
Start End Allotted time Activity Livestream Scene Notes
7:55 8:10 0:15 Walk to JMSB from Hotel

8:10 8:45 0:35 PRC sign in

(MB 5.215) - Sign in with Yousif in KPMG room for briefing 
+ do inventory of the PRC box corresponding to your 
division
● Folder with prep materials
● Camera
● Microphone
● Clicker
● Cups + water pitcher
● Time cards

8:45 11:40 2:55 Room setup

● Put up reserved room signs
● Set out pens, paper, and water for judges
● Set up PRC workspace in designated area (this guide, 
time signals, ANYTHING ELSE)
● Turn on, plug in, and connect the camera and mic to your 
laptop, setup livestream, make sure you can switch 
between live and BRB, confirm with Yousif
● Turn on desktop and presention screen, ensure Gmail is 
connected to designated division email
● Create test powerpoint and test clicker
● Setup and test timer on phone, MAKE SURE RINGER IS 
OFF, NO NOTIFICATIONS WITH FLASHES, NO 
VIBRATING NOTIFICATIONS, ETC

If issues, contact Yousif and tech volunteers via PRC chat

11:40 11:50 0:10 Pickup judges Division #

● Go to room MB 14.250 (conference room) and wait to 
escort the judges corresponding to your division
● Lead judge will have the scoring sheet
● Be professional and have fun!
● Be timely!

11:50 12:00 0:10 Set up team slides

Division #
LIVE when audience starts 
walking in room

● Load presentation on main computer via wetransfer, test 
clicker
● 11:52 - Tell OC member to let in audience
● Switch livestream to live camera mode
● 11:57 - Call in team and give them the clicker
● 11:58 - Sit in your workstation and give starting speech
● Start time when team starts presenting (No presentation 
should start late, it is fine if you start 1 or 2 min early if ever)

Hello, my name is _______, and I will be your timekeeper 
for the day. I will show you warning signs where there are 
10, 5, 2 minutes, and 30 seconds remaining. [show them an 
example of the timecard]. Once the 10-second countdown is 
up, I will say “STOP,” after which the team must stop talking 
immediately. Afterwards, a 10-minute Question and Answer 
period will follow.

I would like to remind you that all teams must present for a 
minimum of 15 minutes and all team members must speak 
during the presentation, but not necessarily during the Q&A 
period.

Audience members – we ask that you please place your 
phones on silent mode and remain seated in the room for 
the duration of the full presentation and Q&A period. I will 
now let the judges introduce themselves. Once they are 
done, you may begin your presentation and the timer will 
start. Judges…

12:00 12:20 0:20 Presentation LIVE

● Hand signals
● If ever you forget to show a time card, write down the time 
left on a paper and show it to the team presenting. - but 
don't let this happen!!!

10 minutes left [Time card]
5 minutes left [Time card]
2 minutes left [Time card]
30 seconds left [Time card]
10 seconds left [Countdown on fingers]

The presentation is up, thank you. We will now begin the 
Question-and-Answer period. Friendly reminder, the Q&A 
period will only be for 10 minutes long.



Start End Allotted time Activity Livestream Scene Notes

12:20 12:30 0:10 Q&A Period LIVE

● 12:29 - 1-minute QA warning
Last question please

● 12:30 - Presentation ending speech
The question-and-answer period is up. Thank you delegates 
and judges for your participation. I will ask everyone to 
leave the room so we can start preparing the next 
presentation. Thank you.

12:30 12:40 0:10 Presentation switch-over Be right back

● Make sure everyone leaves the room
● Switch the live stream commercial (Commercial Screen 
would be "We will be back shortly")

● Set up presentation of second team (via WeTransfer), 
prep finishes at 12:30 + test clicker
● Set up presentation on iPads of judges.
● 12:34 - call in audience
● *take 3 big deep breaths*
● Switch livestream to live camera mode
● Get timer on your phone ready and turn it to silent
● 12:38 - Call the team in and give them the clicker
● 12:39 - Sit in your workstation and give starting speech
● Start time when team starts presenting

Hello, my name is _______, and I will be your timekeeper 
for the day. I will show you warning signs where there are 
10, 5, 2 minutes, and 30 seconds remaining. [ show them 
an example of the timecard]. Once, the 10-seconds 
countdown is up, I will say “STOP,” after which the team 
must stop talking immediately. Afterwards, a 10-minute 
Question and Answer period will follow.

I would like to remind you that all teams must present for a 
minimum of 15 minutes and all team members must speak 
during the presentation, but not necessarily during the Q&A 
period.

Audience members – we ask that you please place your 
phones on silent mode and remain seated in the room for 
the duration of the full presentation and Q&A period. I will 
now let the judges introduce themselves. Once they are 
done, you may begin your presentation and the timer will 
start. Judges…

12:40 13:00 0:20 Presentation LIVE

Hand signals

● 10 minutes left [Time card]
● 5 minutes left [Time card]
● 2 minutes left [Time card]
● 30 seconds left [Time card]
● 10 seconds left [Countdown on fingers]

If ever you forget to show a time card, write down the time 
left on a paper and show it to the team presenting. - don't let 
this happen!!!

13:00 13:10 0:10 Q&A Period LIVE

13:09 - 1-minute QA warning
Last question please

13:10 - Presentation ending speech
The question-and-answer period is up. Thank you delegates 
and judges for your participation. I will ask everyone to 
leave the room so we can start the deliberation period. 
Thank you.



Start End Allotted time Activity Livestream Scene Notes

13:10 13:30 0:20 Deliberation Period Thank you sponsors

● Deliberation speech

Judges, this is the end of the first head-to-head matchup. I 
will now wait outside the room for the next 20 minutes for 
the deliberation period in which you'll decide how to allocate 
15 points between the two teams. May I remind you that 
you must give a minimum of 3 points to one of the teams. 
When you have decided on a score, I will kindly ask the 
lead judge to fill in the score sheet. I'll notify you when you 
have 2 minutes to wrap up deliberating and approving a 
score. When the 20 minutes is up, please place the score 
sheet inside the padfolio, as this will be picked up by a 
member of the OC. I will then call in the first team and their 
coach from this match-up into the room so you can give 
feedback to teams for 10 minutes. After you give feedback 
to the first team I'll bring in the second team. I'll now leave 
and let you all delibertate the scores. I'll be outside if there 
are any questions.

● Step outside
● Gather teams for feedback

13:28 - Give Judges 2 minute deliberation warning: " Hi 
judges, you have 2 minutes to approve scores, thanks!

● Time is up! Please place the score sheet in the padfolio. - 
pick up by OC
● Send in team:

Judges, thanks for your deliberations, you'll now have 10 
minutes to provide feeback to this team about their 
presentation. Please do not divulge what scores were given 
or tell the team if they won the head to head matchup or 
not. I'm going to send the team in now.

● ** No audience for feedback (Only their FA is allowed to 
join)
● Step outside and send in team

13:30 13:40 0:10 Feedback Thank you sponsors

● Let the judges give Team feedback then ask them to 
leave

Time is up for this feedback session. I'll kindly ask the team 
to leave the room. Judges, I will now bring in the other 
team.

● Send team out, send team in

13:40 13:50 0:10 Feedback Thank you sponsors

Time is up for this feedback session. I'll kindly ask the team 
to leave the room.

Judges, this is the end of the first matchup, lunch is being 
delivered here shortly. We will begin the next presentation 
at 14:20.

13:50 14:10 0:20 Judges Break / Lunch Thank you sponsors
Wait for Runner to deliver food. Get lunch and bring back to 
room
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14:10 14:20 0:10 Set up presentation slides

Thank you sponsors
LIVE when audience starts 
walking in room

● Load presentation on main computer via Wetransfer, test 
clicker
● Ensure that the iPads have access to the slides
● 14:14 - Tell OC member to let in audience
● *take 3 big deep breaths*
● Switch livestream to live camera mode
● 14:17 - Call in team and give them the clicker
● 14:18 - Give starting speech
● Start time when team starts presenting

Hello, my name is _______, and I will be your timekeeper 
for the day. I will show you warning signs where there are 
10, 5, 2 minutes, and 30 seconds remaining. [ show them 
an example of the timecard]. Once, the 10-seconds 
countdown is up, I will say “STOP,” after which the team 
must stop talking immediately. Afterwards, a 10-minute 
Question and Answer period will follow.

I would like to remind you that all teams must present for a 
minimum of 15 minutes and all team members must speak 
during the presentation, but not necessarily during the Q&A 
period.

Audience members – we ask that you please place your 
phones on silent mode and remain seated in the room for 
the duration of the full presentation and Q&A period. I will 
now let the judges introduce themselves. Once they are 
done, you may begin your presentation and the timer will 
start. Judges…

14:20 14:40 0:20 Presentation LIVE

Hand signals
If ever you forget to show a time card, write down the time 
left on a paper and show it to the team presenting. - don't let 
this happen!!!

● 10 minutes left [Time card]
● 5 minutes left [Time card]
● 2 minutes left [Time card]
● 30 seconds left [Time card]
● 10 seconds left [Countdown on fingers]

14:40 14:50 0:10 Q&A Period LIVE

● 14:49 - 1 minute QA warning
Last question please

● 14:50 - Presentation ending speech
The question-and-answer period is up. Thank you delegates 
and judges for your participation. I will ask everyone to 
leave the room so we can set up the next presentation. 
Thank you.
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14:50 15:00 0:10 Presentation switch-over Be right back

● Make sure everyone leaves the room
● Switch the live stream commercial (Commercial Screen 
would be "We will be back shortly")

● Load presentation on main computer via SharePoint, test 
clicker
● Ensure that the iPads have access to the slides
● 14:54 - call in audience
● *take 3 big deep breaths*
● Switch livestream to live camera mode
● Get timer on your phone ready and turn it to silent
● 14:57 - Call in team and give them the clicker
● 14:58 - Sit in your workstation and give starting speech
● Start time when team starts presenting

Hello, my name is _______, and I will be your timekeeper 
for the day. I will show you warning signs where there are 
10, 5, 2 minutes, and 30 seconds remaining. [ show them 
an example of the timecard]. Once, the 10-seconds 
countdown is up, I will say “STOP,” after which the team 
must stop talking immediately. Afterwards, a 10-minute 
Question and Answer period will follow.

I would like to remind you that all teams must present for a 
minimum of 15 minutes and all team members must speak 
during the presentation, but not necessarily during the Q&A 
period.

Audience members – we ask that you please place your 
phones on silent mode and remain seated in the room for 
the duration of the full presentation and Q&A period. I will 
now let the judges introduce themselves. Once they are 
done, you may begin your presentation and the timer will 
start. Judges…

15:00 15:20 0:20 Presentation LIVE

Hand signals

● 10 minutes left [Time card]
● 5 minutes left [Time card]
● 2 minutes left [Time card]
● 30 seconds left [Time card]
● 10 seconds left [Countdown on fingers]

If ever you forget to show a time card, write down the time 
left on a paper and show it to the team presenting. - don't let 
this happen!!!

15:20 15:30 0:10 Q&A Period LIVE

● 15:29 - 1 minute QA warning
Last question please

● 15:30 Give Presentation ending speech
The question-and-answer period is up. Thank you delegates 
and judges for your participation. I will ask everyone to 
leave the room so we can start the deliberation period. 
Thank you.



Start End Allotted time Activity Livestream Scene Notes

15:30 15:50 0:20 Deliberation Period Thanks for watching

● Deliberation speech

Judges, this is the end of the second head-to-head 
matchup. I will now wait outside the room for the next 20 
minutes for the deliberation period in which you'll decide 
how to allocate 15 points between the two teams. May I 
remind you that you must give a minimum of 3 points to one 
of the teams. When you have decided on a score, I will 
kindly ask the lead judge to fill in the score sheet. I'll notify 
you when you have 2 minutes to wrap up deliberating and 
approving a score. When the 20 minutes is up, please place 
the score sheet inside the padfolio, as this will be picked up 
by a member of the OC. I will then call in the first team and 
their coach from this match-up into the room so you can 
give feedback to teams for 10 minutes. After you give 
feedback to the first team I'll bring in the second team. I'll 
now leave and let you all delibertate the scores. I'll be 
outside if there are any questions.

● Step outside
● Gather teams for feedback

15:48 - Give Judges 2 minute deliberation warning: " Hi 
judges, you have 2 minutes to approve scores, thanks!

● Time is up! Please place the score sheet in the padfolio. - 
pick up by OC
● Send in team:

Judges, thanks for your deliberations, you'll now have 10 
minutes to provide feeback to this team about their 
presentation. Please do not divulge what scores were given 
or tell the team if they won the head to head matchup or 
not. I'm going to send the team in now.

● ** No audience for feedback (Only FA allowed in)
● Step outside and send in team

15:50 16:00 0:10 Feedback

● Let the judges give team feedback then ask them to leave

Time is up for this feedback session. I'll kindly ask the team 
to leave the room. Judges, I will now bring in the other 
team.
● Send team out, send team in

16:00 16:10 0:10 Feedback

Time is up for this feedback session. I'll kindly ask the team 
to leave the room.
Judges, this is the end of the day, thank you very much for 
your time and for your involvement with JMUCC.

16:10 16:20 0:10
Send judges out and return 
materials

Collect ALL case material from judges + your PRC box and 
bring them to MB 5.215
Sign out your tech equipment with Yousif before leaving - 
you are accountable for your assigned items!

16:30 Walk back to the Sheraton Get ready for the night EVENTS!!!!!!!!!!!!


