NVA Event Management

Event Details


Prepare the event details. Include:
· Date of the event

· Location

· Timetable

· Eligibility

· Age categories

· Format of the competition

· Relevance eg if the event is used for selection

· Entry fees

· Closing date; late entry policy
· Equipment standards

· Venue facilities eg changing rooms, showers, cafeteria)

· How to enter

· Where to send the entry form

· How to pay

· Cheque

· Electronically

· Conditions of entry
· Contact details of the organiser (Address, Email, Telephone)

· Contact details on the day (Mobile) in case of late arrival

· Contact details for Lost Property (Email, Telephone)

· Accommodation

· Details of hotels (name, address, website, rates)

· Directions 

· By plane

· By train, bus, car

· Map (eg a Google Maps link)

· Social event
· Where, what, how much

· Map (eg a Google Maps link)

· Dinner menu

All published material must be consistent with the NVA Style Book.
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