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	Admin Preparation 
	
	
	
	

	· enter all team details in database

· id actions required in team comments
	· keep hard copy entry forms 

· make notes on entry forms 
· print report of teams and comments
	
	
	

	Pre-registration
	
	
	
	

	· receive indemnity form & control card

· use team tracker to record registration

· check comments for actions – eg meal tickets 
	· mark off registered teams
· mark off meals tickets given out 

· record any notes in exercise books 
	· work off reports printed from the database
	· ensure indemnity form is signed by/for all entrants
· ensure car rego is recorded on indemnity form 

· store indemnity forms and control cards in team order
	· know your team number 

· bring completed indemnity form & prepared control card to register

	Maps Only 
	
	
	
	

	· 
	· mark off teams given maps

· provide maps etc. based on team size
	· 
	· use a printed list of pre-registered teams & team contact names 

· prepare maps etc in bundles for various team sizes

· maps etc. accessible to all admin operators 
	· know your team number 

· report to “maps only” queue with team number

	No Changes
	
	
	
	

	· receive indemnity form & control card

· use team tracker to record registration

· check comments for actions

· provide maps etc. based on team size
	· 
	· work off reports printed from the database
	· see pre-registration & maps only notes 

· use 3 computers 

· have a notebook for each operator
	· know your team number 

· bring completed indemnity form & prepared control card to register

	Changes
	
	
	
	

	· 
	· work off reports printed from the database

· record details of changes including payments in an exercise book

· receive indemnity form & control card

· provide maps etc. based on team size
	· 
	· see pre-registration & maps only notes

· transfer changes to computer after start

· update stickers for results slats to include changes 
	· know your team number and details of changes required 

· bring completed indemnity form & prepared control card to register

	Sales & Hires 
	
	
	
	

	· 
	· record details in exercise book including team #, name, amounts, items sold/hired, identification of equipment (eg compass #)
	· 
	· be prepared to receive & check off returned hires after the finish 
	· 

	Route Intentions
	
	
	
	

	· 
	· teams to deposit route intention sheets in box provided
	· 
	· sort route intentions into team order 

· mark off teams for those received

· what consequences? eg. penalty points
	· route intentions MUST be delivered to the admin desk before the start 

	Record Starts
	
	
	
	

	· adjust the computer clocks to match Rogaine time
	· hang the control cards on the washing line

· note the Rogaine start time and adjust the all clocks to match 
	· 
	· make sure we have enough pegs 

· Plans the layout of the washing line 
	· 

	· record the team as started for all registered teams except those where the control card is left on the line
	· note teams that do not start
	· 
	· 
	· 

	Finishing
	
	
	
	

	· first in the finish queue moves to the next available computer operator

· the team member announces their team number 

· admin operator records the team finish on the database

· if this team has a “time card” it is received by the computer operator and the computer recorded finish time also written on the card
	· teams are checked to see that all members have returned

· one person from each team queues in the finish queue with their control card 

· teams must remain in finish sequence – single file

· team numbers are recorded on a sheet in finishing sequence separated by each minute after 15:00

· “time cards” prepared for each minute between 15:00 and 15:30 are given to the last team in the finish queue at that time 

· the number of the team given each “time card” is recorded on the card

· the card is given to the admin computer operator when that team finish is recorded 

· late penalty points (not the finish time) are written on control cards while in the finish queue – this can be determined by relative position to “time cards”
	· 
	· people to check teams and  direct one person to the finish queue and others away 

· the purpose of the “time cards” is to identify the extent of any delay in the finish queue

· prepare “time cards” 

· someone to handout “time cards”

· someone to manually record the finish sequence of teams

· someone to write late penalties on control cards 

· vary number of computers to meet demand
	· after teams have been checked, one person from each team queues in the finish queue

· finish sequence must be maintained in the queue

· when you reach the desk, move to the first available operator

· announce your team number

· after your team finish has been recorded – move well away quickly

· keep your control card

	Checking Team Locations
	
	
	
	

	· use the database to report any team that is still on the course
	· 
	· use the manually recorded list of team finishing sequence to check off teams that have returned and therefore those still on the course

· after control cards have been returned and scores displayed using results slats – teams that have not returned with be left 
	· ensure that results slats and the database only identify teams that actually start
	· make sure that your teams is recorded as finishing and that your control cards is returned – whatever time you finish from very early to very late

	Scoring
	
	
	
	

	· 
	· after the team has been registered as finished on the database entrants move quickly away from the finish desk & well away to avoid traffic jams
· teams add their own score (before penalties are applied) and record the total on the control card

· control cards are deposited in the box(es) provided
	· 
	· 
	· calculate your score (before penalties) and write it in the space provided on the control card

· return your control card to the box(es) provided

	· total points (before penalties) from returned control cards are read out 

· the total points only is entered into the database

· the final score is read back by the computer operator
	· the final score is written on the teams result slat

· results slats are transferred and hung in overall score order
	· use result slats only 
	· prepare results slats with colour coding for categories 

· file control cards in team number sequence 
	· 

	Score Checking
	
	
	
	

	· print results showing place getters for each category 

· retrieve control cards for place getters

· record on the database, all checkpoints visited by the place getters

· check the computer calculated score against the team calculated score

· if different – double check and repeat for additional place getters
	· 
	· identify place getters from the results slats 

· retrieve control cards for place getters

· manually check the addition of scores against the team calculated score

· if different – double check and repeat for additional place getters
	· 
	· 

	Score Adjustments
	
	
	
	

	· print results for each category 
	· identify the delay experienced in the finish queue by comparing the times on the “time cards” with the time recorded for those teams in the database

· identify the maximum penalty correction that is required

· check all teams within this “maximum penalty correction” from third place in each category

· manually adjust scores and positions as required
	· 
	· if delays in the finish queue are less than 5 minutes then this is unlikely to have an affect in many situations
	· 

	Presentations
	
	
	
	

	· print results showing just the places getters in each category 

· use this report for the presentations

· print the results for each category and display 
	· 
	· identify place getters for each category from the results slats
	· 
	· 


