Cascade Orienteering Meet Director’s Checklist

The checklist is arranged chronologically. At any time throughout the process, feel free to consult with Event Coordinator for advice, especially if you are event directing for first time. Consult the Officers page for names of coordinators.

	BEFORE THE MEET

	· Enter the meet details on the website: The event should already have been entered by the webmaster. Sign up for a website account so that you can edit the information yourself. Be sure the date, time (if different from the standard time), and location are correct. Set up volunteer signup form. Add or update driving directions. If land use permission is pending, mark this on the site, but be sure to update the page when permission is granted.

· Visit the venue and talk to previous director to learn about any park-specific issues. Make contact with land manager and work with them to determine any course-setting constraints.

· Procure a large vehicle for transporting equipment to the meet site. If you don’t have one, borrow one or find someone, perhaps the course setter, to help.

· Order portable toilets if needed. Ask Equipment Coordinator for vendors.

· Will e-punch be used? The Event Coordinator will usually determine this. If yes, make contact with E-punch Coordinator.

· Coordinate with course setter regarding the locations of the start and finish areas and any land usage concerns. If e-punch will be used, tell the Course Setter to get the list of controls to the E-punch Coordinator.

· Work with course setter to determine how many maps to print. It’s better to print too many than to run out.

· Land Use Coordinator will email you the permit and insurance certificate. Print these and bring them to the meet.

· Obtain event supplies from storage locker. Obtain the Registration, Start, and Finish boxes, registration forms, Zip-to-Start box and envelopes, cash box, punch cards if required, map bags if course setter does not have them, road signs, tables, chairs, pop-up shelters, bag of stakes, water jugs/cups, map boxes, club banner, start/finish banners, first aid backpack. Get locker information from Equipment Coordinator. If more Registration and Zip-To-Start forms are needed, contact the Equipment Coordinator. 

· If all volunteer slots are not filled three nights before the event, contact the Volunteer Coordinator, who will phone and email individuals.

· Print the list of volunteers and their time slots from the web.

· Put the course setter’s cell phone number and a parks contact number in your cell phone.

	DAY OF MEET

	· The morning of the event, place road signs to event site in accordance with website driving directions. Be sure arrows point  in correct direction and signs are visible.

· Post your cell phone number clearly at registration so you can always be contacted.

· In accordance with course setter's constraints, situate and set up the registration, start and finish areas. Start at least 1 hr. before registration opens. At e-punch events, e-punch staff will set up finish area.

· Make sure staff understands its duties, as outlined on separate checklists in Start, Finish, and Registration boxes.

· During event: Coordinate staff and deal with any problems that arise. Thank each volunteer. Mark any changes to the volunteer schedule. Pass out Appreciation Coupons (found in cash box) to any volunteers who request them (in lieu of points) and have worked a minimum of 1½ hours.  Make note of any trash sites reported by runners and pass info to your park contact.

· Registration closing: Ask staff to count money, including Zip-to-Start.

· Course closing: Check off on start list or e-punch computer list all finishers that have checked in to ensure all orienteers are back. Have course setter distribute master control maps to control pick-up crew and assign a set of controls to each person. Be sure that all e-punch units come back.

· Event clean-up: Ensure all participants, staff, and supplies are accounted for before leaving area. Pick up any trash in vicinity of start/finish/registration. If WIOL meet, organize trash pickup on courses. Be sure to pick up road signs. Take control flags, if it was a manual punch meet, and extra cups and water with you. E-punch staff will take registration forms, e-punch units, control flags, and e-punch tent and equipment.



	AFTER THE MEET

	· Email cascadeoc mailing list with any lost-and-found items.

· Close out cash box: Count the cash. Return to the box what was there to begin with (marked on the lid of the box). Keep the remainder; you will write a personal check for that amount.

· Fill out "After Event Report" Form, found in secure area of website: Collect appropriate information from course setter, registrar, and, if E-punch event, online Winsplits. If any injuries occurred, note to whom, nature of injury, and what action was taken. Submit one copy to the Event Coordinator and one copy to the Treasurer (see below).

· Return event equipment to storage locker. Report any missing or damaged items, and any first aid supplies used, to the Equipment Coordinator.

· If e-punch was not used, check punch cards and post results to the web. (For E-punch meets, the E-punch coordinator takes care of results.)

· Submit membership forms to Membership Coordinator.

· Report volunteer hours to the Volunteer Coordinator.

· Settle finances: Submit one copy (by mail) of "After Event Report" form to the Treasurer along with expense receipts, registration sheets (manual punch event), checks collected at registration, and a personal check for the cash collected at registration. Submit invoice for your expenses with receipts attached. All checks should be made out to "COC".

· Send thank you note to your park contact.




