SAMPLE

 DIVISION CHAIR DUTIES

HEAT SHEETS

1. Establish a printer to print, collate and staple heat sheets.   Make sure they understand the turnaround time which is usually one day
2. Attempt to find printing for free or reduced cost, paper donated, etc.
3. Design a cover and pick out colors for heat sheets (recommend two different colors, one for Friday and one for Saturday)
4. Find chairman early to work on donations and sell ads
5. Establish cost for ads and sell as many as possible to cover cost
6. Establish cost of heat sheet, discuss at division meeting
7. Discuss number of heat sheets to print according to number of swimmers.  With 300 swimmers per session recommend 250-300 heat sheets per session
8. Plan to give away 20-30 heat sheets per session
TENTS


2 PER TENT

CLERK OF COURSE
2

COACHES


2 PER TEAM

REFEREE AND ASST
2 (1 EACH)

STARTER


1

MEET DIRECTOR

2

CONCESSIONS

1

RECORDS


1

9. Highlighters are a good idea but only sold 50-100
10. Find workers to sell at meet (need two first half and one second) fairly easy job, good seat for meet
11. Be prepared to begin selling at the beginning of the first warm-up
12. Need table, two chairs and cash box with change
13. Report number printed, number sold and recommendations for next year
DIVISION CHAIR DUTIES

DECORATING

1. Check timer trays for condition and repair or replace
2. Plan for flowers and planters wherever necessary 
3. Plan for flowers and baskets around concrete directional buckets
4. Plan color coordinated cups, chairs markers, etc for coaches and dispensers for coaches water and Gatorade
5. Hang banners from each team
6. Help with overall appearance of pool and all areas
7. Plan entry way flags, banner for welcome, etc.
8. Report everything done this year and make suggestions for next year.
DIVISION CHAIR DUTIES

BADGES

1. Establish titles for badges
RECOMMEND: 
STROKE AND TURN

15




DECK MARSHALL

10




CLERK OF COURSE

10




REFEREE


2




ASSISTANT REFERREE
2




STARTER


2




RECALL STARTER

2




RECORDS


5




COMPUTER


5




HEAD TIMER


2




ASST. TIMER


2




HOSPITALITY

8




MEET DIRECTOR

2

2. Buy holders for badges
3. Print badges and place in holders
4. Place on display in area of officials meetings
5. Report all duties performed and recommendations for next year
 DIVISION CHAIR DUTIES

FACILITIES

LIST THINGS THAT MUST BE COMPLETED AT YOUR POOL BEFORE DIVISIONALS BEGIN

