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Monthly To Do Check List 

July: 

   1. Reserve buses for the State Academic/Speech Meet and put the State Meet on the School Master 

Calendar. 

September: 

   2. Plan to attend a meeting with all schools in your district.  If you have not heard from your district 

coordinator by the end of September, contact them about setting up a planning meeting. 

   3. Order practice materials for the academic events.  Some suggested places for ordering materials are: 

UILtexas.org, Champcraft.com, Aswenterprises.com, AMT Testing Services, Hexco 

October: 

   4. Attend the district planning meeting, prepared to sign up school personnel for proctoring/grading and/or 

judging speech events at the district meet. 

   5. Reserve buses for the District Academic/Speech Meet and put the Meet on the School Master Calendar. 

   6. Reserve hotel rooms for the district and state meets (if necessary).  

   7. Complete the Scope training and Certification Test on TAPPS.net. 

January: 

   8.  Mail Newspaper and Yearbook to district judge, if necessary. 

   9. Meet with school sponsors of all academic/speech events to compile a complete list of participating 

students. 

   10. Obtain a Student Acknowledgment of Rules form for each participating student. (See pages 5-6) 

   11. Obtain a Fine Arts Professional Acknowledgement of Rules form from each academic/speech event 

sponsor. (See page 7) 

  12. Send Speech documentation to the district speech coordinator. (See pages 8 – 9) 

   13. Enter all students in the district meet on tappster.com (See pages 10 – 11) 

  14. Have a meeting with all participating students to give them information regarding the district and state 

meets. 

February: 

    15. Make any changes to participating students on tappster.com before the district deadline. (See page 12) 

   16. Send reminders to students/parents and faculty chaperones about the district meet. 
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   17. Attend the district meet. 

   18. Sign up to bring proctor/graders and/or speech judges to the state meet. 

   19. Contact the state meet hotel with more exact room numbers and a rooming list. 

March: 

   20. Have a student meeting with all state qualifiers to give them more specific information regarding the 

state meet. 

   21.  If any of your state qualifying students cannot attend the state meet, notify the district coordinator 

before the state meet deadline. 

April: 

   22. Attend the state meet, with all state qualifiers and proctor/graders and speech judges. 
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Speech Documentation Information 
 

The District coordinator or assigned Speech coordinator for the district is responsible for collecting 
all speech documentation, reviewing the documentation, and working with the district schools to 
ensure that all pieces are appropriate and follow the TAPPS speech policies as stated in the TAPPS 
academic rules.  The following documentation should be sent to the District Speech coordinator: 
 

Proof that the material is printed and published must be made available to the Meet Director on the appropriate 
form for all contestants prior to competition for Solo, Duet, Prose and Poetry. Violation of this rule will result in 
disqualification.  
 

1. Documentation must include:  
 

a. At least two of the following: title page, table of contents, index, and/or copyright.  
b. A full cutting of the manuscript to be performed must be submitted.  
c. Internet sources are not acceptable.  

 
Examples of acceptable documentation include the original published source or a photocopy of the 
Library of Congress cataloging information. If an on-line data service is used for oratory or persuasive 
speaking research, the URL information must be included on the printed page.   All internet sources used 
for persuasive speaking must be printed out, computers are not allowed for use in the research room. 

 
2. Documentation must be photocopied and attached to the appropriate Speech Documentation Form. 
This documentation should be provided to the District Meet Director prior to the District Meet.  

 
3. The District Meet Director will forward documentation for the State Qualifiers and Alternates to the 
State Speech Classification Coordinator.  

 
4. The District Meet Director will forward the Speakers/Selection Annual Summary which lists each 
school’s contestants, pieces, and authors to the State Speech Classification Coordinator.  

 

5. The original source must be available at the district and state meet and shall be provided to the meet 

director/speech coordinator upon request. 

 

The Speech Documentation Form can be found on the TAPPS.net website by choosing Forms from the 

tabs at the left, then scroll down to the Fine Arts – Academic list and choose Speech Certification and 

Documentation.  This form can be filled out on the computer, but must be printed and attached to 

documentation for each piece.  The next page contains a copy of this form.  



TAPPS Academic/Speech 
School Coordinator Manual 

9 

 

  



TAPPS Academic/Speech 
School Coordinator Manual 

10 

 
TAPPSTER for the School Coordinator 

1. Entering Students into tappster.com and adding “Academics” to the Student Participation area. 

 

a. From the home screen, select “Students” from the 

options on the left. 

 

 

 

 

 

 

 

 

b. To add “Academics” to the an existing student’s 

participation list, choose “Edit Student” from the 

bottom of the page, and then click on “Academics” 

under the Student Participation area. 

c. To add a student, select “Add New Student” from 

the bottom of the page.  Fill out all of the student’s 

personal information, then choose “Academics” 

under the Student Participation area. 
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2. Entering Students in the District Academic/Speech Meet. 

a.  From the home screen, select “Entries” from the 

options on the left. 

 

 

 

 

 

 

 

 

b.  Select the “Academics” tab from the top.  All of 

your current entries will show up below the 

participation options. 

c.  To add a new entry, click the “Add New Entry” icon 

at the bottom of the screen. 

 

 

 

 

 

 

 

 

 

 

 

d. Select an entry type, and a list of students who 

have been marked as participating in academics will 

appear.   

 

 

 

 

 

 

 

 

 

 

 

e. Select a student for the event, and then click save.  

You will have to go through this process for each 

participant in each entry type. 

f. When you have completed your entries, you can 

check them by going back to the “Entries” screen.  

You will note that it should say “NO” under both 

“Registered District” and “Registered State”.  This is 

OK.  They will not be registered in the district meet 

until your district coordinator officially registers all 

the participants.  You may make changes to your 

entries while the registered notice says “NO”.  Once 

the district coordinator officially registers the entries 

you will no longer be able to make changes to your 

entries without help from your district coordinator. 
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3. Making Changes to District Entries 

a. Go to the “Entries” screen and choose “Academics” 

b. Choose the student you would like to remove from 

an event by selecting the circle to the left of the 

student’s name and then choose “Edit Entry” from 

the bottom of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. Choose the student that you would like to enter in 

the event in the place of the current entry by clicking 

on the student’s name.  Then click Save at the bottom 

of the page.  Reminder: You will not be able to make 

these changes after the District Coordinator has 

officially registered the students for the district 

meet! 

 

 

 

 

 

 

 


