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INTRODUCTION 

 

FIBA Oceania is delighted to produce a booklet that will assist Basketball Federations within 

the zone to organise and conduct quality basketball tournaments. The booklet outlines the 

tasks that need to be considered and completed prior to, during and after the tournament.  It 

also contains a checklist to ensure that all tasks are identified and completed.  

 

A successful tournament comes about through careful planning and attention to detail.  

 

Undoubtedly, the success of the tournament lies with the volunteer workers.  Whilst there are 

many tasks needing to be done, it is essential to match the volunteers’ skills to the tasks 

required.  People with specialist computer skills, first aid skills, tradesman skills, score table 

skills and media skills are required for a successful tournament. Target people within your 

organisation who have the skills that you need, or target people who have the attributes to be 

trained in specific areas.  

 

Invite people to join particular sub committees, and allow them to use their expertise to 

benefit the Tournament.  

 

Volunteers without specific skills can help with team liaison, canteen duty, setting up the 

facilities and keeping supplies up to date in the office. 

 

It is essential that training sessions be conducted to refine and upgrade the skill level of the 

volunteer workers.  During these training sessions volunteers can be matched to the tasks 

required within each subcommittee. 

 

It will be essential to have many meetings before the tournament. At each meeting the 

Manager of each subcommittee should report to the larger committee, indicating the progress 

being made in their area of expertise. The Organising Committee must ensure that all of the 

tasks allocated between meetings are completed, and that the sub committees are working 

both to time and to budget. 

 

Some tasks need to be done many months before the tournament, in particular, alterations 

and improvements to the playing or accommodation facility.  It may take some time to make 

and print the volunteer uniforms. The score table officials and statisticians need to undergo 

training and extended practice to ensure they understand their roles and responsibilities. 

 

Many decisions will need to be made during the tournament, and in certain cases, changes 

will need to be made.  The administrators of the tournament must be flexible to the needs of 

the visiting athletes, and should aim to make their stay as enjoyable as possible. 

 

However, a successfully organized tournament is within the ability of every federation in the 

FIBA Oceania zone.  Working together to provide a tournament for teams from other countries 

evokes a sense of pride, achievement and happiness. 

 

At the end of each section relating to a specific sub committee, there is a checklist of things to 

be done before, during and after the tournament.  It is vitally important to use this checklist 

as a guide in the planning and conduct of the tournament.  FIBA Oceania officials will use the 

checklist in visits to the host country before the tournament commences.  
 

 

The secret to a successful tournament lies in the saying: 
“There are no such things as problems – only solutions” 
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ORGANISING COMMITTEE ADMINISTRATION 
 
Duties: 
The Organising Committee is responsible for the efficient and successful organisation of the 
Tournament within the guidelines set by FIBA Oceania.   
 
The Organising Committee should include approximately 10 people, with the Head of the 
Organising Committee (Tournament Director) ultimately responsible for the decisions of the 
subcommittees.  
 

 
Before the Tournament the Organising Committee should: 
 

a. Elect a Tournament Director, who has the overall responsibility for the successful 

organisation of the tournament.  The Tournament Director should chair the 

meetings of the Organising Committee, oversee the preparation of the tournament 

draw and meet regularly with the subcommittee heads to ensure the training and 

preparations are being conducted on time and within budget. 

 

b. Allocate each member of the Organising Committee the responsibility of overseeing 

a sub committee. That person will be known as the Manager of the sub committee. 

It is the responsibility of the Manager of each sub committee to recruit volunteers 

for that committee. 

 

c. The Organising Committee must meet regularly and each sub committee manager 

should prepare a brief report on the progress of their work for each meeting. All sub 

committees must ensure that they work to time and budget. 

 

d. At all times during the preparation of the tournament, the Organising Committee 

must make decisions that are for the benefit of all participating countries.   

 

e. The main sub committees required, and the suggested number of people needed to 

complete the subcommittees tournament responsibilities are: 

 

 

(a) Facilities Administration   – 4 people 

(b) Competition Administration   – 4 people 

(c) Financial Administration  – 4 people 

(d) Athlete Village Administration   – 5 people 

(e) Scoretable Administration   – 24 people 

(f) Ceremony & Protocol Admin  – 3 people 

(g) Transport Administration   – 2 people 

(h) Medical Administration     – 4 people 

(i) Statisticians    – 12 people 

 

f. FIBA Oceania events are conducted under the control of a Technical Committee.  

This committee comprises the FIBA Oceania representative and a designated 

representative of the host Federation, normally the Tournament Director, and a 

third person appointed by the federation. 

 

g. During the tournament it is necessary that the members of the Technical 

Committee as well as the Facilities Manager, Athlete Village Manager, Transport 

Manager and Medical Manager are contactable at all times either by walkie-talkie 

or mobile phones. 
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During the Tournament the Organising Committee should: 
 
a. Be communicating with their sub committee members daily to ensure that all of the 

allocated tasks are being done, efficiently and on time. 

 

b. Be available for emergency meetings to solve problems as they arise. 

 

c. Be contactable by phone if they are not able to be present at all times for the 

duration of the tournament. 
 
 
General Administration Requirements: 
 

a. There should be two offices established for the tournament if there is an Athlete 

Village.  

 

b. One office must be located at the Athletes Village, and will deal with 

accommodation, meal, laundry, transport and training schedules.  The staff here 

must liaise closely with the team managers to ensure that the living and travel 

arrangements are efficiently managed. 

 

c. The second office must be located at the playing venue, and will deal with game 

organisation, results, referee, media, coach and facility issues.  The administration 

and facilities staff should be housed in this office. 

 

d. There must be good communication between the two offices.  Results, training 

schedules and bus timetables should be displayed at both offices, so it is essential 

that fax communication be available at both. 

 

e. Each office should be equipped with a phone and fax and the tournament office 

should have a photocopier.  At least 1 office should have access to an international 

telephone line. 

 

 

Identifying Who is Who at the Tournament: 
 

a. It is recommended that all staff involved with the tournament be provided with 

Tournament uniforms (shirts).  Ideally all staff will have the same shirt, but the 

various sub committees should each wear a different coloured shirt or a large 

identifying symbol.   

 

Colour 1  Village Administration Staff 

Colour 2  Competition Administration Staff 

Colour 3  Transport and Finance Administration Staff 

Colour 4  Facilities Administration Staff 

Colour 5  Score table Officials 

Colour 6  Medical Staff 

Colour 7 Tournament Organising Committee 

Colour 8 Statisticians 

 

 

b. This arrangement allows the visiting players and coaching staff to identify each 

tournament official, particularly if there is a language difference. For example, if a 

team member is looking for medical advise, it is easy for them to find a “red shirt” 

person, if the medical people are advertised as wearing red shirts. 
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c. It is also recommended that all volunteers wear a tag, showing their name and job, 

so that visitors will know who is involved in each aspect of the event. See 

attachment 1 

 

d. Each sub committee manager should make themselves known to each of the team 

managements so that if problems do arise, managers will know who to contact. 

 

Following is a checklist for each of the sub-committees, including pre-tournament, 

during tournament and after tournament responsibilities.  We recommend that you 

photocopy each of these checklist and use them to track progress of each sub-

committee. 

 

 
After the Tournament the Organising Committee should: 
 

a. Prepare a written report on the tournament.  This should include extensive financials, 

and recommendations for the future conduct of tournaments.  Each of the sub 

committees should prepare a report specific to their area of work for the general 

tournament report. 

 

b. If possible, post the report to the federation website. 

 

c. Send copies of the report to all funding agencies, sponsors, FIBA Oceania and NOC. 

 

 

Organising Committee Checklist: 
 

Organising Committee 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Select staff   

b. Elect tournament director   

b. Sub committees:   

     Facilities   

     Competition   

     Finance   

     Athlete Village   

     Score Table   

     Ceremonies/Protocol   

     Transport   

     Medical   

    Statisticians   

   

During the Tournament:  

a. Overseeing staff   

b. Reporting   

c. Problem solving   

   

After the Tournament:   

a. Compile report   
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FACILITIES ADMINISTRATION 
 
Duties:  

To ensure that the facilities and equipment at the playing and training venue are 
available and in good working order before and during the tournament.  
 
 A member of this sub committee must be at the playing courts during all competition 
games. 

 
Before the Tournament the Facilities Manager should: 
 

a. Ensure that the courts, backboards, scoreboards and 24 second clocks are in 

excellent working order and to FIBA Oceania specifications. If this inspection 

results in problems, these must be repaired immediately. 

 

b. Ensure that the lighting is suitable, and in good working order. If this inspection 

results in problems, the Facilities Manager must have repairs effected immediately. 

 

c. Ensure that a suitable tournament office can be established at both the playing 

venue and the Athletes Village.  It is essential that these offices have a phone, fax, 

photocopier, desks, stationary and a reliable supply of power.   

 

d. Ensure that the changerooms are clean and in good repair, and if possible, lockable. 

If this inspection results in problems, the Facilities Manager must take action to 

correct immediately. 

 

e. Ensure that there is a suitable room for use by the medical staff. 

 

f. Ensure that the toilets and showers at the venue are clean and in good working 

order. If this inspection results in problems, repair immediately 

 

g. Ensure that there is a daily cleaning program in place by the Stadium Management 

for the playing floor, spectator area, toilets and showers. 

 

h. Ensure that there is a suitable area for the sale of refreshments; and that there is a 

person responsible for the ordering of stock and the collection and banking of 

money. 

 

i. Ensure that there is suitable replacement equipment (light bulbs etc) in case of 

breakdown during the tournament. 

 

j. Ensure that there are suitable tradesmen on call in case major damage occurs to 

any of the equipment during the tournament. (Scoreboard malfunction etc) 

 

k. Ensure there are adequate notice boards for posting of results. 

 

l. Ensure that there are pigeonholes for distribution of communications to each 

Federation. 

 

m. Ensure that the facilities staff are fully knowledgeable on where brooms, mops, 

dust pans and spare equipment are stored.  
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During the Tournament the Facilities Manager should: 
 

a. Check the courts, backboards and scoreboards each day, and if there is a problem 

with any of these, have them fixed immediately. Ensure a small supply of 

maintenance tools are at the courts and available for use during the tournament. 

(hammer, spanner etc) 

 

b. Ensure there is a person responsible for opening and closing the venue each day.  

The playing venue must be opened at least one hour before the first game 

 

c. Check that the tournament office equipment is in good working order each day. If 

there is a maintenance problem, arrange to have it fixed immediately.  Maintain 

supplies of paper, pens, and folders and especially fax rolls and photocopy paper. 

 

d. If bottled water must be provided to the teams and officials, ensure that there is a 

person responsible for the daily collection and delivery of the water. 

 

e. Ensure that there is a person responsible for the setting up and packing up of the 

score bench equipment and subs benches each day.  

 

f. Be available at the tournament venue to advise on and solve any problems that may 

arise in relation to the facilities and equipment. 

 

g. The Facilities Manager should attend the Technical meeting at the commencement 

of the Tournament so that they understand the arrangements made with teams and 

so that coaches will know who is in charge of facilities. 

 

The Facilities Manager needs to work very closely with the Technical Committee and respond 

immediately to requests from this Committee. 

 

 

After the Tournament the Facilities Manager should: 
 

a. Prepare a written report specific to the facilities area of work for the general 

tournament report. 

 

b. The report should include recommendations for future tournaments. 

 

 

Facilities Administration Who is Responsible Completed 

Before the Tournament:  

a. Courts/equipment   

b. Lights   

c. Offices   

d. Change rooms   

e. Medical room   

f. Toilets/showers   

g. Daily cleaning   

h. Canteen   

i. Spare equipment   

j. Tradesmen   

k. Noticeboards   

l. Pigeon holes   
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During the Tournament:  

a. Equipment   

b. Opening courts   

c. Office equipment   

d. Water   

e. Score Table   

f. Personnel   

   

After the Tournament:   

a. Compile report   
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COMPETITION  ADMINISTRATION 
 
Duties: 
To ensure that the games, results and media reports of the tournament are efficiently 
managed. 
 
Each member of the competition administration team reports to the Competition Manager. 
The competition administration staff works from the office located at the playing venue. 
 

Duties include: 
a. Preparation of accurate team lists following the Technical Meeting held at the 

beginning of the tournament.  These lists are used for the score sheets, results 

information and selection of All Star teams.  The information collated must be 

correct, including date of birth. 

 

b. Prepare, update and advertise the daily point score tables. 

 

c. Prepare, update and advertise the daily individual points. 

 

d. Prepare, update and advertise the daily top 10 points corers. 

 

e. Prepare, update and advertise the daily media reports to radio, TV and newspapers, 

both local and international. 

 

f. Prepare, update and advertise the daily game reports to participating Federation 

headquarters. 

 

g. Distribute results, reports and notices to Federation representatives. 

 

h. Maintain the notice boards with necessary information regularly. 

 

 
Before the Tournament the Competition Manager should: 
 

a. Conduct a training session with the volunteers, allocate specific tasks to each 

person, such as formulating team lists; results; media reports; point scores. 

 

b. Liaise with the Facilities Manager to ensure that the equipment required for the 

tournament office is available and working  – computers, fax, telephone, 

photocopier, stationery supplies. 

 

c. Set up a communications system at the venue where participating Federations can 

receive copies of their score sheets, meeting notices and other information. (Pigeon 

holes, envelope folders etc). Set up notice boards at the stadium so that point scores, 

draws and results can be posted each day 

 

d. Prepare a roster of times for the game administration staff to be at the tournament 

office.  2 or 3 staff should be all that are required at one time. Staff should be 

rostered to start work ½ hour before the first game, with duties finishing ½ hour 

after the last game finishes. 

 

e. Liaise with the local media people and establish clear guidelines for result 

deadlines.  Supply all media outlets with the competition draw so they can attend 

various games.  Establish clear process of getting the results to the media. Media 

are also interested in accurate team lists with playing numbers. 
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f. Ensure a process is in place for teams to book their training times. We recommend 

the preparation of a scheduled training program, which gives all teams fair 

allocation. 

 

g. Ensure provision is made to feed the staff working through meal breaks and if 

needed transport is provided home at the end of the night. 

 
 

During the Tournament the Competition Manager should: 
 

a. Oversee the work of the administration teams, checking that they are efficient and 

carrying out their allocated duties correctly.  This is especially important during the 

first few days of the tournament. 

 

b. Liaise with the participating team managers to ensure that the information they 

require is being received. 

 

c. Liaise with the media people to ensure that all results are getting through, and the 

competition is receiving full media support. 

 

d. Solve any problems brought to your attention in consultation with the Head of 

Organising Committee and FIBA Oceania officials. 

 

e. Ensure notice boards and communication systems are up to date and working.  If a 

pigeonhole remains unemptied it shows a communication problem. 

 

f. The Competition Manager should attend the Technical meeting at the 

commencement of the Tournament so that they understand what arrangements are 

made with teams and so team managers can know who is in charge of 

administration 

 
 
During the Tournament the Competition Staff should: 
 

a. Collect the scoresheets at the end of each game, and enter the results into the 

computer. 

 

b. Update pointscore, leading scorer and results schedules after each game. 

 

c. Advertise the pointscores, results etc on the noticeboards at the village and the 

playing venue. 

 

d. Distribute daily results to the various local and international media. 

 

e. Check each day that the training roster is updated and well advertised so that 

double bookings do not occur. 

 

f. Prepare and distribute notices about meetings, social events etc to Head of 

Delegations. 

 

g. Man the office during the required hours and assist FIBA OCEANIA staff and 

teams managers with photocopying, results etc. 

 

h. Provide each team with a copy of their scoresheet as soon as possible after their 

game. 
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After the Tournament the Competition Manager should: 
 

a. Prepare a written report specific to the facilities area of work for the general 

tournament report. 

 

b. The report should include recommendations for future tournaments. 

 

 

Competition 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Training course   

b. Office equipment   

c. Communications   

d. Noticeboards   

e. Roster   

f. Media   

g. Training   

h. Staff meals   

   

During the Tournament:  

a. Oversee volunteers   

b. Team liaison   

c. Medical liaison   

d. Problem solving   

e. Communications   

f. Technical meeting   

   

After the Tournament:   

a. Compile report   
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FINANCIAL  ADMINISTRATION 
 

Duties: 
The Finance sub committee is responsible for the efficient and accurate management of the 
income and expenses of the Tournament. 
 

 
Before the Tournament the Financial Manager should: 
 

a. Bring together a group of reliable people, with financial management experience to 

oversee the financial aspects of the tournament. 

 

b. Prepare a budget for the event including all anticipated expenses and revenue 

sources. (see attachment 2) 

 

c. Set in place a system of financial accountability for the receipting of income and 

payment of accounts during the tournament. 

 

d. Liaise closely with the sub committee Managers to ensure that they are working to 

budget. 

 

e. Coordinate the ordering of goods for sale during the tournament. 

 

f. Coordinate the ordering and distribution of uniforms that are to be provided free of 

charge to tournament workers. 

 

g. The finance sub committee will be responsible for: 

i. Securing sponsorship for the tournament from Government departments, 

companies and business houses. 

ii. Determining budgets in consultation with the various tournament sub 

committees. 

iii. Receiving and receipting income from various sources. 

iv. Approving accounts for payment. 

v. Preparing an end of tournament financial report for presentation to FIBA 

OCEANIA. 

 

 
During the Tournament the Financial Manager should: 
 

a. Oversee the receipting of income and the daily banking. 

 

b. Approve the payment of accounts, subject to proof of expenses by receipt. 

 

c. File all receipts with notation of payments made. 

 

d. Manage the payment of daily per diems or out-of-pocket expenses to staff, subject to 

previously ratified rules regarding such payments. 

 

e. Ensure that the funds from the sale of tournament items, balances and is receipted 

and banked daily. 

  

f. Ensure that the sponsorship money arranged for the tournament is received and 

receipted. 



 

FIBA Oceania  - Developing and Administering Basketball in the Pacific Region   

Page 14 of 33                                       

 

 

After the Tournament the Financial Manager should: 
 

a. Collate the financial report of the tournament, showing all income and expenses.  

Expenses must be verified with receipts. 

 

b. Ensure that the financial record is included in the final tournament report to be 

sent to FIBA Oceania. 

 

The Financial Administration in conjunction with the Head of the Organising Committee 

must ensure that appropriate recognition is given to Tournament sponsors through venue 

signage, program signage, complimentary game passes, public address acknowledgements, 

invitations to VIP functions and opening and closing ceremonies. 

 

After the tournament, write to the sponsors, thanking them for their support.  Include press 

clippings that may have recognised the sponsor. 

 
 

Financial 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Sub committee   

b. Budget   

c. Accountability   

d. Meet managers   

e. Goods to sell   

f. Volunteer uniforms   

g. Responsibilities   

  

During the Tournament:  

a. Oversee banking   

b. Approve payments   

c. Per diems   

d. Goods sold   

e. Sponsorship    

   

After the Tournament:   

a. Compile report   
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ATHLETE VILLAGE ADMINISTRATION 
 
Duties:  
To ensure that the meal, accommodation, training and transport arrangements are carried out 
efficiently.  The village administration staff must work from the office located at the Athlete’s 
Village. 
 
Before the Tournament the Athlete Village Manager and staff should: 
 

a. Liaise with the possible accommodation venues, and receive itemised quotations for 

use of facilities. 

 

b. Before determining the athlete village venue negotiate: 

 The cleanliness of the facility, including dining room, toilets, showers 

 The arrangements for daily cleaning of the showers and toilets 

 The availability of bed linen and towels. 

 The menus available for the athletes – athletes require a different diet to 

students.  Additionally, participants from some nations may have different 

food needs. 

 The opening and closing times of the dining room – flexibility is very 

important, especially for teams playing late games in the evenings. 

 Security arrangements for the village 

 Laundry facilities 

 Available space for use during free time 

 Availability of phones/phone cards/fax /internet for use by athletes and team 

management 

 

c. In conjunction with the Organising Committee select the most suitable 

accommodation venue. 

 

d. In conjunction with the Organising Committee, select the most suitable security 

company. 

 

e. Ensure that all maintenance issues are resolved prior to the commencement of the 

tournament. 

 

f. Prepare booking sheets for training times and bus times for team management.  

Locate these in the main office, and ensure that only the Village staff enters 

bookings onto the sheets.  This will stop double bookings of training times. (see 

attachment 3) 

 

g. Ensure that a notice board is erected near the dining room, so that players can read 

the information. There should be space on the notice board to display the 

competition draw, the results, the bus timetables, the training schedule, the names 

of Heads of Delegation, contact phone numbers of the hospital, ambulance and 

emergency doctor on call. 

 

h. Prepare a roster of staff to work the Athlete Village office daily – the office should 

operate from 6.30am until 12.00 midnight.  It is often easier for the Village staff to 

have sleeping quarters at the Village because of the long hours. 

 

i. As these people are the “public face” of the competition, the office staff must be 

knowledgeable of the tournament organisation.  They must be able to speak 

confidently on the telephone to people from overseas countries who may be 

inquiring about a visiting team or game results. 
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During the Tournament the Athlete Village Staff should: 
 

a. Liaise closely with the team managers to ensure that they are satisfied with the 

meals, the cleanliness of the showers and toilets, the laundry facilities, the 

transport and training arrangements. 

 

b. Ensure that the training schedules are kept up to date so that double bookings do 

not occur. 

 

c. Ensure that all of the required information is put into the team pigeon holes 

immediately it is received. (Copies of scoresheets, notes from family, meeting 

notices etc). 

 

d. Provide the teams with information on tourist venues and how to get there. It may 

be possible to organise activities for the rest day(s). 

 

e. Ensure adequate provision is made for non competing players to travel to and from 

the playing venue.  Note that numbers wishing to do so will vary on a daily basis 

and organisers must be ready to adjust to the demand. 

 

f. The Head of Village administration should attend the Technical meeting at the 

commencement of the Tournament so that they understand what arrangements are 

made with teams and so team managers can know who is in charge of Village 

administration. 

 

g. Village regulations relating especially to smoking/use of alcohol/curfew need to be 

clearly stated and well publicised and enforced.  Curfew hours are best set in co-

operation with the coaches and managers at the Technical meeting prior to the 

commencement of the tournament. 

 

 

After the Tournament the Athlete Village Manager should: 
 

a. Prepare a written report specific to the athlete village area of work for the general 

tournament report. 

 

b. The report should include recommendations for future tournaments. 

 

Athlete Village 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Quotes   

b. Inspection   

c. Select accommodation   

d. Select security   

e. Maintenance   

f. Training sheet   

g. Notice boards   

h. Staff roster   

i. Train staff   
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During the Tournament:  

a. Liaise managers   

b. Buses on time   

c. Training schedule   

d. Communication   

e. Tourist information   

f. Additional travel   

g. Technical meeting   

h. Village rules   

   

After the Tournament:   

a. Compile report   
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SCORETABLE ADMINISTRATION 
 
Duties: 
To provide trained and competent scoretable personnel for all competition games. 
 
 
Before the Tournament the Score Table Manager should: 
 

a. Collect together a group of at least 15-20 reliable people to do score table officiating 

during the tournament. 

 

b. Conduct scoretable courses, ensuring the officials learn how to be the shot clock 

operator, scorer, timekeeper, electronic scorer and chairperson.  These courses must 

include theory and practical sessions. Note that the scoretable requirements for 

FIBA OCEANIA events are often different to local league games – FIBA 

scoresheets and rules must be used.  Sometimes local people will need to learn how 

to use new equipment. 

 

c. Organise teams of 5 scorebench officials.  Roster these teams onto bench duty 

following the tournament draw. The score table manager should not be part of any 

team, and should not expect to have to do bench duty during the tournament. 

Ensure that work, family and religious demands of your team are taken into 

account. 

 

d. Liaise with the organising committee to ensure that a uniform shirt is made 

available to all scoretable officials prior to the tournament.  Ensure that this is 

worn for all games. The bench chairman should wear a different coloured shirt to 

the other officials so to be clearly recognisable to referees, coaches and 

substitutions. 

 

e. As games will be played over the lunch and evening mealtime, the score table 

manager must liaise with the organising committee to ensure that food and drinks 

are available at the venue for the scoretable officials at no cost.  This could be done 

through a voucher system. 

 

f. Liaise with the organising committee to ensure that transport is available to get the 

scoretable officials to and from the venue. 

 

g. Communicate the decisions made about rosters, meals, uniforms and transport to 

the scoretable officials. 

 

h. Ensure that all the scoretable officials have your phone number and the phone 

number of the stadium in case they are unable to attend a particular session.  If 

this problem arises, it is the responsibility of the scoretable official to contact 

someone on another team and do an exchange.  This exchange arrangement must 

be notified to the Score Table Manager. 

 

i. Communicate with the organising committee so that the scoretable officials are 

included in the official opening and closing ceremony, marching in with the 

referees.  The scoretable officials should be attired in their tournament uniform for 

both the opening and closing ceremonies. 
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During the Tournament the Score Table Manager should: 
 

a. Oversee the work of the score table teams, checking that the scoretable personnel 

are efficient and correct in their duties.  This is especially important during the 

first few days of the tournament. 

 

b. The Score Table Manager should attend the Technical meeting at the 

commencement of the Tournament so that they understand what arrangements are 

made with teams and so team managers know who is in charge of scoretable 

administration. 

 

c. Write up the team score sheets early each day so they are available for the coaches 

prior to the commencement of their game. 

 

d. Collect the scoresheet at the end of the game, and hand it to the tournament office. 

 

e. Ensure that the rostered scoretable officials arrive on time and complete their 

duties.  Make immediate (phone) contact with officials if they fail to report for their 

rostered duty. 

 

f. Ensure that all scoretable officials have a copy of the roster. 

 

g. The Score Table Manager is the person responsible for hearing complaints about 

the bench officials performance from team coaches or managers. 

 

h. The Scoretable Manager works under the direct control of the Tournament 

Technical Committee in matters of game administration. 

 

After the Tournament the Scorebench Manager should: 
 

a. Prepare a written report specific to the scorebench area of work for the general 

tournament report. 

 

b. The report should include recommendations for future tournaments. 

 

 

Score Table 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Sub committee   

b. Conduct courses   

c. Roster teams   

d. Staff shirts   

e. Staff meals   

f. Staff transport   

g. Communicate   

h. Phone numbers   

i. Ceremonies   

  

During the Tournament:  

a. Oversee benches   

b. Technical meeting   

c. Write up sheets   
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d. End of game duty   

e. Staff responsibility   

f. Roster   

g. Complaints   

h. Technical Director   

   

After the Tournament:   

a. Compile report   
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STATISTICIAN  ADMINISTRATION 
 
Duties: 
To provide trained and competent statisticians for all competition games. 
 
 
Before the Tournament the Statistician Manager should: 
 

a. Collect together a group of at least 15-20 reliable people to do statistics officiating 

during the tournament. 

 

b. Conduct statistics courses, ensuring the officials learn how to enter data into the 

computer program Cybersports.  These courses must include theory and practical 

sessions.  

 

c. Organise teams of 4 statisticians.  Roster these teams onto statistics duty following 

the tournament draw. The statistician manager should not be part of any team, and 

should not expect to have to do duty during the tournament. Ensure that work, 

family and religious demands of your team are taken into account when rostering. 

 

d. Liaise with the Organising Committee to ensure that a uniform shirt is made 

available to all statisticans prior to the tournament.  Ensure that this is worn for all 

games.  

 

e. As games will be played over the lunch and evening mealtime, the statistician 

manager must liaise with the Organising Committee to ensure that food and drinks 

are available at the venue for the statisticians at no cost.  Meals could be provided 

through a voucher system. 

 

f. Liaise with the Organising Committee to ensure that transport is available to get 

the statisticians to and from the venue. 

 

g. Communicate the decisions made about rosters, meals, uniforms and transport to 

the statisticians. 

 

h. Ensure that all the statisticians have your phone number and the phone number of 

the stadium in case they are unable to attend a particular session.  If this problem 

arises, it is the responsibility of the statisticians to contact someone on another 

team and do an exchange.  This exchange arrangement must be notified to the 

statisticians Manager. 

 

i. Communicate with the organising committee so that the statisticians are included 

in the official opening and closing ceremony, marching in with the scorebench and 

referees.  The statisticians should be attired in their tournament uniform for both 

the opening and closing ceremonies. 

 

 
During the Tournament the Statisticians Manager should: 
 

a. Oversee the work of the statistician teams, checking that the statisticians are 

efficient and correct in their duties.  This is especially important during the first 

few days of the tournament. 

 

b. The Statisticians Manager should attend the Technical meeting at the 

commencement of the tournament so that they understand what arrangements are 
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made with teams and so team managers know who is in charge of statisticians 

administration. 

 

c. Ensure that the rostered statisticians arrive on time and complete their duties.  

Make immediate (phone) contact with officials if they fail to report for their rostered 

duty. 

 

d. Ensure that all statisticians have a copy of the roster. 

 

e. The Statisticians Manager is the person responsible for hearing complaints about 

the statisticians’ performance from team coaches or managers. 

 

f. The Statisticians Manager works under the direct control of the Tournament 

Technical Committee in matters of game administration. 

 

 
After the Tournament the Statistician Manager should: 
 

a. Prepare a written report specific to the statisticians area of work for the general 

tournament report. 

 

b. The report should include recommendations for future tournaments. 

 

 

Statisticians 

Administration 
Who is Responsible Completed 

Before the Tournament:  

a. Sub committee   

b. Conduct courses   

c. Roster teams   

d. Staff shirts   

e. Staff meals   

f. Staff transport   

g. Communicate   

h. Phone numbers   

i. Ceremonies   

  

During the Tournament:  

a. Oversee benches   

b. Technical meeting   

c. Write up sheets   

d. End of game duty   

e. Staff responsibility   

f. Roster   

g. Complaints   

h. Technical Director   

   

After the Tournament:   

a. Compile report   
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TRANSPORT  ADMINISTRATION 
 

Duties:  
To provide efficient transport for players and team management to and from the opening and 
closing ceremonies, trainings, official tournament meetings and the competition games.  The 
transport administration is not required to provide transport for recreational activities. 
 
Before the Tournament the Transport Manager should: 
 

a. Receive written quotations from a variety of bus companies, and in consultation 

with the Organising Committee, decide upon the appropriate company. 

 

b. Upon confirmation of the arrival times of all teams, inform the bus company of 

these times, and the size of the bus required to transport the teams to their 

accommodation. 

 

c. Ensure that the bus company understands the need to be on time. Teams should 

not have to wait more than 10 minutes for transport after training or competition 

games. 

 

d. Ensure that the bus company has a mobile phone so that they can be contacted at 

all times. 

 
During the Tournament the transport Manager or staff should: 
 

a. Liaise with the team managers so that an accurate daily schedule is prepared for 

the bus company. Ensure that there is a bus booking sheet available at the Athlete 

Village office for team managers to confirm in writing their bus requirements for 

the following day.  Do not rely on word-of-mouth – managers should write their 

requirements in the bookings book. 

 

b. Provide the bus company with the written schedule of pick up times from the 

accommodation, training and competition venues.  This will alter day by day, 

depending on the training requirements of the teams.  The bus company must be 

given an up-to-date schedule very early each day (perhaps by 7.00am) 

 

c. Check with the teams that buses are arriving on time.  If there is a problem, the 

Manager of Transport must address these issues with the bus company as soon as 

they arise.  Teams should not have to wait more than 10 minutes after their game 

for a bus to take them back to their accommodation, especially after the late night 

games. 

 

d. Ensure that the players and staff are not creating undue hardship on the bus 

company by requesting alterations to the transport schedule. 

 

e. Provide Heads of Delegation with details of how they can organise private trips for 

shopping, sight seeing or religious observances. 

 

f. Provision needs to be made to transport non competing athletes to and from the 

competition venue to watch games.  Numbers will vary from day to day but the 

organisation needs to adapt to these needs. 

 

g. The Transport Manager should attend the Technical meeting at the commencement 

of the Tournament so that they understand what arrangements are made with 

teams and so team managers know who is in charge of transport administration. 
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After the Tournament the Transport Manager should: 
 

c. Prepare a written report specific to the transport area of work for the general 

tournament report. 

 

d. The report should include recommendations for future tournaments. 

 

 

 

Transport Administration Who is Responsible Completed 

Before the Tournament:  

a. Receive quotes   

b. Team arrival times   

c. Responsibilities   

d. Mobile phone   

  

During the Tournament:  

a. Daily schedule   

b. Getting schedule to drivers   

c. Checking buses are on time   

d. Alterations to schedule   

e. Private trips   

f. Extra athletes on buses   

g. Technical meeting   

   

After the Tournament:   

a. Compile report   
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MEDICAL ADMINISTRATION 
 

Duties:  
To provide efficient and up-to-date emergency treatment of sporting injuries as they occur 
during the tournament and to facilitate access to specialist medical care when needed.  The 
medical staff are not expected to strap athletes prior to games, or to treat existing injuries. 
 
 
Before the Tournament the Medical Manager should: 
 

a. Ensure there is a suitable area for administering first aid at the playing venue and 

at the Athlete Village. It is most desirable that the first aid area at the playing 

venue be close to the court so that injured athlete does not have to be moved great 

distances to be treated. 

 

b. Ensure that there is a massage bed, basic first aid supplies and a plentiful supply of 

ice at the playing venue and the Athletes Village. 

 

c. Ensure ice is available at all times at the Athlete Village, and at any training 

venues used. 

 

d. Ensure that the staff are qualified in Sports Injury Management or First Aid.  

 

e. Oversee a training session for all of the staff prior to the tournament to revise basic 

treatment for sports injuries – sprains, strains, blisters, cuts, blows to the body. 

 

f. Write to the local hospital, doctor, dentist, physiotherapist and ambulance 

informing them that the tournament will be held, and of the dates of the 

tournament.  The letter should indicate that there may be a need to call on their 

services (especially in emergency situations) during the tournament. (see 

attachment 4) 

 

g. Request information on how injured athletes will be required to pay for hospital 

and medical services, and ensure this information is included in the Team 

Information handed out at the Technical meeting.  Also include the phone numbers 

for medical services. 

 

h. Ensure that the phone numbers for emergency ambulance, doctor and hospital are 

well advertised in the first aid rooms at the playing venue and Athletes Village. 

 

i. Ensure that the medical staff wear a clearly identifiable uniform during the 

tournament. 

 

j. In consultation with your volunteers, prepare a roster of staff to be available during 

all competition games.   

 

 
During the Tournament the Medical Staff should: 
 

a. Ensure that ice is bought to the playing venue daily.  The ice must be available 

prior to commencement of the first game, and should be sufficient to last through to 

the end of the last game. 

  

b. Be in attendance at the playing venue 15 minutes prior to the commencement of the 

first game until the end of the last game of the day. 
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c. Be situated in the same area every day so they can be quickly located when their 

services are required. 

 

d. The Medical Manager should attend the Technical meeting at the commencement of 

the Tournament so that they understand what arrangements are made with teams 

and so team managers know who is in charge of medical administration. 

 

After the Tournament the Medical Manager should: 
 

e. Prepare a written report specific to the medical area of work for the general 

tournament report. 

 

f. The report should include recommendations for future tournaments. 

 

 

Medical Administration Who is Responsible Completed 

Before the Tournament:  

a. First aid rooms   

b. Equipment   

c. Ice   

d. Qualifications   

e. Training session   

f. Correspondence   

g. Payments   

h. Phone numbers   

i. Staff uniforms   

j. Staff roster   

  

During the Tournament:  

a. Ice   

b. Attendance   

c. Setting up   

d. Technical meeting   

   

After the Tournament:   

a. Compile report   
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CEREMONY AND PROTOCOL ADMINISTRATION 
 
Duties: To organise the opening and closing ceremonies in an efficient manner and attend to 
VIP’s who attend these and other games. 
 
Before the Tournament: 
 

a. Liaise with the Organising Committee to determine the official guests to be invited.  

Write letters on invitation to these people well in advance to ensure their 

availability.  Remember government representatives and tournament sponsors. (see 

attachment 5) 

 

b. Decide –    flag display method and location/march in/out direction 

preferred music – band, tape 

what speeches are required and by whom 

traditional dancing 

starting & finish time 

refreshments for officials guests 

participants oath  

 

c. Prepare country name cards. 

 

d. Select people to carry the name card of each Federation – these people to be dressed 

appropriately. 

 

e. Liaise with any dance group to ensure they understand the time and format of the 

ceremony. 

 

f. Ensure that the 1st, 2nd, 3rd place dais is stable and available for the closing 

ceremony. 

 

g. Ensure tables are available for medals and plaques to be placed upon. 

 

h. Ensure the microphone system is adequate and in good working order. 

 

 
During the Tournament the ceremony staff should: 
 

a. Discuss the opening ceremony with all Federations at the Technical meeting. 

 

b. Have people in attendance at the ceremonies to: 

 Muster the teams in order outside the main stadium 

 Mark spots on the floor to help teams march in and find their place 

 Meet official guests and usher them to their seats 

 Hand medals and plaques to the official guest presenting them  

 Serve hospitality if it is required after the ceremony 

 Liaise with the band/musicians 

 

c. Ensure that spectators are entertained while opening and closing ceremonies are 

set up. 

 

d. Organise for the clearing of equipment from the playing surface if space is required 

for the presentation ceremony. Ensure that VIP’s attending games are shown 

appropriate hospitality. 
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After the Tournament the Ceremony Manager should: 
 

g. Prepare a written report specific to the ceremony area of work for the general 

tournament report. 

 

h. The report should include recommendations for future tournaments. 

 

 

 

Ceremony 
Administration 

Who is Responsible Completed 

Before the Tournament:  

a. Official guests   

b. Decide 1- 9   

c. Name cards   

d. Mascots   

e. Entertainment   

f. Dias   

g. Medals   

h. Microphone   

   

During the Tournament:  

a. Technical meeting   

b. Staff tasks   

c. Spectators   

d. Equipment   

e. Clean up   

   

After the Tournament:   

a. Compile report   
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Attachment 1 

Name Tag Template 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Accreditation Pass Template 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

 

 

 
 

 

 

 

 

 

 
Sat 
19th 

Sun 
20th 

Mon 
21st 

Tue 
22nd 

Wed 
23rd 

Thu 
24th 

Fri 
25th 

Sat 
26th 

Lunch Lunch Lunch Lunch Lunch Lunch Lunch Lunch 

Dinner Dinner Dinner Dinner Dinner Dinner Dinner Dinner 

 

 

 

 

 

 

5th FIBA Oceania 
Youth Basketball 

Tournament 
Coffs Harbour 

19th June – 26th June 2004 

«First_Name» 
«Surname» 

 
«Club_Name» 

 

 

  

 

 

5th FIBA Oceania Youth  
Basketball Tournament 

Coffs Harbour, Australia 
20—26th June 2004 

 

 

 

First & Last Name 
Federation 

Status 
 (Player/coach/referee/administrator) 

 

Federation 

Logo 

 

 

Other Logo 
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Attachment 2 

Budget Template 
 

 

Item Expenditure Actuals Notes 

    

Accommodation    

Administration    

Advertising / promotion    

Airlines / travel    

Bus travel internal    

Breakfast    

C’tee Expenses    

Ceremonies    

Contingency    

Entertainment    

Equipment hire    

Hospitality    

Insurance    

Interpreters    

Meals    

Media    

Medical    

Presentations    

Team photos    

Retail    

Security    

Sponsorship    

Ticketing     

Bus travel Greyhound    

PCYC room & court    

    

    

Income    

Greyhound buses    

Grants    

Government    
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Attachment 3 

Letter to opening and Closing Ceremony Template 
 

07 October 2008 

 

«Title» 

«FirstName» «LastName» 

«Company» «JobTitle» 

«Address1» 

«City» 

«State» «PostalCode» 

 

Dear «FirstName» «LastName» 

 

Re: Tournament and Location 
 

Federation Name would like to formally invite you to the Opening and Closing Ceremony of 

the Tournament to be held at the Location from Date.  The Opening Ceremony will be held on 

Date at Time while the Closing Ceremony will be held on the Date at Time. We would be 

honored if you could attend the ceremonies and watch teams from your country play during 

the week. 

 

This event will bring 16 national junior (under 20 years) basketball teams into Location for 

about 10 days. The participating countries will include Teams. 

 

This will be the first Oceania tournament ever conducted in Australia.  Australia has hosted 

qualification events in the past, but this will be the first Australia based tournament where 

the majority of teams will be from the Pacific Islands.  

 

During the tournament players will be vying for selection in the prestigious Oceania All-Star 

team, which will compete in the Australian Olympic Youth Festival in Australia in 2005. 

 

In addition to the games and All-Star selections, FIBA Oceania will conduct a number of 

education seminars for players and coaches.  Names of coaches etc, will conduct clinics for 

players and coaches.  Sport Psychology specialists from the Institute of Sport will conduct 

sport psychology sessions, while sports medicine experts will conduct seminars on drug 

awareness, sports nutrition and sports first aid. 

 

The tournament will be a very comprehensive competition and education program.  We will be 

linking teams with local primary schools. The Island players will be going into the schools to 

conduct some basketball and cultural clinics. 

 

Please RSVP by Date. If I can provide any further information please do not hesitate to 

contact me. 

 

Kind regards, 

Name and position 
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First & Last Name 

Attachment 4 

 

Player Certificate 

Name 

President 

Name 

Secretary General 

 

Federation  

Logo 

 

Other Logos 

Government, Sponsors etc, 



 

FIBA Oceania  - Developing and Administering Basketball in the Pacific Region   

Page 33 of 33                                       

 

 

Attachment 5 

Thankyou Letter Template 
 

30th June 2004 

 

 

 

«FirstName» «LastName» 

«Address1» 

«City» «PostalCode» 

 

 

 

Dear «FirstName» 

 

 

Congratulations for playing a big part of the Tournament held in Location Month and Year.  

The success of the event is owed to the many volunteers who gave freely of their time and 

enthusiasm to ensure a happy and well-run week both on and off the court.  

 

Federation had over 50 volunteers during the tournament and we would like to thank you 

personally for being one of those people. 

 

We appreciate that many of you made special arrangements with work and family 

commitments, we hope the experience of the games made it all worth while. 

 

Your Country has shown the participating countries how to host a professional, fun, social 

international competition, we congratulate you on your efforts. 

 

We hope your involvement with our tournament will encourage you to offer your services some 

time in the future when we need the help of such great volunteers in your country. 

 

Thank you once again for your invaluable support. 

 

 

 

Kind Regards 

 

 

 

Name      Name 

Secretary General    Administration and Special Projects 

 

 

 


