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Team Managers Check List








Team Information Letters containing the levies are distributed.





The Team Manager forwards a copy of the Team Information Letter – Form B1 and Financial Details Form – Form C5 to Business Services Manager/Bursar.





All Apparel Order Forms with the cheque attached are returned by the stated due date. 





The information from individual apparel order forms is transferred on to the Summary of Uniform Items Sheet – Form C6.





The information from individual apparel order forms and cheques is transferred to the Financial Details Form – Form C5.





All cheques and an updated copy of the Financial Details Form are presented to the Business Services Manager/Bursar. 





The Business Services Manager/Bursar refunds students as required prior to the team’s departure. These are authorised in writing by the Team Manager.





Business Services Manager/Bursar receipts cheques into a specific cost centre for that team.





A completed Financial Details Form – Form C5 and Summary of Uniform Items Sheet – Form C6 is returned to the Sports Office.





All individual student Apparel Order Forms – Form B3 are returned to the Sports Office on completion of the financial procedures. 





All other forms eg. Consent Form (Part A & B), Student Medical, Medical Details, Project Consent Forms, Risk Management Representative Sports Event – Team Manager etc are archived by the School Business Services Manager/Bursar.





Refer to Master Summary Sheet (Student Forms) – Form D16 to ensure that all members of the team have returned all forms.  Check all forms for signatures and that all forms have been completed correctly.
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