SECRTARY OF EVENT

Committee nominates convenors for dressage, show jumping and cross country phases and caterer give these people their job description lists.

Arrange - Gear checkers for all phases.

                Commentator

                3 ODE scorers

                Runners for each phase

Ensure necessary stationary is available –

Dressage sheets

Show jumping sheets

Xcountry score sheets

Rosettes/ribbons

Delegate any sponsorship or fundraising required

Book hire of walkie talkies, st johns, show jumping trailer if required, xcountry mobiles if needed, caravan, back numbers, flags, on courses farrier and vet.

Score sheets for scorers

Publicise event or send invites.

Do program and send to competitors or confirm at there dressage start time and the start time of the show jumping and xcountry phases.

Program must have ‘disclaimer of liability’ printed as per Article 609 and 610.  Also presentation details, numbered bibs must be used in all phases 

Program must state that protests must must be in writing and accompanied by whatever cost committee has agreed upon and that no dogs are allowed.

If a rider has multiple entries it helps to staple them together the night before with lowest number on top.

Pin a program on the wall for riders to check their back number, take out any back numbers where the rider is owing money and leave a note in its place so the money can be collected and handed to secretary.

Ensure prize money where applicable is in envelopes with class and placing number written of them and the relevant rosette pinned to it.

Keep a record of any scratchings and make a note of the date in case of refund being required ensure any scratchings are passed on to scorers, judges, writers and commentator etc.

Late Entries –

Ensure these are kepted in the date order they are received in to ensure if room is available first in first served. Ensure they understand they are on a waiting list.

Ensure walkie talkies are signed for with a contact number in case of it not being returned.  

Inform caterer of all who need to be considered

Arrange speaker system if needed

Get rubbish bins with bags available.

Enlarge each program sheet

Ensure paper, pens, sellotape, scissors, twink etc are available on the day with a pad for yourself for any questions you need to take note of and find answers to.

Have a float of change available especially if selling programmes

Recording entries –
note rider, horse, class, entry fee paid, if a yard or accommodation is required, any requests or offers of help.  If possible be aware of people traveling together, multiple entries by one rider and if competitor is traveling in from a great distance on the morning of competition.  This will allow a better draw.  Ensure all relevant information is supplied by mail in s.a.e. supplied or by e-mail if that is preferred.

The draw

No more than 33 per ring is best – more because of time issues than anything else. Also bigger classes as opposed to more classes keeps man power required to a minimum and costs of prizes and ribbons down.

Draw multiple entries first and of these do those who have more than 1 horse in the same class.  Minimum time between horses is half an hour from completion of test and before start of next.

Note back numbers must be a minimum of 40 apart to give time to change horses for cross country with the show jumping,  allow two minutes per horse.  Work back from half an hour after last horse has completed dressage.  Take into account divisions that will jump in that ring eg if four divisions will jump in ring one you would work back in eight minute time slots to allow four  horses to jump to get the start time for show jumping.  In theory this means there should be a continuous supply of horses ready to jump.

Ensure a copy of draw for all phases gets to the scorers and anyone else who needs them.

Prize giving
Ensure everything is named and in order of prize giving.  Know who will be handing out ribbons and prizes for each class and have someone who is preparing as you go.

If any prize is not collected arrange for its delivery.

Ensure attached to each prize or inside the envelope is the names of any sponsors and there address and ask recipient to where possible to use return the support.

Pay out as many people as you can on the day and post out the rest.

Ensure all who have helped are thanked especially the officials of the day.

Arrange a debriefing night to get any constructive comments and ideas for the future.

