
    TRACK MEET CHECKLIST  

Name of Meet: PERRY TRACK & FIELD MEET	Date: __________
Starting Time:  Field Events  HS 4:15 p.m. (3:45 p.m. MS)	
Running Events  HS 4:30 p.m. (4:15 p.m. MS)

Teams
____________________
____________________
____________________
____________________
____________________
____________________

Pre-Meet Duties
1. Letters to teams and media
2. Starter Verification
3. Schedule of Events
4. Markers, Pencils and Clipboards
5. Trophy and Awards 
6. Starter fee 
7. Team award envelopes
8. Adult worker assignments
9. Programs
10. Invite Honorary Guests 
11. Team packets
12. Tickets & Information
13. Meet Director Duties – Entries, Timing, Results (All-American Timing)
14. Student volunteers
15. Concessions
16. Reporting Station Table & Chairs
17. Concessions
18. Check Scoreboard 
19. Check P.A. system and lights
20. Locks on gates
21. High Jump Pit & Discus Cage
22. Finish Line Table
23. Finish Line Trash Can	

 
Entry Fee
________
________
________
________
________
________

Responsibility
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Ames All-American

Track Coaches
Booster Club
Building and Grounds
Building and Grounds
Building and Grounds
Building and Grounds
Building and Grounds
Building and Grounds
Building and Grounds
Building and Grounds


Meet Duties
Responsibility

I. MEET HEADQUARTERS/PRESS BOX

1. Materials Needed
A. Field Event Forms
B. Schedule of Events
C. Track Marking Sheet
D. Clipboards & Pencils (8)
E. Hand Held Timers (3) & Paper
F. Tape Measures
G. Award Distribution
H. Exchange Zone Flags (3)
I. Hospitality – Booster Passes 
J. Hats, Flowers (465-3524), & Announcements
K. Walkie-Talkies/Headsets
L. Sportsmanship Announcement
M. Relays Announcement
N. Scratch Meeting

 
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Coaches and Meet Director

II. TRACK
1. Materials needed
A. Starting Blocks
B. High Jump Standards & Bar
C. Block & Hurdle setters
D. Field Event Rules
E. Long Jump Rake		

Post – Meet Duties	
1. Email Results to Media
2. Lock fieldhouse and restrooms
3. Meet records
4. Update Results to Coaches
5. School Contract Renewal (2 years)
6. Entry Reminder
7. Reorder Awards
8. Staff assignments for next year
9. Starter Contract & Timing Renew (3) 
10. Pressbox Pick-up & Lights



Track Coaches
Track Coaches
Track Coaches
Track Coaches
Track Coaches



Responsibility

Activities Office
Activities Office
Activities Office
Activities Office
Activities Office
Activities Office 
Activities Office
Activities Office
Activities Office
Activities Office
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