Match Secretary Checklist
Obtain lists of updated BV contact details, match fixtures, team coordinators and a Notts BA handbook a.s.a.p. after the fixtures meeting

Note which fixtures are relevant to you (i.e. highlight Mens, Mixed, or Ladies matches)

One week before each home match call the opposition’s match secretary (details can be found in the Notts BA handbook or possibly on the Notts BA website) to confirm details:

· match date

· venue

· start time

· number of pairs required at start time

For away matches the opposition match secretary should contact you one week before the match date to confirm the same details listed above, however if you have not received the call within 2-3 days of the match then you must call them.

After confirmation inform the relevant team coordinator of the confirmed details and if necessary point out any change of details.

If a match needs to be re-arranged due to unavailability of either home or away team then the responsibility needs to be passed to the team coordinator who should notify you when a new date has been agreed for and you should note this on your fixtures list.

