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The organization of a championship

In advance 

· Decide on a suitable date, taking the calendar ITF-Belgium into account, and consulting the umpire committee and the board.

· Find a suitable location (big enough to have at least 3 rings), with dressing rooms, a cafeteria (or at least space for lunch for the umpires), space for supporters.

· Make and spread the invitations, preferably 3-4 months in advance. 

· Contact a first aid group (Rode Kruis, Vlaams Kruis,….) and arrange the contract (with ambulance).

· Stay in contact with the umpire committee & contact the PR committee. 

Shortly in advance 

· Arrange trophees or medals (1 gold, 1 silver, 2 bronze per categorie – be aware of the number in case of teams) and in some cases trophee(s) overall winner.

· Arrange lunch for umpires/first aid.

· Make the draws for the competition (cfr. deadline for the inscriptions), keeping grades-weights/heights in mind if classes have to be put together. Contact the participating school(s) if necessary.

· Arrange the transport of the mats before and after the championship*  (keep them on a safe and dry place).

· Stay in contact with the umpire committee (number/names of the umpires, categories/disciplines, timetable, etc. 
On the day of the competition

· Arrange the hall (rings with all necessary material*) with also flags/banners (ITF, ITF-Belgium, Belgian flag, General Choi,…..) – This takes appr. 1-1,5h
In case of power breaking, special techniques : don’t forget an extra ring and the material.

· Be sure the registration/administration has been done before the start of the competition – in time with also the weigh-in, the changes, etc.

Changes in categories/annulations have to be arranged on the draws before the start of these categories. If umpires are not present, the umpire committee should know this in time.
· Keeping the results and spread these few days after the competition latest (if possible within 2 days) – keeping the results for the overall winner throughout the competition day (have to be known at the end of the championship).
· If possible have a small booth with material (t-shirts, pins, pens….) of the federation
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* Mats and material (e.g. timers, red/blue flags and belts, boards for warnings….) can be borrowed from the federation.

· The organizing club can of course have a booth with material to sell, with sandwiches, ….
· Some cities are supporting events by means of financial or other help (contact your local sports council).
· Ask for volunteers within your clubs, and make an organization committee for the event; have a contact person, also for the day of the competition.
· The 2-3 members of the umpire committee should receive a fee for their work before and during the competition; a small gift for the umpires would be appreciated but is of course not compulsory.

