ADMISSIONS AND HEAT SHEET SALES
Pre-Meet Responsibilities:
· Work with Meet Directors to establish price for admissions and heat sheets sales.  This must be done prior to submission of entry letter
· Order wristbands with logo if necessary (wristbands express.com)

· Order proper signage based upon determined pricing

· Coordinate pre-sales of admissions packages
· Determine layout based upon facility

· On consultation with Meet Directors, determine the quantity of heat/psych sheets to be sold.  Determine print schedule for both.
· Organize any ads, sponsors, etc to be include in Psych Sheets

· Obtain information from Entry Chairperson and take Heat Sheet/Psych Sheets to the printer (Kinkos) to be ready on Friday.
· Plan Heat Sheet print schedule and layout for the remainder of Meet (Championship meet only)

· Attend all Steering Committee meetings as scheduled by the Meet Directors

· Coordinate with the Volunteer Coordinator how many volunteers you will need at each shift. Make sure to staff heavy on first day.
Meet Responsibilities:
· Oversee Admissions area

· Verify that Heat Sheets are posted online and in corridor if applicable

· Monitor the sale of heat sheets as the meet progresses to determine if more need to be printed

· After meeting with Entry Chairman and Meet Directors call and coordinate the ordering of heat sheets for evening finals sessions (AGS only) and send to printer (IKON for AGS)
· As the meet progresses, arrange for cash pickups by the Meet Banker

· At least 1 chairman must be present during each session
Post Meet Responsibilities:
· Write an evaluation report of the Admissions and Heat Sheet Sales position and submit to the Meet Directors

· Finalize Sales Numbers

· Finalize any Spectator numbers  etc for next years ordering

· Send Financials to Meet Director and Business Manager, separate Admissions from Psych Sheet Sales

· Participate in an evaluation meeting scheduled by the Meet Directors
Requirements:
· Good organizational skills
· Positive representative of Club
· Friendly personality, good communicator
· Trustworthy
