ADMIN MANAGER WHAT YOU NEED TO DO

This is a quite a lot of work best shared with a couple of people working together.

If  using Navlight result generation a separate person need s to be trained to administer this

Pre-Event

· Have your name, address and phone number in the newsletter to receive all event entries.

· Receive and read the admin manual from Administration Co ordinator.

· Contact your admin helpers and make sure they will be attending the event and organise someone to help you to put entries into the computer.

· Receive the bank deposit books and financial forms from the Event Treasurer.

· Receive computer, training in its use, instructions and boxes of Admin equipment from Computer Liaison Officer. Check stock of sale items such as first aid kits, contact etc.

· Liase with Event Coordinator to get Final Instructions and waiver forms. Print sufficient to send to each team and volunteer.

· Process entries both online and paper
· Enter all teams into the computer.

· Bank the money.

· Handle phone inquires about the event.

· Bus: For 24 hr events, liase with competition manager regarding the hire of a bus for 24-hour events. Make a list of bus passengers, pick ups etc. Organise maps and clue sheets for the bus passengers. 
On the weekend prior to the event

· Fri night, contact the Catering Manager with estimated competitor numbers.

· Mail Final Instructions and “Waiver” forms to teams and to volunteers.(aim for Sun night)

· Fri night, Email Final Instructions to Webmaster for publication on the Website

During the week prior to the event

· If there is a total fire ban on the day of the event, the event is cancelled. During fire season, don't bank cheques till just after event so they can be returned if event cancelled.
· Refer to Competition Manager for process to cancel an event.
· Charge the laptop & mobile phone batteries, Check admin stuff like clock, light boxes and megaphone batteries work.

· Check with the Volunteer Coordinator to ensure volunteer’s T-shirts and thank you letters will be at the event.

At Event Before Start

· Set up & open Administration. (Open usually 2 hours before start)

· Brief your admin team on what you want them to do.

· Give out volunteer T Shirts.

· Register all teams and collect all outstanding moneys.

· Hand out maps , checkpoint clue sheets, intention maps and .navlights (if used)
· Check teams for car registration numbers, first aid kits and whistles.

· Display a list of teams entered.

· Manage sales & hires (hire out compasses, sell contact, First Aid kits etc)

· Furnish total competitor numbers and team numbers for announcement at the event briefing

· Hang out control cards.

· Make a hard copy list of control cards hung out and collected by competitors– So you know exactly what teams are on the course.

· With the event coordinator and course setter, conduct the final pre event briefing
At final Briefing

Organise voluteers to punch navlights

               Collect Intention Maps
During the event
· Make a list of all people who are helping out at the event. Give to Volunteer Recruitment Officer.

· Update computer records (teams and financials)

· Create manual records to be used in case of computer failure

· Record teams returning to the HH and going out again on the course. Collect their control card or punch navlight when they come in. Return when they go out again.

Just After the Event

· MOST IMPORTANT– At the end of the event, DETERMINE WHICH TEAMS HAVE NOT RETURNED. Method – Compare the returned control cards or Navlights with the list of control cards or navlights collected by competitors at the start. If missing, check car regos. and intention maps Contact a committee member and event coordinator  if teams are still missing..   It is not the admin manager's role to organise a search although you would be involved 
· Record teams finishing time and their scores. 

· Check and add up control cards punches or process Navlights 
· Enter results into the computer (keep results both on computer and manually)

· Print results in a format suitable for announcing results. 

· Announce results.

· Print and pin up a full list of results for all to view.

Post Event

· Give or post the entry forms to the membership secretary.

· Email results on day to Publicity Officers for newspaper publication.

· Email results to Webmaster, Newsletter Editor and Event Treasurer.

· Complete financial records. Email financial spreadsheets to Event Treasurer. Mail remaining financial stuff, deposit book and your expense claim to Event Treasurer.
· Return computer and admin equipment to Computer Liaison Officer report any sold out sale items.
· Thank you for a job well done.
ADMIN HELPERS

Pre event 

· The admin manager may contact you to help with the entry of the teams into the computer the weekend before the event.

Start of event

· Arrive 2.5 hours before the event to help set up the admin area. 

· The admin manager will instruct you what to do.

              Register all teams and collect all outstanding moneys

              Hand out maps and checkpoint clue sheets 

              Check teams for car registration numbers, first aid kits and whistles

              Sell & hire goods (hire out compasses, sell contact, First Aid kits etc)

                     Hang out control cards

During Event

· A few people will be needed to assist the Admin Manager but some of the admin helpers can help the caterers till competitors start returning.

· During long events admin helpers will need to be rostered  on and off duty as there needs to be someone at admin at all times to collect control cards of incoming teams (If short this can be done by the caterers in the middle of the night)

· Process scores of early finishing teams

At event finish

· Admin Manager will instruct you what to do

               Set up admin area to process results

               Write time and score on control cards

               Get competitors to add up own score

               Check and add up control card punches

               Help enter results manually and in the computer

               Check to see that all competitors have returned

               Print results 

Post Event 

· Make a claim for any expenses incurred on behalf of the VRA to the Event Treasurer

