Special Olympics FALL Event Checklist & Timeline
Participating schools/groups for Area 6   
1. Columbus ESS/Skills

2. Rolling Hills

3. Parker House

4. Starkville Day Hab

5. Starkville Skills

6. Starkville Public Schools **

7. Okolona High School

8. West Point High/North/South/Fifth Street/Church Hill/South Side/Central

9. Houlka Schools **

10. Aberdeen Schools **

11. Oktibbeha County Schools: East and West

12. Columbus City/Lowndes County Schools **

13. East Webster/Eupora Schools **

14. Clay County Elementary School

** did not participate in 2007-2008
Date

Task (responsible party)





Notes
           

Set Date and Rain Date for fall event that includes the following events: volleyball, 

volleyball skills, basketball (5 on 5 & 3 on 3), and basketball skills that include 

10M dribble, speed dribble, target pass, spot sh0t (fall meeting) – NOTE: Do 

not host it on a football home weekend as parking will NOT work
______
Set registration deadline (fall meeting, then SPORTS updates website and last 
line of registration entry forms)

           

Notify MSU Road Runners, Shackouls Honors College, Appalachian Leadership, 
Greek Life and additional student organization if they choose to assist (SPORTS)
           

Everyone involved should be encouraged to wear Maroon in the spirit of 
Mississippi State University

           

Secure Master of Ceremonies (Deanie)

           

Purchase ribbons for participants and arrange for awards ceremony procedures 
(Deanie)

           

Reserve Sanderson Center through Patrik Nordin or Laura Walling & Additional 
Materials including trash bags, the proper tape for walls and the court, access to 
restrooms, scoreboard usage and system, tables, music sound system (could 

bring your own boombox), wireless microphone (recommend though haven’t 

used one to date through the Fall 2007 event), and National Anthem.  (SPORTS)
           

Sell Sponsorships (SPORTS)

______
Tutorial session of the “score reporting computer program” (Deanie and 
SPORTS)
           

Open Registration Online – make sure registration deadline is correct (SPORTS)
           

Notify Coaches of Date & Open Registration (SPORTS to Deanie)
           

Secure breakfast and lunches including food & beverages for participants 
and volunteers (Deanie and Kiwanis)
           

Notify MSU Athletics for volunteers from M Club (SPORTS)
           

Notify MSU Office of Public Relations (SPORTS)
______
Ask MSU Sports Medicine is they would provide athletic training support on the 
day of the event (SPORTS)
           

Notify Department of Kinesiology and ask professors to provide extra credit 
(SPORTS)
           

Invite Adapted Physical Education classes to help potentially for extra credit 
(SPORTS)
           

Publicity including WCBI, Reflector, Starkville Daily News, Commercial Dispatch 
(SPORTS) – SUGGESTION: do a profile each day on an athlete for about ten 
days
ONE WEEK PRIOR TO THE SPRING EVENT

           

Close Registration (SPORTS)
           

Set Up Event itinerary (SPORTS)
______
Make copies of itinerary per event, paperclip (SPORTS)

______
Make copies of Welcome Packet for coaches – itinerary and map, no score sheet 
or timesheet should be in the Welcome Packet (SPORTS)
           

Insure facility is ready including Scoreboard, Restrooms, Music Sound System, 
National Anthem and Wireless Microphone. (SPORTS)
           

Set Up Hospitality Table, Registration Table (Deanie and SPORTS)
______
Set Up Official Scorer’s Table (Deanie and SPORTS)

           

Pick Up Equipment including clip boards, pens, stop watches, cones, basketballs, 
volleyballs, tape measures (SPORTS)
______
Have a digital camera charged and ready (SPORTS)

DAY OF SPRING EVENT

______
Bring a smile and patience.  Let this day be their Super Bowl!!!! (ALL)

______
Take pictures – lots of them (SPORTS)

______
As the teams arrive, have coaches notify scorekeeper of scratches. 

______
Have any and all volunteers from the M Club (student athletes) write down their 
name, M Club and their sign in and sign out times on the volunteer list

______
Distribute score sheets to respect stations – all scores/times should go to the 
official scorer’s table for official documentation
           

Host Events including initial welcome, National Anthem, Special 
Olympics motto reading and stretching exercise to music (SPORTS)
           

Participate and have a great time (all)
           

Dispose of Trash and Secure Facility (SPORTS)
POST-EVENT

______
Schedule a photo shoot if there is a check presentation from sponsorship sales 
(SPORTS & Deanie)

______
Issue post-event photos and press releases to regional media outlets (SPORTS)
           

Have a date scheduled for writing Thank You Notes (SPORTS & Deanie)
           

Report Scores (Deanie)
______
Put photos on the SPORTS Special Olympic website (SPORTS)

           

Evaluate and find 10 ways to improve for next semester and next season 
(SPORTS & Deanie)
OUR CORE AREAS

Finance/Budget

Risk Management

Tournament Operations

Registration

Volunteer Management

Event Marketing
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