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Appendix 2 
 
Host Organiser Checklist 
Note: this list is not an exhaustive list and will need to be adapted for each tournament  
 
 

Task Timeline 
Familiar with all requirements and regulations to host a tournament 12 - 10 months prior to the tournament 

Agree a date with the local MA and BOC 12 - 10 months prior to the tournament 

Secure the venue 12 - 10 months prior to the tournament 

Check no other major events are occurring in the same area at this time 12 - 10 months prior to the tournament 

Complete the Sanction form - submit to BOC 41 weeks prior (9.5months)  

Local MA to apply for sanction (on-line) 9 months prior to start of tournament * 

Form an Organising Committee/Group 9 months prior to start of tournament 

Agreement/MOU between the HO and BOC identifying roles, responsibilities and financial arrangements 8 months prior to start of tournament 

Agreement/MOU between the HO and the local MA identifying roles, responsibilities and financial arrangements 8 months prior to start of tournament 

Work on and confirm all details and arrangements required for the prospectus As from sanction being approved 

ED to commence dialogue with the Referees - introduction etc Approx. 115 days prior to start of the tournament 

Send the prospectus and required forms to BOC and Referees 104 days prior to start of tournament 

Prospectus and required forms to be approved by BOC and Referee 99 days prior to the start of the tournament * 

Start the Umpire recruitment process 90 days prior to the start of the tournament 

Start the volunteer, including line judges, recruitment process 90 days prior to the start of the tournament 

Secure all required equipment, transport, accommodation 90 days prior to the start of the tournament 

Confirm medical personnel and other required contractors 60 days prior to the start of the tournament 

Confirm accommodation for Umpires, Referees, Contractors and Staff 60 days prior to the start of the tournament 

Send detailed venue plan to Referee 60 days prior to the start of the tournament 

Arrange trophies/medals 60 days prior to the start of the tournament 

Arrange/confirm Umpire, Line Judge and Volunteer uniforms 60 days prior to the start of the tournament 

Complete Referee checklist - note this document includes a lot of the information listed below Within 7 days of receiving 

Entries close 4 weeks prior - on a Tuesday - to the start of the tournament * 

Create a schedule overview based on entries received, send to and discuss with Referee Within 7 days of entries closing 

Confirm volunteer rosters and roles 2 - 3 weeks prior 

Confirm Umpires and availability - send to the Referee  2 - 3 weeks prior 
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Send out information to umpires - transport, accommodation, uniforms, allowances etc 2 - 3 weeks prior 

HO to receive TP file and license from BOC 2 weeks prior to the start of the tournament - (Wednesday) * 

Collate withdrawals, send to Referee as received As from 2 weeks prior 

Ensure all required health and safety plans and other legal requirements are met During the week prior 

Confirm airport pick-up arrangements and schedule During the week prior 

Confirm the transport schedule and arrangements for practice and during the tournament During the week prior 

Confirm venue set-up arrangements (incl volunteers), delivery of equipment etc During the week prior 

Confirm venue branding  During the week prior 

Confirm streaming, live score and media arrangements During the week prior 

Send a copy of the players information hand-out to Referee  During the week prior 

Confirm details for Managers and Umpires meetings During the week prior 

Confirm medical arrangements During the week prior 

Arrange Managers packs and meeting sign-in forms During the week prior 

Arrange times to meet the Referee, including a venue walk through During the week prior 

Prepare draft schedule for day 1 of play - send to Referee During the week prior 

Confirm to the Referee the number of line judges available for each match each day During the week prior 

Organise prizemoney cash and associated paperwork During the week prior 

Organise the practice schedule and send to the Referee for approval During the week prior 

Check trophies/medals are correct During the week prior 

Arrange presentations: MC/presenters etc During the week prior 

Confirm details of any functions During the week prior 

Produce accreditation passes and arrange distribution (if accreditation is required) During the week prior 

Confirm catering arrangements for the workforce During the week prior 

Confirm the uniform distribution arrangements for the workforce During the week prior 

Confirm departure transport arrangements During the tournament 

Prepare the daily match schedule as far in advance as possible to present to the Referee During the tournament 

Send the completed daily TP file to BOC and the Referee During the tournament 

Send the withdrawal report to the Referee During the tournament 

Complete the Host Organiser Event Report  1 month following the tournament 

  * = set timeline 


