ENTRY CHAIRPERSON
Pre-Meet Responsibilities:
· Familiarize yourself with the information provided in the meet letter.
· Load meet software on to computer
· Accept entries from entering teams per meet letter
· Collect mailed entry fees per meet letter.  Copy checks and give all monies to Business Manager
· Act as information liaison between meet directors and entering teams
· Keep track of entries, updates, fees, meet summaries, exception reports, and financials.
· Meet with Meet Director(s), Head Table Chair, and Head Coach to review entries, study timelines, make warm-up pool assignments, and other necessary adjustments to meet.
· Notify entering teams for their acceptance/rejection into meet
· Notify all teams of pertinent meet information
· Create necessary reports for other co-chairs: ie. Psych/heat sheets, limited events, sign-in sheets, clerk of course labels.
· Create relay cards, if necessary
· Send back-up of meet to head table chair
· Attend all Steering Committee meetings
· Coordinate with Volunteer Coordinator as to the number of volunteers needed, if any.
Meet Responsibilities:
· Collect any outstanding fees and summaries.  Give to Business Manager.
· Coordinate scratches as necessary

· Coordinate deck seeds and collect fees if applicable

· One entry chairman must be present at each session of meet

· Collect and compile information needed for limited events and refunds, if necessary.  Issue refunds.

· Acquire final meet results for sending to entering teams.

Post Meet Responsibilities:
· Write an evaluation report of the Entry Chairperson position and submit to the Meet Directors

· Participate in an evaluation meeting scheduled by the Meet Directors

· Send meet results to all entering teams
· Give all meet information to Meet Director(s) at conclusion.
Requirements:
· Competent on aspects of Meet Manager 
· Able to restore data from back-ups as necessary
· Able to prioritize multiple tasks and work with significant pressure.
