Time Keeper’s Report

Time Keeper’s Name: _________________________________Date: _____________

	
	Time

	Meeting called to Order
	

	Start of Business Meeting
	

	End of Business Meeting/Start of Table Topics
	

	Total Time of Business Meeting
	

	End of Table Topics 
	

	Total Time of Table Topics
	


Table Topics
Yellow Light 1 minute

Red Light 2 minutes
	Table Topics Speakers
	Time

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	


Table Topics  speakers are qualified for award if they speak at least 1 minute but not more tan 2-1/2 minutes

Speakers

Green Light 2 minutes before requested time.

Yellow Light 1 minute before requested time.

Red Light at requested time.
	Speaker
	Requested
	Actual

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


Speakers are qualified for award if they do not speak for more than one minute over requested time.

Evaluators

Yellow Light at 1-1/2 minutes

Red Light at 2 minutes
	Evaluator
	Time

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	


Evaluators are qualified for award if they speak at least 1-1/2 minutes but not more than 2-1/2 minutes.

	General Evaluator – Start Time
	

	General Evaluator – Total Time
	

	Meeting Adjourned Time
	


Give this report to the Secretary at the conclusion of the meeting.

