APPENDIX B

FAI CONTROLLER CHECKLIST

Before:

 FORMCHECKBOX 

Obtain copy of OA and accepted Bid Document.

 FORMCHECKBOX 

Ensure possession of most current edition of the Sporting Code (General and Section 5) and Competition Rules 

 FORMCHECKBOX 

Contact Organiser (OC); find out name and contact info for President and Secretary

 FORMCHECKBOX 

Explain role of FAI Controller to OC

 FORMCHECKBOX 

Advise OC of Two Official Information Bulletins, timing and procedure for issue

 FORMCHECKBOX 

Ensure the Bulletins are posted on the FAI/IPC website

 FORMCHECKBOX 

Advise OC of amount of pre-Event Deposit and timing of payment

 FORMCHECKBOX 

Advise OC of Sanction Fee payment procedure and timing

 FORMCHECKBOX 

Arrange site inspection (date, etc. in person or by a representative)

 FORMCHECKBOX 
   Review Medical Services Assessment Report 
 FORMCHECKBOX 

Contact OC re first aid, ambulance, etc.

 FORMCHECKBOX 

Contact OC and discuss facilities, etc. 

 FORMCHECKBOX 

Advise about anemometer calibration and evidence (if needed)

 FORMCHECKBOX 

Arrange travel and advise OC

 FORMCHECKBOX 

Contact Chief Judge and assist as needed

 FORMCHECKBOX 

Keep the IPC Bureau and the Jury President advised of any pertinent matters

On arrival at the Event:

 FORMCHECKBOX 

Discuss organisation, inspect site for any changes, deficiencies, etc.

 FORMCHECKBOX 

Ensure that the site has adequate toilets, team shelter, etc. 

 FORMCHECKBOX 

Ensure that the notice boards and PA system are adequate

 FORMCHECKBOX 

Ensure hotel and local transportation arrangements are satisfactory

 FORMCHECKBOX 

Ensure registration facilities are adequate

 FORMCHECKBOX 

Ensure adequate space is available for the Judges’ and Team Leader meetings

 FORMCHECKBOX 

Ensure two-way radio communication for officials is available

 FORMCHECKBOX 

Ensure, if needed, that Interpreters are provided

 FORMCHECKBOX 

Check that current World records are displayed 

 FORMCHECKBOX 

Ensure that all is in accordance with the accepted bid, the OA, Sporting Code and CRs

 FORMCHECKBOX 

Have pre-event meeting with Meet Director and Chief Judge

 FORMCHECKBOX 

Check Sporting License information for all Competitors

 FORMCHECKBOX 

Ensure provisional Sanction Fee has been paid

 FORMCHECKBOX 

Ensure all necessary equipment is available and as per OA and accepted bid.

 FORMCHECKBOX 

Be ready to report to Jury as to state of readiness

Before start of Competition: 

 FORMCHECKBOX 

Report to the Jury as to state of readiness

 FORMCHECKBOX 

Attend Team leader meeting

During:

 FORMCHECKBOX 

Monitor safety

 FORMCHECKBOX 

Monitor adherence to SC, CRs and OA. Report any deviation to Jury

 FORMCHECKBOX 

Determine amount of Final Sanction fee and ensure prompt payment

At end:

 FORMCHECKBOX 

Report to Jury

 FORMCHECKBOX 

Approve Jury expense claims and send to IPC Finance Secretary

 FORMCHECKBOX 

Assist, if necessary, in the travel cost reimbursement for Event Officials and judges

 FORMCHECKBOX 
  Collect Recording Media and paperwork and deliver to the Chair of Judges’ Committee

After:

 FORMCHECKBOX 

Report to Committee Chair/s
 FORMCHECKBOX 

Write report to IPC, if necessary.
