PROCEDURE FOR ANNOUNCING WINNERS AND PRESENTING CERTIFICATES
Prior to start:

Certificates are placed in folders by podium in order of distribution.  
Pens or other identical gifts are to be with the person in charge of winners signing off that they received money with their awards.
Folders:

1. Open certificates in their certificate holders are placed in reverse order in the folder with any sponsorship envelopes or vouchers/etc. paperclipped to the appropriate certificate.

2. Cover sheet on top of certificates indicates the Event Name, whether it is a team or individual event, if there is a sponsor for the event, and if so, what the students will receive.  It then lists the winners in order of fifth to first place.  (See Script for Awards)

Procedure:

1. Person announcing at podium will open up folder, remove the cover sheet, and hand folder with the certificates to the state officers.
2. The person will read from the cover sheet the event name, whether it is a team or individual event, if there is a sponsor for the event, and if so, what the student will receive.  The person will pause to make sure the winner is on the podium before calling down the next winner.  If it is a team event, all team members should be on the podium in the order in which they were called down (usually alphabetical).
3. A state officer on the risers will verify the accuracy of the certificate and then present the certificate.
4. The student(s) receiving the award(s) will walk to the indicated location (between the state officer giving the award and the photo area) to sign for any scholarship/item that is associated with that event.  (At this point if pens are given out, here is a good spot.)
5. Then the student(s) will proceed to the photo area.

6. This will continue until all awards have been given for an event.  

7. The photographer will possibly take an individual photo of winner.

8. The photographer will then take a group photo of all winners of that particular event.  

9. Winners will go back to their seats and the procedure will continue for the next event.
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