Checklist for Ball Game Competition
Name of the Competition: _____________________________________________

Target: ____________________________________________________________

Teacher-in-Charge: __________________________________________________

Date: _____________________________________________________________

Time: _____________________________________________________________

Venue: ____________________________________________________________

	Deadline
	Work/ Preparation
	Remark

	
	(  Inform the teacher-in-charge for the competition

(  Booking of venue: ( Hall --- Office 

                   ( Playground 
(  Budgeting

· Set up rules and regulations for the competition

· Prepare the schedule

· Prepare prizes/ souvenirs

· Prepare the application forms          ( Print

· Publicity:      ( Assembly

                 ( Board

                 ( Class visit

· Application and collection of application forms

· Prepare the competition chart

· Tournament schedule by drawing lot

· Post up the tournament schedule

(  Prepare the resources:

    badminton shuttle cock/ football/ basketball/ volleyball/ badminton net/ volleyball net/ volleyball post/ goals/ recording sheet/ backing   board/ pen/ competition chart/ stopwatch/ whistle

(  Borrowing of materials:   ( Amplifiers, microphone

                          ( Long tables, chairs

                          ( Others ________________________

· Arrangement of officials:  ( _____________ referee(s)

                          ( _____________linesmen

                          ( ______________timer(s)

                          ( ___________ recorder(s)

· Photo/ recording

· Announcement of the result of competition

    ( post up the result

    ( announcement in assembly

· Acknowledgment

· Prize/ souvenir presentation

· Report and evaluation

· Financial report
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