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Check list for organizing a world championship

1 WAA application to Host world championship

1.1 reads carefully and indicate where cannot meet

1.2 used Credit Card to pay fees

2 Invitations/information

2.1 initial invite all WAA members plus the following

2.1.1 local embassies/consulates of participating countries

2.1.2 local officials-Mayor, City Council, pool/venue administration, local elected

        persons, etc.

2.1.3 in English plus appropriate languages

2.2 Initial information to countries-


      In Host language plus inserts in other appropriate languages

2.2.1 intent to participate

2.2.2 Host entry fees/due date

2.2.3 remind of WAA fees/due date

2.2.4 

2.2.5 contact names, phone, e-mail, fax number

2.2.6 accommodation suggestions/costs/contacts

2.2.7 transportation information/costs/names/contact numbers

2.3 second information package

2.3.1 maps

2.3.2 recommended airports

2.3.3 items for sale/approximate costs

2.3.4 time frame

3  Committee’s

3.1 administrative

3.2 scheduling

3.3 ceremonies

3.3.1 Masters ceremonies

3.4 deck organises

3.5 sales

3.6 communications

3.7 volunteers

3.8 video

3.9 sound system

4  Scheduling

4.1 draw

4.1.2 draw for pools, who starts first sequence of last Games, etc.

4.2 mix stick colours for each team through play

4.3 practice scheduled

5  Volunteers

5.1 at entrance

5.2 Officials tables

5.3 country liaison

5.4 information desk

5.5 registration

6  Venue

6.1 name/address/phone

7  meetings

7.1 room

7.2 coffee/tea/etc.

7.3 paper/pens

7.4 copier/available

8  Housing

8.1 list

8.1.1 suggested accommodation/costs

8.2 general evaluation of accommodation

8.3 maps including all suggested accommodation and pool

9  Transportation suggestions

9.1 from airport

9.2 to pool from accommodation

9.3 suggested car/van rental

9.3.1 Special discounts available

10  Sales

10.1 the clothing

10.1.1 polo shirts, T-shirts, tank tops, sweat shirts

10.1.2 carry bags, towels,

10.2 water bottles

10.3 decals, patches, posters

11  Company Store

11.1 Credit Card/electronic transferred important

11.2 hours of service

11.3 have sale last two days only

11.4 Sports drink

11.5 phone cards

12  Deck

12.1 supplies

12.1.1 drinks for deck personnel

12.1.2 identification shirts

12.1.3 hats/sunscreen if outdoors

12.1.4 pens, paper clips, flow pens, etc.

12.1.5 pens for marking shoulders

12.1.6 basic first aid supplies

12.1.7 cell phone

12.2  Forms

12.2.1 score sheets to include following

12.2.1.1 time outs

12.2.1.2 timed penalties

12.2.1.3 signature lines

12.2.2 team Roster sheets

12.3   miscellaneous

12.3.1 chairs for substitutes

12.3.2 tables/chairs for officials

12.3.3 methods to block off team area-fencing, bunting, etc.

12.3.4 hand held megaphone

13   Logo

14 Program

14.1 deadline for team/country info

14.2 Welcome letters from mayor, president of federation, UWH Commission

14.3 CMAS officers/commission officers

14.4 play schedule with room for scores

14.5 blank to fill in winners

15 Drug Testing

15.1 Notify with invitation

15.2 send banned drug list/testing procedures to each team

16 Communications

16.1 pagers

16.2 office phone number

16.3 message board

16.3.1 office

16.3.2 pool

16.4 list of pager numbers, phone numbers for local contacts

17 office

17.1 copy machine

17.1.1 copy paper

17.2 two computers, printer and spare print cartridges

17.3 fax machine/paper

17.4 office phone/message pads

17.5 supplies, note pads, pens, scissors, rubber bands and paper clips etc

18 Email

18.1 computer hook ups at pool

18.2 helper to get people set up with email addresses

18.3 booking usage sheets

19 Photography

19.1 hire professional photographer for team shots

19.2 all photos displayed for purchase

19.2.1 order forms for purchase

19.3 order personnel on desk

20 Referees

20.1 equipment

20.1.1 shirts

20.1.2 gloves

20.1.3 red polo caps

20.2 room- good size and private/secure

20.2.1 lockers

20.2.2 table/chairs

20.3 refreshments, coffee, tea, soda, sport drinks, cookies and fruit

20.4 basic first aid supplies and tape

21 Give Aways

21.1 welcome packages, pens, pins, key rings, decals and mask clear etc

21.2 VIP packages, WAA officials, federation officials and team managers

22 Identification

22.1 badges that display countries flag or individual photograph

22.2 lanyards

22.3laminating machine/supplies

23 VIP Welcome

23.1 Pick up WAA officials at airport, complementary flowers in room etc

23.2 private VIP dinner on one of the nights

24 Ceremonies

24.1 opening

24.1.1 suggested attire/dress

24.1.2 entertainment

24.1.3 anthem tapes and flags

24.2 closing

25 Final Night party

25.1 location

25.2 menu-vegetarian menu available

25.3 cost

25.4 transportation

25.5 entertainment

25.6 seating allocation

26 Opening Reception

26.1 location

26.2 invite all participants/organizers and support staff

26.3 food and drink

27 Pucks

27.1 manufacturer

27.2 availability and cost

28 Goals

28.1 number needed

28.2 quality/ fixing to pool bottom

28.3 back up sets

29 Flags

29.1 order and buy locally, so they are all same size

30 Video

30.1 package deal for all tapes of a countries games

30.2 hi light tape including opening and award ceremonies

30.2.1 sell but ship after WC

31 Medical/dental

31.1doctor available at pool

31.2 closest hospital address/map to get there

31.3 available dentist location and map to get there

32 Sound System

32.1 electronic capable of doing 2 matches simultaneously

32.2 back up system

32.3 stand by power back up

32.4 technician availability

33 Scoring System

33.1 in house system

33.1.1 persons to run equipment

33.2 water polo system-scoring and 2 clocks

33.3 technician availability

34 Timing System

34.1 in house system controlled from poolside

34.2 timekeepers

34.3 back up timing/stopwatches

34.4 persons to run system

34.5 technician availability

35 Awards

35.1 CMAS medals, gold, silver, bronze available from CMAS headquarters

35.2 fair play trophy

35.3 world championship trophies-must be on display at event

35.4 referee participation item, patch or similar

35.5 CMAS participation certificates/diplomas

36 CMAS hosting financial obligations

36.1 CMAS fee $1700.00 USD

36.2 room/board for CMAS representative/employee for entire tournament

36.3 room and board for UWH Commission President for entire tournament

36.3 room and board/ car/transportation for CMAS president or nominee

36,4 room and board for WC Tournament director entire event, inc, pre practice 

37 Budget

37.1 income

      entry fees, sales of logo goods, sponsorship, program ads, sale of videos- 

      game, highlights package, pucks and phone cards etc

38 Expenses

     pool rental, scoreboard rental/personnel to operate, meeting room rentals,

     computer room rental, copy machine rental, office supplies, opening venue

     rental, AV rental, closing venue rental, AV rental, video equipment rental, 

     operators costs, logo sales items- shirts, caps, water bottles etc. pool

     lifeguard services, extra cleaning fees, postage, shipping, printing, copying,

     stationary/envelopes, logo design. Referee  patches, phone/fax costs, give

     aways, ID cards-officials and competitors laminating machine and flag 

     purchase/rental 2 per country

