MEET DIRECTOR – 
· To oversee the entire competition and be able to spot trouble area prior to it happening. 

· To ensure that competitors, officials, the audience and the volunteers have a memorable experience.

· To budget, plan, coordinate, communicate and schedule the entire event.

Prior to competition

· Firm up dates and book facility. Publish the dates to sanctioning body and participating organizations (BCRSGF, Zone 5 clubs and VRGS).

· Make budget allocation and decisions.

· Prepare official first bulletin that includes tentative schedule, fees, registration dates, registration form, summary form, waiver form, medical form and any souvenir item order forms.

· Coordinate the design of the medals, logos and other creative.

· File and keep track of all the waivers, consents, and medical forms.

· Double check fees collected against registration and perform necessary banking.

· Get an estimate on number of participants from each club for budget and planning purposes (especially medals, schedule)

· Consult with committee on admission charge, program advertising and other logistics.

Day of competition

· Make decision and adapt as is necessary during the course of the competition.

· Changes the length of breaks if necessary.

· Decide on award ceremony logistics, like who will do the presentation, whether the girls wear their body suits, etc.

· Make decisions on opening ceremony, 

· Ensure there is march-out music and O Canada where necessary.

· Make payments for judges’ honorarium at the end of competition where possible.
TECHNICAL DIRECTOR – to ensure that all the competitive logistics are fair and well understood by all clubs and coaches. He / she must have some understanding of the norms of a competition and/or technical rules of the sport to be able to anticipate trouble areas.

Prior to competition

· Check ceiling height of facility, check carpets and draw out basic floor plan. Communicate and special setup to setup coordinator.

· Confer with Judge responsible on how many panels, single or double, how many judges and from where (to be able to determine/estimate traveling expenses).

· Confer with Judge responsible on whether technical videotaping is required for the entire competition.

· Confirm with judge responsible on forms to use.

· Create organizing committee - for VRGS; we usually get the board members to each take one of the areas. E.g. hospitality, set up, etc.

· Prepare tentative competition schedule.

· Process the registrations via a spreadsheet so minimize re-entry. 

· Print, count and make enough copies of judging forms required.

· Decide and include in the first bulletin whether coaches are suppose to submit one or multiple copies of the routine scripts and the deadline.

· Use the rotation order to sort scripts submitted for National Stream gymnasts. Write the gymnasts ID on the form if possible. One option will be to make copies after the originals are sorted. There should be a charge for copying on a per gymnast basis up

· Make sure the judges and volunteers are aware of any special time constraints.

· Ensure all stationeries are available:

· Calculator

· Stop watch

· Pencils and pens

· Scrap paper

· Staples and stapler

Day of competition

· Make sure the judging panels are documented and filed, which judge, (along with their ID) judged which routine.

· Attend the technical meeting to talk about any special logistics and scratches.

· If there is a double panel, need to have a decision with judge responsible and meet director on whether we skip the gymnast and retain the rest of the order or push the next gymnast from the same panel up one. (From music sorting and other logistics, it is much easier to skip the gymnast scratched and stick to the original order).

