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[bookmark: _Toc151123711]Before game-day
	Task
	Check

	Send out welcome email with game times and ground info to visiting club
	

	Organise staff for BBQ/Kiosk/Clubhouse 
	

	Organise person to video games 
	

	Organise physio/medical for game-day
	

	Make sure you have plenty of change for the weekend (e.g. petty cash) 
	

	Ensure canteen is fully stocked (including all fridges) 
	

	Make sure you have sufficient receipt paper for eftpos machines
	

	Order meat for BBQ 
	

	Order bread from bakers
	

	Order confectionary
	

	Order soft drinks
	

	Order alcohol
	

	Organise line marking
	

	Organise cleaners for after the event (Changerooms, Kiosk, Clubhouse, toilets)
	

	Check game day jerseys are back from the cleaners
	

	Ensure enough toilet paper and paper towels for all bathroom
	

	Make sure you have tomato sauce, BBQ sauce, napkins, paper plates, knives and forks, cooking oil, BBQ cooking utensils
	



[bookmark: _Toc151123712]Game-day
	Task
	Check

	Pick up bread, meat, lettuce, cheese, tomato, bacon and eggs etc.
	

	Setup corner posts
	

	Setup goal post protectors
	

	Setup 22 metre and half-way markers
	

	Setup crowd ropes
	

	Setup marquee for physio, players etc
	

	Put out chairs for each teams reserves
	

	Setup camera to film matches
	

	2 match balls and place on half-way line
	

	Clean and start BBQ
	

	Organise float and or eftpos machines for canteen and clubhouse/bar
	

	Open canteen
	

	Open bar/clubhouse
	

	Setup sponsorship signs
	

	Marquees
	

	VIP area setup
	

	Place bins at kiosk, BBQ, crowd spectating areas and in pavilion/Clubhouse
	




