

BADMINTON EUROPE EVENTS ORGANISERS’ MANUAL
ORGANISER’S REPORT

Event name: 			                                                                             
Organiser:			                                                                      
Member Association:		                                                                      

Category & Level	
European Championships: 	Individual ☐ Team ☐  
			Elite ☐  Junior ☐  Senior ☐  U17 ☐  Club ☐ 

Elite Circuit: 			Future Series ☐ Int. Series ☐ Int. Challenge ☐
Junior Circuit:			Int. Grand Prix ☐ Int. Challenge ☐ Int. Series ☐
U17 Circuit:			BEC-U17 ☐

Prize money:			                                                                      
Dates of play:			                                                                                               
Referee:			                                                                      



This Organiser’s Report is a tool to assist the BEC tournament organisers to better evaluate their performance while preparing and organising an event, with a clear goal – to identify the possible weak spots as well as to appreciate the well managed areas of organisation so that the future editions of the same tournament could be even better. 

The Organiser’s Report should be completed within 2 weeks from the conclusion of the tournament and is expected to be reviewed again before the organisation of another tournament by the same organisers begins. 

Although the Organiser’s Report should always be sent back to BEC, it is intended mainly for the organisers’ own records. 


Please read the instructions in italics carefully before completing the form.
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	Area of organisation / Item
	Comments 

	Explanation: Area of organisation/Item  - tick boxes where appropriate (VG=very good; OK=good, appropriate; Not OK=not good, insufficient;) 
Comments – add comments with details to items every time you feel necessary

	Example:

	Changing rooms
	VG ☐ OK ☐  Not OK ☒
	We had 120 players (60 boys, 60 girls) but only two changing rooms. We need more space next time. There are two other rooms which can be used for that purpose.

	Did we receive funding from the city/town?  
	Yes ☒ No ☐
	We applied and received a financial grant of 2.000,- EUR for our event. It was a good idea. 

	Other types of promotion
	Yes ☒ No ☐
	Our national team visited local schools and invited the children and their teachers to the tournament. We had many spectators and the atmosphere in the hall was great. 



	Organisation management:
	Comments

	Was the Organisers Manual used?
	Yes ☐ No ☐
	

	Was a Steering Group (SG) created? 
	Yes ☐ No ☐
	How many members did the Steering Group have?
	__

	Did the SG have enough members?
	Yes ☐ No ☐
	If not, how many people do we need for the SG next time?
	__

	Were all the (provisional) booking done in time?
	Yes ☐ No ☐
	If not, what do we have to take special care of next time?
	

	The strong, well-managed areas of organisation were (make a list): 
	

	The weak, poorly-managed areas of organisation were (make a list):
	

	Were the dates for the tournament well selected? 
	Yes ☐ No ☐
	

	Other comments:
	

	Summary – organisation management

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Finances - Support from Local & Government Authorities: 
	Comments

	Did we apply for funding from the city/town? 
	Yes ☐ No ☐
	

	Did we receive funding from the city/town?  
	Yes ☐ No ☐
	

	Did we apply for funding from regional/local government authorities? 
	Yes ☐ No ☐
	

	Did we receive funding from regional/ local government authorities?  
	Yes ☐ No ☐
	

	Did we apply for funding from government/ministry? 
	Yes ☐ No ☐
	

	Did we receive funding from government/ministry?
	Yes ☐ No ☐
	

	Other types of funding? 
	Yes ☐ No ☐
	

	Other comments:
	

	Summary –  Support from Local & Government Authorities

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Finances – Partners & Sponsorship 
	Comments

	Did we get sponsorship/support from our long-term partners?
	Yes ☐ No ☐
	If yes, how many long-term partners supported our tournament?
	__

	Did we get sponsorship/support from new partners for the event?
	Yes ☐ No ☐
	If yes, how many new partners supported our tournament?
	__

	How many of the new partners (if any) are going to cooperate with us on long-term basis in the future?
	__

	Other comments: 
	

	Summary – Partners & Sponsorship

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Media & Promotion before the event: 
	Comments

	Did we actively search for various ways to promote our tournament before, during, and after the event? 
	Yes ☐ No ☐
	

	Prior to its start, our event was promoted in/on:
	

	TV 
	Yes ☐ No ☐
	

	Radio
	Yes ☐ No ☐
	

	Press 
	Yes ☐ No ☐
	

	Social Media (Facebook, YouTube, ...)
	Yes ☐ No ☐
	

	Billboards 
	Yes ☐ No ☐
	

	Posters
	Yes ☐ No ☐
	

	Official invitations sent to local authorities, institutions, ...
	Yes ☐ No ☐
	

	Official invitations sent to our partners and sponsors
	Yes ☐ No ☐
	

	Other types of promotion
	Yes ☐ No ☐
	

	Other comments:
	

	Summary - Media & Promotion before the event:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Media & Coverage during the event: 
	Comments

	During the actual competition, our event was covered by media in the following areas:
	

	Live Streaming
	Yes ☐ No ☐
	

	TV
	Yes ☐ No ☐
	

	Radio
	Yes ☐ No ☐
	

	Press 
	Yes ☐ No ☐
	

	Social Media (Facebook, YouTube, ...)
	Yes ☐ No ☐
	

	Other types of coverage
	Yes ☐ No ☐
	

	Other comments:
	

	Summary - Media & Coverage during the event:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Media & Reporting after the event: 
	Comments

	After its conclusion, results, outcomes, and reports from our event were presented in/on:
	

	TV
	Yes ☐ No ☐
	

	Radio
	Yes ☐ No ☐
	

	Press 
	Yes ☐ No ☐
	

	Social Media (Facebook, YouTube, ...)
	Yes ☐ No ☐
	

	Official reports/letters sent to local authorities, institutions, ...
	Yes ☐ No ☐
	

	Official reports/letters sent to our partners and sponsors
	Yes ☐ No ☐
	

	Other types of reporting
	Yes ☐ No ☐
	

	Other comments:
	

	Summary - Media & Reporting after the event:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
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	Venue:  
	Comments

	Space for courts, nets, umpire chairs and other equipment in playing area
	VG ☐ OK ☐ Not enough ☐
	

	Seating for players (no. of seats, space)
	VG ☐ OK ☐ Not enough ☐
	

	Seating for spectators (seats, space)
	VG ☐ OK ☐ Not enough ☐
	

	Estimate number of spectators
	Qualifying: __; Round 17/32: __; Round 9/16: __; Quarterfinals: __; Semifinals: __; Finals: __; 

	Accreditations
	Yes ☐ No ☐
	

	Changing rooms
	VG ☐ OK ☐ Not OK ☐
	

	Warm up facilities
	VG ☐ OK ☐ Not OK ☐ None ☐
	

	Practice facilities
	VG ☐ OK ☐ Not OK ☐ None ☐
	

	Other facilities for players (relax, ...)
	VG ☐ OK ☐ Not OK ☐ None ☐
	

	Info (for players in the hall/hotel) about schedule, results, transport, ...
	VG ☐ OK ☐ Not OK ☐
	

	Stringing service
	Yes ☐ No ☐
	

	Hall temperature
	Too hot ☐ OK ☐ Too cold ☐ 
	

	Hall humidity
	Too humid ☐ OK ☐ Too dry ☐
	

	Court visibility
	VG ☐ OK ☐ Not OK ☐
	

	Lighting in the hall
	VG ☐ OK ☐ Not OK ☐
	

	Disturbing air current
	Yes ☐ No ☐
	

	Air conditioning
	Yes ☐ No ☐
	

	Hall height in accordance with the BWF/BEC Regulations)?
	≥ 7m ☐   ≥ 9m ☐   ≥ 12m ☐
	

	Were there any obstructions hanging from the ceiling or around the walls?
	Yes ☐ No ☐
	

	Flooring/Mats
	VG ☐ OK ☐ Not OK ☐
	

	Nets/Posts/Measures
	OK ☐ Not OK ☐
	

	Scoring machines
	VG ☐ OK ☐ Not OK ☐
	

	Player identification
	VG ☐ OK ☐ Not OK ☐
	

	Other equipment
	Yes ☐ No ☐
	

	Other comments:
	

	Summary – Venue:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Transport:  
	Comments

	From/to the aiport (or other official point of arrival) – timing
	On time ☐ Late ☐
	

	From/to the aiport (or other official point of arrival) – amount of cars
	Sufficient ☐ Insuff. ☐
	

	From/to the aiport (or other official point of arrival) – amount of drivers
	Sufficient ☐ Insuff. ☐
	

	Venue–hotel transport – timing
	On time ☐ Late ☐
	

	Venue–hotel transport – amount of cars
	Sufficient ☐ Insuff. ☐
	

	Venue–hotel transport – amount of drivers
	Sufficient ☐ Insuff. ☐
	

	Other comments:
	

	Summary – Transport:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Accommodation:  
	Comments

	Quality 
	VG ☐ G ☐ OK ☐ Not OK ☐
	

	Prices
	Too high ☐ OK ☐ Cheap ☐
	

	Variation (options)
	VG ☐ OK ☐ Not OK ☐
	

	Other comments: 
	

	Summary – Accommodation:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Ticketing & Accreditation:  
	Comments

	Did we sell tickets for spectators 
	Yes ☐ No ☐
	Are we going to sell tickets next time?
	Yes ☐ No ☐

	Did we use accreditation cards for participants, organisers, VIP‘s, ...
	Yes ☐ No ☐
	Are we going to use accreditation cards next time? 
	Yes ☐ No ☐

	Other comments: 
	

	Summary – Ticketing & Accreditation:

	What in the area was done really good? 
	

	What in the area should/can be improved next time? 
	



	Match Control:  
	Comments

	The work of match control was 
	VG ☐ OK ☐ Not OK ☐
	How many people did we use for match control?
	__

	Was the number of people used for match control sufficient?  
	Yes ☐ No ☐
	How many people do we need for match control next time? 
	__

	Did match control have sufficient space?
	Yes ☐ No ☐
	

	Did match control have sufficient equipment (PC, internet, printer)?
	Yes ☐ No ☐
	

	Was the timing (schedule) good? 
	VG ☐ OK ☐ Not OK ☐
	

	Brand and type of shuttles used
	
	How many boxes of shuttles did we have?
	__
	How many speeds?
	__

	Average shuttle consumption per match
	__
	Did we have enough shuttles and enough speeds?
	Yes ☐ No ☐

	How many boxes of shuttles do we need to have next time?
	__
	How many speeds of shuttles do we need to have next time?
	__

	Other comments:
	

	Summary – Match Control:

	What in the area was done really good?
	

	What in the area should/can be improved next time?
	



	Technical Officials:  
	Comments

	Referee - write name
	

	Deputy referee(s)
	

	Comments on cooperation with the referee and deputy referees:
	

	How many umpires did we use for our tournament?
	__
	Did we have enough umpires? 
	Yes ☐ No ☐

	Were the umpires good enough?  
	Yes ☐ No ☐
	How many umpires do we need for our tournament next time? 
	__

	Comments on quality and number of umpires:
	

	How many line judges did we use for our tournament? 
	__
	Did we have enough line judges? 
	Yes ☐ No ☐

	Were the line judges good enough?  
	Yes ☐ No ☐
	How many line judges do we need for our tournament next time? 
	__

	Comments on quality and number of line judges:
	

	Other comments:
	

	Summary – Technical Officials:

	What in the area was done really good?
	

	What in the area should/can be improved next time?
	



	Cooperation between the Organisers and the hosting Member Association (only if MA and the actual Organisers are NOT the same):  
	Comments

	The overall quality of cooperation between us and the Member Association was
	VG ☐ OK ☐ Not OK ☐
	

	Was a contract specifying obligations of the MA and of the Organisers signed?
	Yes ☐ No ☐
	

	Before, during, and after the event the Member Association supported us in the following areas: 
	

	Sanctioning process
	Yes ☐ No ☐
	

	Event promotion
	Yes ☐ No ☐ Not needed ☐
	

	Searching for event sponsors and partners
	Yes ☐ No ☐ Not needed ☐
	

	Providing equipment for the venue (court mats, umpire chairs, el. scoreboards, ...)
	Yes ☐ No ☐ Not needed ☐
	

	MA provided their staff to help us to prepare and run the event
	Yes ☐ No ☐ Not needed ☐
	

	Other forms of support
	Yes ☐ No ☐
	

	Other comments:
	

	Summary - Cooperation between the Organisers and the hosting Member Association:  

	What in the area was done really good?
	

	What in the area should/can be improved next time?
	



	Anti-Doping & Medical:  
	Comments

	Was drug testing conducted? 
	Yes ☐ No ☐
	

	Was a doctor available during the tournament? 
	Yes ☐ No ☐
	

	Was a physio available during the tournament? 
	Yes ☐ No ☐
	

	Other comments:
	

	Summary – Anti-Doping & Medical:

	What in the area was done really good?
	

	What in the area should/can be improved next time?
	



	Miscellaneous:  

	Did we offer catering in the venue?
	Yes ☐ No ☐
	If yes, the quality of food and service was
	VG ☐ OK ☐ Not OK ☐

	Did participants use the catering facilities to the expected extent?
	Yes ☐ No ☐
	Are we going to offer catering next time?
	Yes ☐ No ☐

	Catering - comments:
	

	

	Did we sell any merchandising (pins, T-shirts, posters, etc.) in connection with the event?
	Yes ☐ No ☐

	Did the production and sales of merchandising generate profit?
	Yes ☐ No ☐

	Are we going to sell merchandising next time?
	Yes ☐ No ☐

	Merchandising - comments:
	

	

	Did we organise any social functions or programme for participants (e.g. players‘ party)?
	Yes ☐ No ☐

	Social Functions - comments:
	

	

	Was the Security & Safety guaranteed?
	Yes ☐ No ☐

	Security & Safety - comments:
	

	

	Other comments:
	

	Summary – Miscellaneous:

	What in the area was done really good?
	

	What in the area should/can be improved next time?
	



What were our goals when organising the tournament? (list 3 main goals)
· 
· 
· 


Did we achieve the goals? Yes ☐ No ☐


If no, list 3 main things which will help you achieve your goals in the future: 
· 
· 
· 


If yes, list 3 main things which will help you to make your tournament better in the future: 
· 
· 
· 


Additional comments to Badminton Europe: 
· 
· 
·  


Signed: 
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