Organisation Notes:-
	Note
	Action
	Done
	Date

	-Set up Masters Games bank account
	Using club account
	Yes
	9/2/16

	-Copy of Insurance Policy
	Done. Sent to MG co-ordinator
	Yes
	9/2/19

	-Cleaning during the games
	Club to do the courts. Hall only cleaned twice a week so club will need to do daily. Hire big bin for extra rubbish and split cost with table tennis
	
	

	
	Room outside toilets for Sports Med.
	
	

	
	Classrooms still being used by school if needed.
	
	

	-Canteen
	Van has offered to run Canteen. Lyn to do expression of interest for table tennis and school to see if anyone else wants to do catering.
	
	

	-Publicity- who, what, when, how
	Send out flyer to Governing bodies
	Yes
	9/2/16

	
	Update face-book page new logo and master games logo to be added on
	
	

	
	Interview with Kieran Satour-M.G. Bulletin
	Yes
	22/4/16

	
	Send flyer to Kay for redistribution
	Yes
	9/2/16

	
	Send flyer to past players
	Yes
	9/2/16

	
	
	
	

	
	
	
	

	-Email addresses for interstate badminton associations to distribute to members
	Letitia has sent out flyers. MG office making sure on events calendar for peak bodies. Lyn sent out to interstate clubs
	Yes
	28/03/16

	- Create information pack for emailing after entry

	Letitia has the list
	
	

	-Create and accept flyer for distribution
	Letitia has designed a draft poster 
	Yes
	9/2/16

	-Check with Kay re rules, code of conduct and dress code
	Lyn to contact Kay – waiting on a reply
Use B.A. rules
	
	

	-Check and confirm booking and costs with Chifley
	Booking confirmed. $42.00 menu selected. Room hire $190. Need to set ticket price.
	Yes
	

	-List of equipment needed to run the games
	Start list and add on as necessary
	Ongoing
	

	-Purchase of shuttles
	Test shuttles from S.A
	Ongoing
	

	-Decision of software program
	Software purchased. Cal to do computer work. Lyn going to Darwin to see learn to run a tournament
	Yes
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	-Possible budget using last year’s figures
	Lyn to create (ongoing)
	
	

	-Roles for people involved in organising the games
	Continue developing 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	














Financial Predictions
Income:
	Event
	No of Players
	Entry Fee
	Total

	Teams 
	9 teams of 6 players
	54 x $45
	$2430

	Individuals
	63
	63 x $65
	$4095

	
	
	
	TOTAL                   	$6525



Costs
	Item
	Provider
	Quantity
	Cost
	Notes

	Hall Hire
	OLSH
	7 days
	$1000
	Email from Ian

	Shuttles
	Calibre
	50 dozen
	$1500.00
	

	Airfare from Melb
	Qantas
	Return fares 
	$351 + $289
	Booked

	Reimbursement
	Kay Coady
	7 days
	$250
	Lost wages

	Stationary
	Paper, Printer Ink, blue tack, pens, textas, whiteout, pencils, rubbers, paperclips, etc
	
	

	Equipment
	Microphone, speakers, music, podium, table for medals, seats for VIP guests and ambassadors, printer, folders, laptop, tournament software, internet, brooms, mop and bucket, towels, 

	
	

	Sports Med
	Esky, ice, cold packs or plastic bags, first aid kit, table with mat, towels,
	
	





















Roles for Masters Games
	Role
	Person
	Responsibilites

	Sports Coordinator
	Lyn Ansell

	-Liase with MG office
-Complete all paperwork on time 
-Ensure all jobs are allocated and done
-Deal with all enquiries and emails
-Collect and collate entries
-Ensure all equipment is ordered and delivered on time

	Sports President
	Jacob Koshy
	-Promote badminton
-Oversee running of the games
-Deal with disputes/problems

	Results Coordinator
	Cal McMahon / Warren Scale
	-Create an excel spreadsheet for results to be recorded
-Email results to MG office every day at the end of play
-Liaise with Tournament Programmer to ensure results are entered correctly at the end of each match

	Sports Medicine Officers
	Dow Williams
	-Complete sports med course and other requirements
-Provide at least one sports medicine person at the courts whilst badminton is being played

	Court Coordinator
	Lyn Ansell
	-Ensure nets are erected correctly and at the proper height
-Sweep between matches and mop at night
-Pick up used shuttles and dispose of each day
-Provide chairs for line judges in the correct positions


	Tournament Programmer
	Cal McMahon
	-Enter all data into the tournament software
-Ensure the draw is displayed as early as possible the day before competition
-Enter all results into the computer and update the scores at the end of each day
-Liase with Results Coordinator to get results to MG office at the end of play each day

	Presentation Night Coordinator
	Lyn Ansell
	-Create and sell tickets for the presentation night
-Ensure money and tickets balance
-Liaise with Chifleys regarding numbers and room requirements
-Decorate room



