ORGANISER’S CHECKLIST
2 Weeks (minimum) Before the Event

· Check with Co-ordinator that access has been granted

· Agree Start/Finish and Registration with Planner

· Look for helpers and someone to tow the MOO
1 Week before

· Complete Risk Assessment

· Get Risk Assessment counter-signed by someone Event Safety Trained

· Update website with details

· Update Inf O Line if in use

· Check that Planner has created the event in a Club computer
· Check you have registration forms, public liability form, accident report form, risk assessment, start lists

· Confirm who is collecting maps

· Put a float together (about £30 in £1s and £5s)

· Check equipment in MOO (remember cups, water, juice)

On the Night
· Set up Mobile Orienteering Office

· Put up signs if necessary

· Set up Start/Finish (signs if necessary)

· Get Organiser/Planner details and next event onto Printer 

· Register participants using PIMS forms (all non NIOA members must fill in address for insurance purposes)

· Issue or stamp Junior passports (not just for members)

· Remember to collect dibbers but keep separate from unused until after the event

After the Event

· Tidy up the area and the MOO

· Check equipment is all back and report anything missing or faulty

· Create results and either post on website or send to Declan

· Save event

· If there has been an injury, report forms should be sent to BOF within a week

· Cash taken should be given or sent to Harry Bell with any expenses taken out (mileage can be claimed at 15p per mile)
· Registration sheets to be sent or given to Helen Baxter
If you have used this checklist please feedback any good ideas or suggestions to Helen (rdonioa@btinternet.com)
