Checklist stage setup and preparation for ACE matches

Home team is responsible for:
1. Arranging for a team of students (preferably 5-6) to be available upon arrival of the ACE trailer to move the ACE equipment from the trailer to the venue, and assist in setup.
1. Providing 4 tables (six to eight foot long, 3 must be of equal size) to be in place prior to the arrival of the ACE officials – about 8:15 am
1.  Providing 20 chairs to be in place at the same time
1. Four bottles of water 
1. Providing a question monitor and score keeper.  (Prefer adult, but may use student if adept).
1. [bookmark: _GoBack]Arranging for school official (preferably the high school principal) to welcome the teams.  Suggested script provided by ACE coordinator (Will email at start of season)
1. Video recording the match.
1. Identifying 110volt outlets to be used (We know where most are but if in new location we may need some guidance.
1. Providing the text book library for the match
1. (New) Arranging for photos and a written report of the match to be sent to the Democrat-Gazette if no reporter present.
1. A simple reception for the teams to be held after the match.
1. Arranging for a team of students (preferable the same team used for setup) to dismantle the equipment, pack away and return it to the trailer.


