the IE Tab

2. Post Extemp Topics in 10 minute intervals beginning at the following times:

	HIGH SCHOOL TOURNAMENT

Friday

  8:30 a.m.

10:20 a.m.

  6:30 p.m.

Saturday

11:30 a.m.


3. When you post, do it every 10 minutes (not every 7 minutes!):

State loudly "Speaker Number X"

Tape the Extemp Topics for that Speaker Number in Cordiner Auditorium near the stage.  NOTE: CHECK WITH JIM FOR AN AREA TO TAPE THE TOPICS. YOU CAN TAPE ONLY IN APPROVED AREAS.

4. You need to make sure that students stay in the Extemp Area (Cordiner Auditorium) until about ten minutes before their round starts. Don’t be a Nazi but show some control. Students should not be talking; students should not get tips from coaches, etc. as that is “against the rules.”

TROPHY SETUP AND CUMS ASSIGNMENT

Name __________________________  Name _______________________  Name _______________________

You have a very difficult job to do and it must be done accurately and done very quickly.  Our ability to get the Awards ceremony going on time depends on you.

1. 9:00AM SATURDAY.--IE PRELIMINARY CUMS

At 10:00, go to the IE Tab and make sure the IE Preliminary Results Sheets are being printed.

· Staple one copy of the IE Preliminary Results Sheets per school.  Plus, make 5 extra copies for Jim.

· Give five copies of the IE Preliminary Results Sheets to the IE Tab.

· Give the remaining copies to the ballot stuffers--immediately. 

2. BY 11:00am--DEBATE PRELIM CUMS

By about 11am for Policy and about 1pm for LD, go to the Debate Tab Rooms and get the Debate Prelim Cum Sheets.

· Make one stapled copy for each school of the Debate Preliminary Results Sheets with the Ranked Speaker Pages. Plus, make 5 extra copies for Jim.
· Give five copies of the Debate Preliminary Results Sheets to the Debate Tab.

· Give the remaining copies to the ballot stuffers--immediately. 

3. BY NOON--START SETTING UP THE TROPHIES IN CORDINER

Go to Jim to get the trophies and begin setting them up per his instructions. Be sure to get the platter bases from the Debate Cave (these are used to hold up the platters; and YES, these platter holders have the wrong date—but we still use them).

4. BY 2:30 P.M.--IE FINAL ROUND CUMS

Next, immediately go to the IE Tab Room and get the IE Final Round Results Sheets and begin photocopying them.

Make one stapled copy for each school of the IE Final Round Results Sheets. Plus, make 5 extra copies for Jim.

When you are finished photocopying the IE Final Round Results Sheets:

· Give five copies of the IE Final Round Results Sheets to the IE Tab.

· Give the remaining copies to the ballot stuffers--immediately.

· Help the Ballot Stuffers put the Results into the School Packets

5. BY 3:30 P.M.--HELP THE BALLOT STUFFERS BRING THE PACKETS TO THE FOYER OF CORDINER AUDITORIUM

Then, join us in the Auditorium for the Awards ceremony.







