AWARDS
Pre-Meet Responsibilities:
· Determine with the advice of the Meet Director what the awards should be (trophies, medals, ribbons, certificates)—Not Applicable for Age Group State or other Championship Meet

· Check storage shed for any ribbons remaining from prior year’s meet

· Obtain prices and order awards with the approval of the Meet Directors—Not Applicable for Age Group State.

· For Age Group State (or other championship meet)—Verify that awards have been ordered.  

· For Age Group State, design and order certificates for all participants

· Upon receipt of medals/ribbons verify that the count is accurate

· Plan for the awards to be ready and available at the meet.

· Solicit donations for heat winner awards and devise a plan for distributing them.  Example: contact local restaurants for coupons to be handed out

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

· Chairman must be present at all times

· Coordinate with the Volunteer Coordinator how many volunteers you will need at each shift

· Plan Presentation of Awards.  For Age Group state (or other championship meet), solicit presenters for each session.

· Plan for distribution and method of organizing awards for distribution after meet (team bins).
Meet Responsibilities:
· Prepare envelopes with each teams name on them for distribution of ribbons at end of meet.

· Organize, sort, and attach labels to the awards as the meet progresses.

· Distribute heat winner prizes to each lane to be handed out during the meet
· At Age Group State (or other championship meet), present awards to Top 8 winners.

· At least I chairman must be present during each session
Post Meet Responsibilities:
· Mail out awards to any teams that did not retrieve theirs at the end of the meet.

· Write an evaluation report of the Awards position and submit to the Meet Directors

· Participate in an evaluation meeting scheduled by the Meet Directors
Requirements:
· Good organizational skills
· Positive representative of Club
