Part IX: Sport and Recreational Management
Worksheet V
1. Example of “Time Factors”
Graduating-Class Basketball and Badminton Tournament Schedule

	XXXXXX Secondary School
2012-2013 Graduating-Class Basketball and Badminton Tournament 

Preparatory Work Schedule

 Basketball Competition Date
：

30/11/2012, 7/12/2012, 14/12/2012 (Friday)

 Badminton Competition Date
：

10/12/2012 (Monday)

No
Item
Expected Date
Officer-in-charge
1

Set up a working committee
3/10/2012

aaa

2

Work out rules and regulations, design posters
17/10/2012

bbb

3

Invite guests
17/10/2012

xxx(Teacher)
4

Start promotion
22/11/2012
ddd  eee

5

Application
8/11/2012

xxx(Teacher)
6

Conduct fixture draw
9/11/2012

xxx(Teacher)
7

Prepare Competition Schedule
13/11/2012

ccc

8

Invite referees and volunteers
13/11/2012

xxx(Teacher)
9

Print and distribute competition schedule
15/11/2012

bbb

10

Arrange tasks for each member on competition days
15/11/2012

aaa

11

Train referees and volunteers
20/11/2012
xxx(Teacher)
12

Arrange photographers and video shooters on competition days
23/11/2012
xxx(Teacher)
13

Prepare prizes and medals
26/11/2012
xxx(Teacher)
14

Prepare souvenirs for guests and testimonials for referees and volunteers 
26/11/2012
xxx(Teacher)
15

Prepare equipment
26/11/2012

xxx(Teacher)
16

Announce the final results
18/12/2012

aaa

17
Arrange evaluation meetings and filing
19/12/2012

xxx(Teacher)
18
Run a prize presentation ceremony
20/12/2012
bbb




2. Question
	Prepare a work schedule for an inter-house basketball competition in your school. 


