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	INTERSTATE TEAM - ACTION TIME LINE
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	SPORT
	

	Personnel Names
	Role 
	School or Organisation
	Email
	Contact No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Interstate Officials are to meet with the SSWA office on a minimum of 2 occasions during the year. Meetings are to enable Officials to have full knowledge of SSWA Rules and Guidelines as they apply to the management and coordination of a sport. Officials will regularly meet to ensure efficient communication and organisation of the program. All Interstate Officials must also attend the SSWA Presentation Evening.

	MEETING No.
	DATE
	PURPOSE

	1

(prior to selection trials)
	
	· develop clear understandings of Officials roles and responsibilities

· set key organisational dates and times

· collect receipt & deposit books and ensure compliance with audit and reporting requirements
	· develop awareness of all necessary paperwork and submission timelines 
· review and update SSWA website

· review and confirm selection policy
	ITEMS


	TICK

	
	
	· 
	· 
	Website Updates
	

	
	
	· 
	· 
	Medal Winner Policy
	

	
	
	· 
	· 
	Selection Policy
	

	Budget
	
	· Meet with Finance Officer to prepare Interstate Team Budget

	2

(pre departure)
Tour Leader/Mgr
	Date
	
	· provide a full account of tour budget (inc costs for each team member) and discuss final payments 
· collect living allowances, contingency, tour expenses, collect badges, luggage tags, signed Bona Fides sheet
· Present risk mgmt information & finalise tour booklet

	
	Who
	
	· 

	3
(post event)
	
	· present online event report, budget reconciliation, outstanding accounts

· return equipment
· confirm  AGM and Presentation Evening attendance

· indicate future planning


	ACTION
	WHO
	DATE
	COMMENT

	TRAVEL DATES


	
	
	· Departure and Return dates confirmed

	TEAM PRESENTATION EVENING

Location:

Time:


	
	
	· Ensure SSWA Office representation

	FINAL PAYMENT 
	
	
	· All monies due by this date

	TEAM PHOTO
	
	
	· TL to book time/place – Pro Photo Booth – 9249 3043 (Kate or Adam)

	RAFFLE BOOKS RETURN

[One week prior to departure]
	
	
	· Return all raffle books and Reconciliation Forms to SSWA office

	TOUR BOOKLET
	
	
	· Prepare tour booklet for tour group and parents

· Develop detailed tour itinerary, meal plan, supervision strategies

	RISK MANAGEMENT PAPERWORK
	
	
	· Develop supervision strategies
· Medical action plans

	INVOICING & PAYMENTS
	
	
	· Invoices finalised and sent to parents

· Cash and cheque banked by manger – c/c processed by SSWA office

· Payment agreements arranged with the manager

	BUDGET SUBMISSION
	
	
	· electronically submit budget information to Finance Officer (approved form available on the SSWA website)

· Check with Finance Officer for team members who may be unfinancial from previous year

	RAFFLE BOOKS DISTRIBUTION 
	
	
	· Books issued on request and paid prior to collection 

	BOOKINGS CONFIRMED [within 5 working days of Parent Meeting]
	
	
	· SSWA Office confirms flights, accommodation, team details, Birth Certificate information etc.

	PLAYER PAPERWORK FOLLOW-UP [to be confirmed within 4 days of parent night]
	
	
	· Officials are requested to chase up any outstanding paperwork required to confirm players in the team

	UNIFORM ORDER SUBMITTED
	
	
	· Collated order forms submitted online for KEA within 2 days of fitting

	TEAM REGISTRATION, ACCEPTANCE & PAYMENT [within 4 days of Parent Meeting]

· Flight / Accom options confirmed
· Uniform order collected
· Deposits received
	
	
	· Parents complete Online Interstate Team Registration Form indicating travel / accommodation options etc.
· Deposits collected
· $700 for those travelling / accommodated with SSWA 

· $400 for those nominating alternate travel / accom Option
· Team Officials contact team members who have not registered on time

	PARENT MEETING & UNIFORM FITTING

Location:

Time:


	
	
	· Parents, team members & Officials to attend meeting/uniform fitting

· SSWA representative will attend to present essential tour information and respond to questions
· Tour leader to book venue and advise KEA and SSWA Office

	PRELIMINARY SQUAD SELECTED
	
	
	· squad selection at least 10 weeks prior to team departure

· Notify squad members indicating Parent Meeting date


