	Congress Checklist 2026

	Task
	Responsibility
	Actions Required
	Deadline
	Status/Comments

	Book Date & Director
	Main Coordinator
	· Book date for next year’s Congress: through NSWBA, immediately after completion of current congress
NOTE: start time: Sat 10am & Sun 9:30am
· Book Director for Congress
	
	· > LP


· Done > Jeff Carberry > LP/KT


	Organise Sponsorship
	Publicity Officer
	· Discuss with ?
	 
	· > ??? Thoughts ???


	Book Venue
	Main Coordinator
	
	
	· Done > LP


	Develop Brochure & Advertise Event
	President, Main Coordinator & Publicity Officer
	· Develop brochure: Incl. NSWBA requirements
· Make brochure available to NSWBA & Local Members
· Advertise on website/Facebook/NSW Bridge Clubs
	
	· Done > LP
· > 
· > 


	Organise Spare Players
	Main Coordinator
	· Spare pair required for standby on Saturday
· Spare team required for standby on Sunday
	
	· > LP
· > LP


	Setting up Venue prior to Event
	Main Coordinator
	· Arrange for hall availability for Friday night
· Arrange for helpers to assist venue set-up
· Need a Ute or trailer
· Arrange helpers to assist with removing equipment at end
	
	· Done > LP
· > LP/Team
· >
· > LP/Team


	Catering
	Catering Committee
	· Book caterers
· Coordinate number of sandwiches required ensuring any dietary requirements are considered
· Organise expected time for lunch on each day. 
	
	· Done > LP
· > LP

· > LP

	Morning/Afternoon Tea
	Catering Committee
	· Organise volunteers to provide enough cakes, slices and or biscuits for participants during both days

	
	· > 

	Identify Equipment Required and Logistics
	Main Coordinator
	· Arrange Director’s assistant(s)

· Required items:

· Tables
· Boards
· Bridgemates
· Table numbers
· North Sign
· Projector
· Microphone
· Extension cords/power boards
· Bidding Pads only (do not need blocks) 
· Pens
· System cards - blank
· Whiteboard
· Scissors
· Sticky tape
· First Aid Kit
· Marker Pens
· Waste paper bins
· Side Tables
· Table cloths
· Hand sanitiser
	
	· Not required



· > LP/Team
· Not required
· Not required
· Not required
· Not required
· Check
· Check
· > LP
· > Team
· > LP
· > LP
· > Team
· > Team
· > Team
· > Team
· > Team
· > LP/Team
· > LP/Team
· > Team
· > Team


	Prizes
	Treasurer
	· Ensure prizes are in envelopes for presentation: both days
	
	· > Treasurer

	Pay any outgoing expenses as per invoices
	Treasurer
	
	
	· > Treasurer

	Appeals Committee
	Main coordinator
	· Fill positions with personnel on each day
	
	· KT

	Arrange for Urns & Buckets
	Catering Committee
	· Two urns will be required on each day
· Arrange for volunteers to refill urns both days
· Arrange for at least 4 buckets
	
	· Not Required
· Not Required
· Not Required

	Arrange for old rags etc… for spillages

	Catering Committee
	· Ensure plenty of rags or towels are available to mop up any spillages on each day
	
	· Not required

	Purchase required items
	Catering Committee
	· Identify items required on the days and purchase additional supplies required
	
	· > LP

	Catering Team
	Catering Committee
	· Organise volunteers to assist in the kitchen on both days: plating up morning teas, lunch & afternoon teas
	
	· Not Required

	Publicity
	Publicity Officer
	· Arrange photographer for the two days
· Take photos on each day of the winners, noting their names
· Prepare article for FB & Webpage
· Update FB & Webpage with results
	
	· > JR
· > JR

· > JR
· > JR

	Reconcile entries and monies received
	Treasurer
	· Ensure all payments are received
· Ensure partial entry refund for members
· Identify best local Pairs and Teams eligibility
	
	· > LP
· Not required
· > LP/KT



