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	CHAMPION SCHOOLS COMPETITION - ACTION TIME LINE
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	SPORT
	

	First Name
	Surname
	Role [Sport Coordinator, Convenor, committee etc.]
	School or Organisation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	ACTION
	COMMENT
	NOTES

	Pre Event 

	Confirm Details on the Website are correct
	Contact SSWA if any adjustments are required
	

	Complete Information Booklet for Publication on the SSWA Website
	
	

	Complete Bookings i.e. venues, sports medicine 
	Ensure written quotes are provided for all bookings. Invoices to be made out to School Sport WA
	

	Budget Development
	Meet with the SSWA Finance Officer to complete the Champion Schools Budget, on the budget template.  Set invoicing date
	

	During Event

	Invoicing 
	Complete Invoicing Template and forward to Finance Officer once teams are confirmed
	

	Social Media
	Request Admin rights so that you can post photos and reports on the SSWA Facebook or send them through to the office for posting
	

	Results
	Where possible post these on the SSW
	

	Order Medals and Shields
	Complete the online order form
	

	Notify SSWA and SSA Representatives of Finals Details
	
	

	Post Event

	Complete End of Sport Report
	This is completed online 
	

	Reconcile Budget
	Meet with the Finance Officer 
	

	Conduct a Post Event Review Meeting
	This should be held at the SSWA office 
	

	Set Event dates for the next year
	Consider other SSWA events and DoE schedule when setting dates
	

	Send Website Updates to SSWA Office
	Follow the process outlined on the Champion Schools Admin Page
	

	Complete Honorarium Payment Forms
	
	


	Completed by:
	
	Date:
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