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Event Management Workbook

This workbook provides a planning and management tool for hosting
successful events, whether they be triathlons, duathlons or aquathlons. It
contains operational plans for pre-event, event and post-event planning. It is
included as a tool that enables clubs to set time frames, identify essential
tasks and list those who are responsible for each task. The work book is
divided into four different sections.

* Pre-Event Planning
 Race Day Management
» Post-Event Guide

* Budget

Triathlon Queensland (TQ) is providing this workbook to reward the
contribution that Clubs make in running and coordinating events. The initiative
also aims to increase the quality of events by making them safer and better
delivered.

Sanctioning:
Benefits to be gained from conducting a sanctioned event include access to:

1) Public liability insurance (up to $20 million) for all competitors, staff and
volunteers involved with the event.

2) Appropriate participant insurance. Participant is covered through their
Personal Insurance through TA membership or by paying a one day fee
payable on race day.

3) The Event to be included in TQ and/or Triathlon Australia (TA) race
calendars.

4) Sanctioning may assist in obtaining local authority permits and
permissions where required.

5) Access to TA Race Operations Manual

6) Provision of TA Technical Officials

7) TA Race Competition Rules which can be viewed on the Triathlon
Queensland website
(http://www.triathlongld.com.au/Events/RulesTechInfo.aspx).

8) Ability to bid for and stage State and National Championship events.

9) Use of Triathlon Queensland and Triathlon Australia brand and logo.

The National Sanctioning Documents can be viewed on the Triathlon
Queensland website (www.triathlongld.com.au).

For further information or assistance with the completion of the sanctioning
documents, please contact Triathlon Queensland Ltd on (07) 3369 9600.
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The Organisation

Triathlon Queensland Limited is the state sporting organisation responsible for the strategic
development of the sport of Triathlon within Queensland. We have 32 affiliated clubs/squads.
Additionally 1800 members are affiliated with Triathlon Queensland as individuals.

Established formally 25 years ago in 1983, the sport of Triathlon has grown significantly in
Queensland with over 18 000 participants in triathlon events around Queensland annually.

Triathlon Queensland’s vision is to provide for Triathlon today and develop the Sport for the
future.

Mission

Triathlon Queensland will develop, promote and encourage the growth of the sport through:

* Professional administration and services for all Triathlon Queensland members and
volunteers at all levels.

* Encourage, support and develop quality events through leadership in event management
and club participation.

* Administer and develop club governance for maximum participation.

Values

* Excellence in sports administration and governance

* Progressive education and training of volunteers, clubs and participants

» Create strategic alliances with external organisation to benefit the sport

» Sport Development through service delivery and promotion

» Athlete development through excellence in event organisation and management

Triathlon Queensland is developing as an organisation and we will continue to increase the
programs and services we deliver to provide better participation outcomes for our members and
clubs. Triathlon is a great sport and as the state sporting organisation we will continue to
develop the sport throughout Queensland



Pre-Event Planning

This planning tool is to assist organisations with conducting triathlon type
events. Not all sections may be applicable to your event.

If you have not finished one of the points above, ¢ ontinue with the specific
list below.



1. Risk Management

0O 0O OO

2. Event Approval/Permits
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3. Sanctioning

Determine if you requi

re your event sanctioned. Refer to the table below.

Private race promoter/affiliated clubs: Cover $20 m illion Premium Done

A. Sanctioned event that allows non-TA memberstoc  ompete in full $465.00 D
triathlon events (Swin, Bike, Run) and afield gre  ater than 100 entrants :

B. All other events (inc. Aquathlon, Duathlon and o pen Club Triathlon $270.00 D
events with more than 100 entrants). '

C. Club Sanctioned Events that allows own club members only AND maximum
field 100 entrants (No sanctioning required from TQ, as Club insurance Nil |:|

covers this event).

The National Sanctioning Documents can be viewed on the Triathlon Queensland

website ( www.triath

longld.com.au ).

Link:

http://www.triathlongld.com.au/Events/Howtorunaneve nt/SanctioningDocuments.aspx

Sanctioning Procedure (if A or B were applicable)

e All sanctioning

documents are to be returned to Triathlon Queensland.

Triathlon Queensland

Suite 2.14, 150 Caxton Street
Milton QLD 4064

P: 07 3369 9600

F: 07 3369 9400

0 Race Date Application to TQ — Form A, with $50 fee.
0 Applyto TQ for event sanctioning: At least 28 days prior to Event date

Complete Form B — New event, new venue, new course design or Race Director
change.

Complete Form C - Event was sanctioned last season with same course, same
venue and same RD.

Forms D-E must be submitted, whether Form B or C has been completed.
Payment details:

If you are paying by cheque, please make cheque out to Triathlon Australia and

return with your forms to Triathlon Queensland and it will be forwarded to Triathlon

Australia for you. Alternatively, you can deposit your payment directly into
Triathlon Australia’s bank account.
Triathlon Australia’s bank account details are:

Account Name: Triathlon Australia
BSB: 114 879
Account Number: 105 755 979

« Ifrace has been sanctioned , things to do after the event:
o0 Complete Form F — Sanctioned Event Invoice, and send to TQ/TA with payments within
14 days of the event.

0 Race Director to notify TA of possible insurance claim (Form ), if any incidents occurred,

within 48 hours.
0 Race Director to complete Race Director Report (Form G) within 14 days after Race Date

to TQ.
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Sanctioning Time Frames

Sanctioning Time Frames

Form A - Race Date Application
Form B or C — Sanctioning Documents
Form F — Sanctioning Invoice

When

As soon as possible
28 Days prior to Event date
Within 14 days after the Event



4. Promotion of Event
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5. Organise Volunteers, Staff & Services
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Race Day Management

1. Event Logistics
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2. Event Equipment
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3. Checklist during Event

Do
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Post Event
1. Post Event Tasks

DooooooonO o
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Budget

1. Triathlon Budget (Expenditure)
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Triathlon Budget (Revenue)

2. Total Budget
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Do not tick the
Done Box until
task isdone.

Guide to use the Workbook

Event Approval as an example:

Provisional Date on 3rd of June, Margret
Conflict: Tri Qld Series on this Weekend
s mamb O = o

Revenue/Expenditures Budget as an example:

~ Revenue  EstimateAmount  ActualAmount
‘Bondrefunds 1000 1500
‘Cashsponsorship 5000 6500
Foodsales 3500 7000

- Expenditure  Estimate Amount Actual Amount
‘Accommodation 1500 2000
‘Bike racks & barricades 3000 4000
Chest number plates and pins 1000 900

Budget Balance as an example:

17700
6900
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