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	ORGANISING COMMITTEE / MEET DIRECTOR CHECKLIST
FOR A CLUB OR AREA RUN MEET


	Requirement
	Who
	Completed

	Before the Meet - Organising Committee
	
	

	Date - set and approved (by Area if applicable)
	
	

	Program - set and approved
	
	

	Advertise the Meet - NSW Swimmer, local newspaper, flyers, personal contacts
	
	

	Obtain local Council/pool management approval - pool booking and equipment
	
	

	Obtain and confirm sponsorship
	
	

	Order prizes and medals 
	
	

	Volunteers - obtain, arrange and schedule (including runners, food servers etc )
	
	

	Order/Arrange for all catering items (suppers, BBQ and other as required)
	
	

	Admission arranged for competitors, spectators and officials with the pool management
	
	

	Arrange for the keying of all entries prior to the Meet
	
	

	Programs to be printed, including officials’ copies, ready for purchase
	
	

	Before the Meet - Meet Director
	
	

	Electronic - equipment booked - if available

Manual - timekeepers and watches - make sure sufficient numbers are available
	
	

	Semi Automatic timing hired and arranged
	
	

	Arrange for delivery to the pool of any equipment required
	
	

	Original entries and summary sheets are to be brought to the pool
	
	

	Results and judges sheets ordered
	
	

	Officials appointed and notified
	
	

	Arrange for delivery to the pool of all stationery items
	
	

	Warm up procedures - allocate clubs lanes if necessary and advertise in program
	
	

	On Meet Day - Meet Director
	
	

	Make sure that lane ropes are installed and tightened
	
	

	Marshalling area - seating and sun protection is provided if the meet is outside
	
	

	Set up presentation area and dais if required
	
	

	Event / claims board - arranged so all competitors can see it
	
	

	Backstroke flags and false start rope - in place and tested
	
	

	Lane markers
	
	

	Result board
	
	

	Lap counters if required are available
	
	

	Starters stand and equipment checked
	
	

	Judges stand or chairs are put in place
	
	

	Recorders table and equipment - in place
	
	

	Public address system - any special instructions for the announcer
	
	

	Chairs and sun protection for timekeepers is provided
	
	

	Catering - Morning tea and Lunch breaks for officials
	
	


End of Meet - Meet Director

Ensure results are delivered to all relevant people and clubs attending the meet. Where qualifying times are submitted to Swimming NSW, ensure names of Referee and Starter are included.

Write a report, brief if nothing out of the ordinary happened. Include any major incidents or recommendations for future improvements.




