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PRE-TOURNAMENT

	NR
	TASK/DUTY
	REF
	COMPLETE

	1
	Appointment of Team Manager
	
	

	2
	Request Team Managers Instructions Manual
	
	

	3
	Obtain Invitation Letter from SAALAA Chairperson
	
	

	4
	Obtain List of team Members from Selection Committee
	
	

	5
	Arrange Meeting with team Members (& parents)
	
	

	6
	Complete relevant documentation:
	
	

	6.1
	NC1 (To be submitted to SASACC)
	
	

	6.2
	NC2 (To be submitted to SASACC)
	
	

	6.3
	Federation Declaration (To be submitted to SASACC)
	
	

	6.4
	Participants Indemnity
	
	

	6.5
	World Championship Entry/Registration Form
	
	

	6.6
	Boat Registration
	
	

	6.7
	Current Medication
	
	

	6.8
	Authorisation for Minor Medical Treatment
	
	

	6.9
	Junior Transportation Permission
	
	

	6.10
	Acceptance of documentation issued to members
· Code of Conduct
· Policy on National Colours
· Fipsed – Anti-Doping Policy
· National Anthem
	
	

	7
	Obtain Certified Copies of Documentation:
	
	

	7.1
	Medical Aid Card
	
	

	7.2
	ID/Passport
	
	

	7.3
	VISA
	
	

	7.4
	Skippers Licence
	
	

	7.5
	COF - Boat
	
	

	8
	Compile Budget 
	
	

	9
	[bookmark: _GoBack]Establish Parental support and Medical Issues
	
	

	10
	Establish Accommodation Costs
	
	

	11
	Confirm Accommodation (booked by former TM)
	
	

	12
	Investigate modes of Transport
	
	

	13
	Establish Transport Costs
	
	

	14
	Investigate flight times and cost
	
	

	15
	Arrange uniforms for team members & officials
	
	

	16
	Hold team meeting to convey all costs
	
	

	17
	Decide on flight days & Times at meeting
	
	

	18
	Book Transport
	
	

	19
	Book Return flights
	
	

	20
	Draft Room Allocations
	
	

	21
	Distribute in writing all costs to team members
	
	

	22
	Issue Receipt for all monies collected
	
	

	23
	Maintain detailed financial records
	
	

	24
	Distribute uniforms if not already done
	
	

	25
	Collect Flag, Anthem and 1st Aid kit form Centre
	
	

	26
	Maintain communications to team members
	
	



DURING TOURNAMENT

	NR
	TASK/DUTY
	REF
	COMPLETE

	1
	Organise Transport to accommodation
	
	

	2
	Move team to accommodation and settle in
	
	

	3
	Deal with any accommodation issues
	
	

	4
	Purchase groceries if required
	
	

	5
	Transport Team and equipment to and from tournament daily
	
	

	6
	Set up meeting place at venue
	
	

	7
	Provide Organising Committee with Flag & Anthem
	
	

	8
	Provide Organising Committee current team list
	
	

	9
	Attend Team Managers Meeting
	
	

	10
	Pass on info from the meeting to team members
	
	

	11
	Organise & distribute meals
	
	

	12
	Attend to the team’s needs whilst competing
	
	

	13
	Keep Team notified of events or changes to schedule
	
	

	14
	Ensure adequate shade and hydration
	
	

	15
	Maintain financial records (i.e. lunch orders)
	
	

	16
	Have Team meetings as required
	
	

	17
	Collect score sheets to pass to team and Prov/Ass/Fed
	
	

	18
	Organise End of Tournament Dinner/transport
	
	



POST-TOURNAMENT


	NR
	TASK/DUTY
	REF
	COMPLETE

	1
	Confirm Departure with Team
	
	

	2
	Pay Accommodation
	
	

	3
	Check hire vehicles for any damage and clean
	
	

	4
	Check condition of accommodation prior to vacating
	
	

	5
	Check for items left behind
	
	

	6
	Confirm numbers travelling to airport
	
	

	7
	Return to airport and return hire vehicle (with full fuel tank)
	
	

	8
	Do not leave any junior team members unattended
	
	

	9
	Provide full accounting to Prov/Ass/Fed, Team members and parents
	
	

	10
	Provide written report to Prov/Ass/Fed
	
	

	11
	Give score sheets to Prov/Ass/Fed
	
	

	12
	If required, write letters of thank you to assisting parents
	
	

	13
	Return flag and Anthem
	
	




AFFILIATED TO:[image: cid:image006.png@01D0E549.69536230]
image1.jpeg




image2.png




