· What needs to be done?                 

Sample Task List

Prepared for large Championship timed for January

	Task
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan

	Progress Meetings
	(
	(
	(
	(
	(
	(
	(
	

	Sponsors Liaison Meeting
	
	(
	
	(
	(
	
	
	

	Liaison with Council
	
	
	(
	
	(
	
	
	

	Prepare Budget
	
	
	(
	
	
	
	
	

	Design contest logo
	
	
	
	
	
	
	
	

	Prepare documents for Sponsor
	
	
	(
	
	
	
	
	

	Approach and confirm minor sponsors
	(
	(
	(
	(
	(
	
	
	

	Council permit application
	
	
	(
	
	
	
	
	

	Liquor license application
	
	
	
	
	
	(
	
	

	Select YNZ approved Race Officer
	
	
	
	(
	
	
	
	

	Prepare preliminary Notice of Race
	
	(
	
	
	
	
	
	

	Obtain club mailing list from YNZ
	
	(
	
	
	
	
	
	

	Prepare Notice of Race
	
	
	(
	
	
	
	
	

	Submit Notice of Race to YNZ for approval
	
	
	
	(
	
	
	
	

	Mail out Notice of Race
	
	
	
	(
	
	
	
	

	Newsletter
	
	
	
	(
	
	
	
	

	Reminder to clubs of closing date
	
	
	
	
	
	
	(
	

	Confirmation of entries to skippers
	
	
	
	
	
	
	
	(

	Contact boat owners for rescue boats duties
	
	
	
	
	(
	
	
	

	Order T-Shirts
	
	
	
	
	
	(
	
	

	Organise speakers for prizegiving etc
	
	
	
	
	
	(
	
	

	Invite dignitaries for opening/closing ceremony
	
	
	
	
	
	(
	
	

	Complete event report for YNZ and Sponsors
	
	
	
	
	
	
	
	(

	Print certificates
	
	
	
	
	
	(
	
	

	Arrange sailmaker/chandlers to be available
	
	
	
	
	
	
	(
	

	Arrange after match socials
	
	
	
	
	
	(
	
	

	Prepare official notice board
	
	
	
	
	
	
	(
	

	Prepare sign on/off sheets
	
	
	
	
	
	(
	
	(

	Prepare Risk Management Plan
	
	
	
	
	
	
	
	

	Arrange security
	
	
	
	
	
	
	(
	

	Prepare and have approved Sailing Instructions
	
	
	
	(
	(
	(
	
	

	Advise harbour authority
	
	
	
	
	
	
	(
	

	Arrange protest committee
	
	
	
	
	
	(
	
	

	Arrange committee boats
	
	
	
	
	
	(
	
	

	Arrange flags etc
	
	
	
	
	
	
	(
	

	Book venue for measuring
	
	
	
	
	(
	
	
	

	Arrange jigs etc
	
	
	
	
	
	(
	
	

	Arrange Marquees
	
	
	
	
	(
	
	
	

	Arrange Coolstore
	
	
	
	
	(
	
	
	

	Arrange Portaloos
	
	
	
	
	(
	
	
	

	Arrange Furniture
	
	
	
	
	
	(
	
	

	Arrange Signage
	
	
	
	
	
	
	(
	

	Arrange Flagpoles
	
	
	
	
	
	(
	
	

	Arrange Burgees
	
	
	
	
	
	
	(
	

	Arrange Ramps
	
	
	
	
	
	(
	
	

	Arrange food caravans
	
	
	
	
	(
	
	
	

	Arrange Kitchen facilities
	
	
	
	
	
	(
	
	

	Arrange extra electricity/ phone lines
	
	
	
	
	(
	
	
	

	Arrange wash down hoses
	
	
	
	
	
	(
	
	

	Arrange PA system
	
	
	
	
	
	
	(
	

	Arrange boat storage area
	
	
	
	
	
	
	
	(

	Arrange traffic controls
	
	
	
	
	
	
	(
	

	Arrange welcome packs
	
	
	
	
	
	(
	
	

	Information desk
	
	
	
	
	
	
	
	(

	Recover trophies from last winner
	
	
	
	
	
	
	(
	

	Arrange photographer for prizegiving
	
	
	
	
	
	(
	
	

	Grog supplies
	
	
	
	
	
	
	(
	

	Catering supplies
	
	
	
	
	
	
	
	(

	Press releases
	
	
	
	(
	
	(
	(
	(

	Advise close residents
	
	
	
	
	
	(
	
	

	Prepare programme
	
	
	
	
	(
	(
	
	

	Programme to print
	
	
	
	
	
	
	(
	

	Signpost directions
	
	
	
	
	
	
	(
	

	Personnel Roster 
-On Water
	
	
	
	
	
	
	
	(

	Personnel Roster 
-Site Preparation
	
	
	
	
	
	
	
	(

	Personnel Roster 
-Measuring
	
	
	
	
	
	(
	
	

	Personnel Roster 
-Bar
	
	
	
	
	
	
	(
	

	Personnel Roster 
-Catering
	
	
	
	
	
	
	(
	

	Personnel Roster 
-Cleaning
	
	
	
	
	
	
	(
	

	Personnel Roster 
-Registration
	
	
	
	
	
	
	(
	

	Personnel Roster 
-Rescue boats
	
	
	
	
	
	(
	
	

	Personnel Roster 
-Beach warden
	
	
	
	
	
	
	(
	

	Personnel Roster 
-On shore officials
	
	
	
	
	
	(
	
	

	Personnel Roster 
-Spectator craft
	
	
	
	
	
	
	(
	

	Personnel Roster 
-Final clear up
	
	
	
	
	
	
	(
	


