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20xx CONTEST NAME Contest Organizer Checklist / Task List

Contest Dates:________________________

Venue: _____________________

Organizing Committee and contact details.
	Portfolio:
	Name:
	Telephone Number(s):
	E-Mail Address

	Contest Director (CD)
	
	
	

	Chief Judge
	
	
	

	Treasurer
	
	
	

	Contest Site Organizer
	
	
	

	Etc…
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D1. Facilities and Equipment 

	Task Description
	By Who
	When

	1. Ensure accurately and clearly marked flight line(s) with centre and end box flag poles and flags.
	
	

	2. Chairs and Umbrellas / Gazebos for judges
	
	

	3. Demarcated Ready Boxes
	
	

	4. Clipboards, Pens for judges
	
	

	5. Stop watches 
	
	

	6. Score sheets all classes. 
	
	

	7. Appoint Scorekeeper, arrange for scoring program and scoreboard.
	
	

	8. PC with scoring Program, printer, cartridges and paper
	
	

	9. Catering Facilities
	
	

	10. Refreshments for Judges, line directors, and jury. 
	
	

	11. Frequency Control (if required)
	
	

	12. Shelter / Tent for pilots/planes.
	
	

	13. Function hall for social functions, meetings and Prize giving.   
	
	

	14. Security
	
	

	15. Toilets
	
	

	16. Charging facilities (Optional)
	
	

	17. Municipal Regulations
	
	

	18. Medical Assistance
	
	

	19. 
	
	


D2. Officials

	Task Description
	By Who
	When

	1. Appoint / Invite the required number of qualified judges/scribes for one or two flight lines. (Judging list and grading levels are available on the MAASA website.)
	
	

	2. Appoint a Contest Director
	
	

	3. Appoint Flight line Director(s)
	
	

	4. Appoint Jury 
	
	

	5. Appoint Runners to collect the score sheets from the judges. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	


D3. Finance
	Task Description
	By Who
	When

	1. Compile a Budget for the event. 
	
	

	2. Determine the cost of Officials – travelling, daily fee, refreshments and accommodation.
	
	

	3. Determine Entry if it is different to the MAASA recommendation Fee.
	
	

	4. Determine Protest fee.
	
	

	5. Submit the budget to the MAASA committee for possible financial assistance.
	
	

	6. Sponsorships - 
	
	

	7. 
	
	


D4. Model Processing
	Task Description
	By Who
	When

	1. Calibrated scale with 5kg or 5.5kg reference mass.
	
	

	2. a 2 Meter measuring device (F3A) 
	
	

	3. Sound measuring instrument/s.
	
	

	4. Voltmeter.
	
	

	5. Random Draw ball set in a bag used for model processing during the event.
	
	

	6. 
	
	

	7. 
	
	


D5. General

	Task Description
	By Who
	When

	1. Register the event with SAMAA
	
	

	2. Generate and Distribute the Entry Form for the contest.
	
	

	3. Entry confirmation sent to all pilots
	
	

	4. Generate the flight schedules for each day based on the number of entires for each class. Final draw to be done at the pilots briefing.
	
	

	5. Publish a list of available accommodation in the area.
	
	

	6. Provide a list of available practice sites in the near vicinity.
	
	

	7. Provide GPS Coordinates for Contest and Practice sites. 
	
	

	8. Trophies – Follow up that floating trophies are returned for the event. 
	
	

	9. Procure Permanent Trophies for all classes
	
	

	10. Good Bags
	
	

	11. Memorabilia 
	
	

	12. Ensure that the Contest Report and photographs available within one week of event.
	
	

	13. 
	
	


Notes:
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