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I. Lodging 

A. Choosing a motel/hotel 

□ 1. Location. 

□ 2. Location of practice facility. 

□ 3. Cost – Are you required to work with a budget? 

□ 4. Restaurant(s) close by? Does motel offer breakfast? 

□ 5. Security? 

□ 6. Laundry facilities available? 

□ 7. Bus parking available? 

□ 8. Determine if you want parents in the same motel/hotel. 

□ 9. Availability of extra rooms for parents if applicable. 

□ 10. Hotel regulations? 

B. Making reservations 

□ 1. Make reservations at least one month in advance for single classification events and at 

least six months in advance for basketball, gymnastics, wrestling, or any multi-
classification event at the same site. 

□ 2. Ask for a contract from the motel to confirm your reservations. 
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□ 3. Send motel a purchase order and bring a copy with you or send it with the coach. 

□ 4. Determine who will be staying in the motel – coaches, athletes, managers,  

        cheerleaders, band members, administrators, supervisors, bus driver. 

□ 5. Send motel a rooming list – include names and positions. 

□ 6. Identify for the motel who is in charge in case there is a problem. 

□ 7. AD/coach should always check (personal contact) with the hotel/motel when 

 checking in and when leaving. 

II. WIAA Bound for State Tournament Packet 
    Obtaining and completing the tournament packet  

□ 1. School information packets are posted on the WIAA Website at least one month   prior 

to the state event. 

□ 2. Read ALL of the tournament packet – It will tell you what you need to know! 

□ 3. Complete all paperwork necessary as outlined in the tournament packet and return by 

specified date. 

□ 4. Print a tournament packet for your coach and go through the packet with him/her.  

□ 5. Submit state roster and team picture by deadline to publisher of state tournament 

programs. (This is different than information or team/pass lists required by the 
tournament director and information sent for Districts is not forwarded for State). 

a. Information is on the WIAA Website (wiaa.com) 

b. Complete all sections of the roster form. 

□ 6. Submit a pass list to WIAA or the tournament manager. 

a. Indicate who should receive passes – board members, supervisors, 
administrators. 
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□ 7. Determine who gets to use passes provided by the tournament, coaches, athletes, 

managers, etc. 

□ 8. Secure a practice time for tournament facility, or other site close to the state 

tournament site. 

□ 9. Make plans for coaches to attend coaches meeting, if scheduled. 

□ 10. Make plans for your team to participate in tournament sponsored events. (Pre-

Tournament Social or Dinner, Teaming Up, Tournament Breakfast, etc.) 

□ 11. Student media information. 

III. Meals 

A. Paying for meals 
 

□ 1. Review school district policy.  

 

□ 2. Determine whom the district will be supplying meals to and how much money per  

person per meal will be provided. 

□ 3. Determine if meals will be paid by school purchase order, per diem or if the coach will 

use district credit card and the team will eat as a group. 

IV. Transportation 

A. Transporting the team  

□ 1. Determine if you will transport the team with a school bus, van, cars, Greyhound, etc. 

□ 2. Don’t forget to plan for the driver(s)! (lodging, meals). 

□ 3. Determine who gets/needs parking permits. 

B. Transporting supervisors or additional personnel 
 
V. Communication 

A. Communicating with coaches 
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□ 1. Assist the coach in developing a first day itinerary – include departure time, arrival 

time at motel, eating times, arrival at tournament facility, etc and leave a copy of this 
with the school personnel for parents’ questions. 

□ 2. Assist the coach in developing rules and guidelines for team members while 

participating in State. 

a. Review a copy of the rules and guidelines with team members and their parents.  

b.  Hold a pre-tournament meeting with coaches, band directors, cheer advisors, 
players and parents. 

□ 3. Assist the coach in providing necessary information to parents (motel location and   

phone number, tournament schedule, itinerary, emergency phone numbers, etc.) 

□ 4. Determine whether the team will stay for the duration of the tournament event if they 

lose 

B. Communicating with the community 

□ 1. Provide tournament schedules to the community and press – list times and location, 

ticket prices, etc. (Available on the WIAA Website at www.wiaa.com) 

□ 2. Provide a schedule to the community for early release or no school days, if 

appropriate and get tournament  
date to school board months in advance 

□ 3. Coordinate with the community for Pep Rallies, sendoffs, bus decorating, if 

appropriate  

□ 4. Post tournament celebration – involve the community (evening celebration with the 

community) 

C. Communicating with the students and faculty 

□ 1. Select competent supervisors 

□ 2. Determine the best method to educate student body about proper tournament 

behavior 

□ 3. School release policy (purchase tickets in advance, note from parent) 
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□ 4. Work with band instructors, dance/drill team and cheer advisors for all arrangements 

for their group and make sure the band and cheer and/or dance/drill staff have equal 
amounts of meal money and that arrangements have been made for them as well. 

□ 5. Notify the tournament manager if your school can provide an individual or group to 

sing the National Anthem 

D. Maintain a positive working relationship with facility/tournament host 


