MEET DIRECTOR INFORMATION
Steering Committee
· When assembling the meet steering committee, you will need 2 chairman for each area.  The reason for 2 chairman for each area is so that no one is required to be there for the entire meet.  

· A Chairman for each area is required to be at the meet at all times.  There should never be a time that an area does not have a chairman present if that area is in operation—no exceptions.  The volunteers need to always have someone to report to.

· It is best when putting the committee together to plan for 1 experienced person and 1 new person in each of the chairman areas.  If we continue with this plan then we will always be training new people for future meets.

· Committee chairs are not given a set number of volunteer hours credit.  Committee chairs will be entered on the volunteer schedule on the website just as a regular volunteer and will be given credit equal to the number of shifts worked.

Volunteers

· Volunteers must be a minimum of high school age.  They can begin to volunteer the summer prior to entering high school

First Items of Business

· Amend previous year’s entry letter

· File for Sanction number with Indiana Swimming.  Entry letter must be done before you can apply for the sanction

· Put Steering committee together

· Plan 1st Steering Committee meeting

· Put Binders together—contact listing, organizational chart, steering committee rules, budget, volunteer schedule, tax exempt form, reimbursement form, job notes, job descriptions
Tips

· Prior to each meeting, send out a meeting reminder with the agenda attached.  You may want to also give them a list of items they may be expected to have information on (i.e. chairman’s schedule, meeting time/location for their volunteers, items needed from storage, items to be purchased, reimbursements)

· Make sure you have plenty of relay cards (boys and girls) and multiple scratch forms on hand
· Live by the Checklist
· Review prior years meeting agendas to make sure you are not overlooking anything.
