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What is the Operational Manual? 
 

This document, entitled "Operational Manual" offers the general guidelines for hosting successful World Taekwondo 
events. It is primarily designed to assist and guide Local Organizing Committee (“LOC”) in their event delivery to refer 
to, either before the bidding process begins, during the planning stages or even after the event has started. 

 
 

The purpose of this document is as follows. 

‐ Educate and support LOC to successfully deliver the World Taekwondo Grand Prix Series. (“the event”) 

‐ Provide the LOC with organizational directions and detailed requirements by each functional area (“FA”) 

‐ Enhance communication with the LOC by providing guidance of “operational plan” which will be prepared and 
submitted by the LOC to the World Taekwondo. 

 
 

The manual contents should always be used in conjunction with the World Taekwondo’s Statutes, Event Operations 
Rules as well as Competition Rules. 

The LOC is required to strictly abide by the requirements set forth in this manual unless otherwise agreed in writing 
between the LOC and the World Taekwondo. 

Should LOC have any questions about this manual, please contact Event Department of the World Taekwondo at 
event@wtf.org. 

This manual can be modified based on mutual agreement between the World Taekwondo and the LOC. 
 
 

World Taekwondo Event Lifecycle 

The World Taekwondo will be partnering with the host throughout every stage of the event lifecycle as follows. 
 
 

 
 
 

The table below provides an outline of the essential phases the LOC must progress through in order to successfully 
stage the event in a controlled and consistent manner. 
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 Essential phases for organizing the  World Taekwondo Grand Prix Series 
 

WT Event 
Lifecycle What to do Due date Remarks 

 
Bidding/Selecting 

 
Selection 

 
Nov 2016 

 
completed 

 
 
 
 
 
 
 
 

Event Preparing 

LOC to submit the 
First Operational Plan with LOC 
structure & contact information 

 
20th Mar 2018 

(Tuesday) 

 
via email 

 
Project Review 1 

 
Apr 2018 

 
TBD 

 
LOC to submit the 
Second Operational Plan 

 
19th Jun 2018 

(Tuesday) 

 
via email 

 
Project Review 2 

 
Jul 2018 

 
TBD 

 
LOC to submit the 
Final Operational Plan 

 
18th Sep 2018 

(Tuesday) 

 

via email 

 
 
 

Event Staging 

 
Staging 

 
 

19th-21st 

Oct 2018 

 
 
 

in Manchester  
Observation Program for future 
organizers 

 
Legacy Leaving 

 

Submission of the Final Report 

 
18th Dec 2018 

(Tuesday) 

 

via email 

 
Knowledge 
Transferring 

Debriefing of  World 
Taekwondo Grand Prix Series 

 
12th-16th 

Dec 2018 

In Fujairah, UAE 
(The next host city 

for GP Final & Team 
Championships) 
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One event lifecycle will be interconnecting with previous and future lifecycles of events. 
 

 

 Related documents 

The bidding documents for the entire event life cycle are as follows. 
 
 
 
 
 
 
 
 
 
 
 

wondo and LOC to agree terms 
orld Taekwondo events 

 
 
 
 
 
 

In compliance with the World Taekwondo’s Operational Manual, the LOC shall develop its own Operational Plan and 
submit to the World Taekwondo in a given time period. This plan should be in line with the bid file submitted by the 
LOC during the bid process. 

Operational Plan shall be developed and submitted to the World Taekwondo in three stages all the way to the moment 
of the event delivery. This Operational Plan can be a reference for the LOC’s final report which should be submitted to 
the World Taekwondo within 2 months after the closing ceremony. 

 

 

Document Writer Reader Role 
Event 

Operations 
Rules 

 
WT WT ‐  Reference rule of the World Taekwondo which binds general 

& Bidder regulations and requirements for organizing World Taekwondo 
events. 

Operational 
Requirements 

WT Bidder 
‐ Document which contains clear expectations and objectives of 

the World Taekwondo for hosting World Taekwondo events. 
 

Bid File 
 

Bidder 
‐ Official document with attachments which contain the bidder’s 

WT plans on delivery of the World Taekwondo events in compliance 
with the Operational Requirement. 

Host City 
Contract 

WT & LOC 
‐ Contract between World Taek 

and conditions for organizing W
 

Operational 
Manual 

WT LOC 
‐  Document with guideline 

in each functional area for org 
s, requirements, tasks and timeline 
anizing World Taekwondo events. 

Operational Plan LOC WT 
‐ LOC’s plan on organizing Wor

operational manual. 
ld Taekwondo events based on the 
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World Taekwondo Grand Prix Series 

 Overview 

From 2014, this invitation-only event brings together the top thirty-two (32) male and female athletes by Olympic 
ranking in four weight categories per male and female respectively. 

In concept, the Grand Prix Series has been designed to present Olympic-level competition in a media-friendly format. 
TV footages of semifinals and finals of each Grand Prix Series have been transmitted to over 80 countries. 

The Grand Prix Series seeks commercial value and fully focuses on competition, without requiring an opening/closing 
ceremonies or official meetings. This G-4 grade event requires the distance between the Field of Play and the 
spectators stand to be close to ensure audiences feel excitement of the matches and create wonderful onsite 
atmosphere. 

 

 
 

 History of the Event 
 

Year Date City and Host Country 

2014 - 1 July 4 - 6 Suzhou, China 

2014 - 2 August 29 - 31 Astana, Kazakhstan 

2014 - 3 October 24 - 26 Manchester, Great Britain 

2015 - 1 August 14 - 16 Moscow, Russia 

2015 - 2 September 18 - 20 Samsun, Turkey 

2015 - 3 October 16 - 18 Manchester, Great Britain 

2017 - 1 August 4 - 6 Moscow, Russia 

2017 - 2 September 22 - 24 Rabat, Morocco 

2017 - 3 October 20-22 London, UK 
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 Highlights 

To watch the highlights of the previous World Taekwondo Grand Prix Series, please click on the following links. 
 

 
Grand Prix Series 1 - 2015 World Taekwondo World Taekwondo Grand Prix Series Moscow  

https://youtu.be/5XJRD2AsO68 

 
 
 
 

Grand Prix Series 2 - 2015 World Taekwondo World Taekwondo Grand Prix Series Samsun  

https://youtu.be/9UO6T1EfAAc 

 
 

 
 
 
 

Grand Prix Series 3 - 2015 World Taekwondo World Taekwondo Grand Prix Series Manchester  

https://youtu.be/LlmBoRdzVqg 
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Local Organizing Committee (LOC) 

The Local Organizing Committee (LOC) is a group of people convened to successfully deliver and stage the World 
Taekwondo event. 

World Taekwondo has entrusted its event to the Member National Association (MNA) of the country and the host city 
itself. 

The MNA or other authority forms, for that purpose, an LOC, which from the time it is constituted, communicates 
directly with the World Taekwondo, from which it receives instructions. 

 
 

 
Executive Board 

The composition of Executive Board may differ from each LOC. In general, the Executive Board may include the 
president and secretary general of the MNA, representatives of the host city, representatives of public authorities and 
other leading figures. 

 
 
 

Functional Area (“FA”) 

The LOC should employ an overall project director as well as designated directors/manager. 

Effective, specific short meetings across and between all functional areas should be standard practice. 

Conflicts between functional areas and external organizations can be avoided with clear communication, sharing 
information and keeping all informed from the very beginning. 

Functional areas shall also share the objectives of the LOC, sense of ownership, how and when tasks are to be 
delivered. 

The final LOC committee structure, allocation of responsibilities and ownership shall be internally decided after 
identifying the strengths of each staff member within the committee. 

LOC shall recruit key managers based on the following functional areas: 
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[Sample of the Functional Areas] 
 

 
 
 

The head of each functional area is responsible for the smooth operation. Having one person in charge of more than 
one area is acceptable; however, every director/manager should be a qualified professional with appropriate 
experience and commitment necessary for the successful hosting of the Competition. 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

This manual has been designed based on aforementioned nine functional areas. 

The explanation of each Functional Area consists of following parts. 

 Introduction 
What aspects are to be covered in the section for the LOC to understand 

 
 Person in charge 

The person who should manage the area in reference 
 

 
 

 Descriptions 
What the LOC should prepare to achieve each functional area’s responsibilities 

 
 Timeline 

When a task should be completed by 

Please note that this only gives an example. 
The LOC shall notify the World Taekwondo of the information on a person in charge of each functional area 
together with the detailed contact information (email & mobile phone number) when submitting the 
operational plan. 
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1.1 Competition Schedule 
 

Introduction 
 

As international sporting calendar is becoming very busy and congested these days, it is important to strategically set 
the schedule, considering the best timing to promote and maximize the impact of the event. Setting a whole event and 
competition schedule will be the first step to organize the event. 

 
Based on the competition schedule set at the first stage and agreed by the World Taekwondo, the LOC can secure the 
venue and make further arrangements. 

 
LOC must have already submitted the proposed event dates to the World Taekwondo during the bid process. Based on 
the proposed date, the LOC and the World Taekwondo shall have a dialogue to narrow down and specify the 
competition schedule as from the earliest organizational stage. 

 
 

Persons in Charge 
 

The LOC shall notify the World Taekwondo of the information on a person in charge of this functional area together 
with the detailed contact information (email & mobile phone number) by submitting the operational manual. Following 
is only an example. 

Competition manager is responsible for smooth operation of the competition and communication with various areas 
of the event. Main tasks of the competition manger are as follows. 

‐ Coordinate and communicate with competition operation staff in various areas to run the tournament on time. 

‐ Train competition operation staff and volunteers 

‐ Coordinate with result distribution team to deliver the competition result at the designated places on time. 

‐ Coordinate with the World Taekwondo and anti-doping officers. 
 
 

Finance manager is responsible for budget and procurement of items required for the event. 

Venue manager is responsible  for planning where the equipment will be placed and coordination with World 
Taekwondo side for location of the equipment 

 
 

Descriptions 
 

A. Event Date 
 

The LOC already proposed the competition dates in the submitted bid file 

The event date shall be confirmed in a consultation with the World Taekwondo before the competition outline has been 
released. The competition outline shall be released by the World Taekwondo no later than twelve months prior to the 
first day of the event. 

World Taekwondo shall cooperate with the LOC and try its best efforts to ensure that the competition schedule is not 
changed, once agreed. 
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B. Event Schedule 
 

In principle, the LOC shall notify the World Taekwondo of the provisional event schedule at least 18 months prior to the 
start of the competition. This shall be included in the Operational Plan. 

 
All competition schedules must be reviewed and approved by World Taekwondo before publishing. 

The schedule of events, especially competition schedule, cannot be changed without prior notice and agreement 
between the World Taekwondo and LOC. 

For the sample of event schedule, please refer to the following table. 
 

 
[ Sample Event Schedule - Rabat 2017 World Taekwondo Grand Prix Series ] 
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C. Competition Outline 
 

The World Taekwondo will develop the competition outline which provides detailed guidance and technical information 

on the event. 

In principle, the World Taekwondo shall send out the competition outline at least 12 months before the opening day of 

the event. The sample of the competition outline is as follows. 

[ Example of the Competition Outline (World Taekwondo to send out) ] 
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D. Official Invitation Package 
 

Based on the competition outline released by the World Taekwondo, the LOC shall draft the invitational package 
under consultation with the World Taekwondo for all event stakeholders including but not limited to MNAs. 

Invitation package shall contain the following documents. 

‐ Invitation letter from the Chairperson of the LOC 

‐ Information of the host city 
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‐ Information of and reservation form 

‐ Information of visa issuance and visa application form 

‐ Information on transportation 

‐ Any other information useful for participants 

The LOC shall send out the official invitation package at least 6 months before the opening day of the event. To this 

end, separate guidelines along with a sample format of invitation package will be provided to the LOC for its 
reference. 

[ Sample set of Invitation Package ] 
 

 
 

E. Contingency Plan 
 

The LOC shall develop a contingency plan for circumstances where the Competition is delayed, postponed or 
cancelled. 

 
To build and enforce the contingency plan, the LOC shall be in consultation with the World Taekwondo. 

 
 

F. Rehearsal 
 

The LOC shall organize rehearsals prior to the competition to ensure that athletes, referees, LOC staff, volunteers, 
broadcasters and officials are sufficiently familiar with the facilities, competition areas and their respective areas of 
action for the tournament. 

 
Aim of the rehearsal will be as follows. 

 
‐ To simulate a day of competition on the finals range 

‐ To perform both individual and team matches and shoot offs 
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‐ To practice movement and coordination of athletes from the warm up area to field of play 

‐ Entry onto the main field of play by athletes, officials and coaches 

‐ To establish photography and camera positions 

‐ To complete ceremonies operation 

Rehearsals including but not limited to technical rehearsal, medal ceremony rehearsal, full competition rehearsals with 
participation of all working staff should be held one or two days before the start of the competition. For this, the 
competition venue and the Field of Play shall be fully ready. And the rehearsal should be arranged without clashing 
with any other activities and/or training scheduled at the venue. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. The LOC shall communicate with the World Taekwondo should it requires 
any discussions on the task scope and the timelines. 

 
Task Due Date 

Propose tentative event date During the bidding process 
Submit the provisional schedule 18 months prior to the event 
Send out the Invitational package 1 year prior to the event 
Submit the first operational plan including 
contingency plan to the World Taekwondo 

1 year prior to the event 

Establish a preliminary competition schedule 
(Preliminary entry participant numbers and 
preliminary entries will be notified from GMS 
team) 

90 days before the event 

Organize full rehearsals which shall take place 
one or two days before the start of the 
competition with participation of all working 
staff including the World Taekwondo Technical 
Officials. 

one or two days prior to the event. 
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1.2 Competition Equipment 
 

Introduction 
 

This part was designed to list and give a description of the specific equipment needed for a taekwondo event so as to 
ensure that the LOC identifies the types and quantities of taekwondo equipment, recognized providers and roles and 
responsibilities of the LOC and the World Taekwondo with this regard. 

 
LOC shall prepare competition equipment among the World Taekwondo-recognized brands in accordance with the 
World Taekwondo Competition Rules. 

 
 

Person in charge 
 

The procurement of the required equipment for the event shall be made in coordination with pertinent departments of 
the LOC depending on the functional areas where the equipment is in need. Following is a sample of the list of 
persons in charge of procurement and management. 

 
Competition manager shall obtain approval from the World Taekwondo in selecting specific equipment brands, 
suppliers and request for ordering 

 
Finance manager is responsible for budget and procurement of items required for the event 

 
Venue manager is responsible for planning where the equipment will be placed and coordination with World 
Taekwondo side for location of the equipment and related facilities 

 
 

Description 
 
 

A. Equipment 
 

 List of Equipment 
 

The LOC shall provide sufficient quantities of sport equipment approved by the World Taekwondo. 

Appropriate back-up / replacement equipment should be prepared by the LOC and stored close to the Field of Play 

(FOP). Quantities will be dependent on the type and size of venue, number of mats, competition schedule and the 
number of athletes. 

The LOC shall post the big chart of World Taekwondo-recognized brands by product categories on the walls of the 
inspection zone and warm-up area. The World Taekwondo Sport Dept. will bring two color-printed big charts of World 
Taekwondo-recognized brands by product item to the OC to be posted in the inspection area and warm-up area. For 
your information, below is the webpage of the WT-recognized brands by product item: 
http://www.worldtaekwondo.org/wtf-partners/recognized/ 

Following is the list of sport equipment for the event. Specifications and details are subject to discussion with the World 

Taekwondo. 
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[Competition Equipment] 
 

Place Item Description Quantity description Quantity or Scope 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Venue 

Carpet Underlay carpet for FOP Square meters 2,000m2 

Mat Elastic Octagon mat   3 competition areas 

Head PSS 
(PSS Brand is TBC by 
the World Taekwondo) 

Set (1 red & 1 blue) 
S :40 / M:80 / L:80 / 
XL:20 / XXL:10 (set) 

 
 

Trunk PSS 

 
(PSS Brand is TBC by 
the World Taekwondo) 

 
 

Each 

Size 2 -32 
Size 3 -48 
Size 4 -48 
Size 5 –32 
(Plus reserve 20) 

Forearm guards Reserve Piece  

Shin guards Reserve Piece  

PSS scoring 
system 

  Set 
1 (for 3 competition 
areas) 

Judges’ scoring 
pads 

  Set 9 (plus reserve 6) 

PDP TV 50” 
Connected to scoring 
system 

Piece 12 (plus reserve 2) 

Stand PDP TV stand Piece 12 (plus reserve 1) 

Computer 
Laptop computers for 
competition operation 

Piece 12 

Printers 
Printers for result 
management 

Piece 2 

Photocopier 
Photocopier for result 
management 

Piece 2 

 
Scales 

Scale for official weigh-in Piece 2 (plus reserve 2) 

Self-monitoring scales for 
weigh-in Piece 3 (plus reserve 1) 

Refrigerator At the FOP Piece 1 

Spit boxes At Coach’s zone Piece 12 (plus reserve 2) 

Label 
Nameplates (TD, CSB, 
WT, Medical, Results) 

Piece 2 each 

 
 

Walkie Talkie 

To facilitate 
communication between 
the LOC, the WT and 
Host Broadcaster in all 
functional areas 

 
 

Set 

 
 

8 for the WT staff 

 
 

Athlete 
calling 
area 

Picket with 
country name 

Name of country printed 
on both sides 

Piece  
2 each 

Microphones 
To call athletes in warm- 
up area 

Piece 2 

Amplifier   Piece 
2 
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Warm-up 
area 

Mat 
Elastic mat 1m x 1m each 
piece 

Piece - blue 
Piece - red 

640 
360 

 
 
 
 

Inspection 
zone 

Nail clippers   Piece 5 

Disposable 
Rubber gloves 

  Pair 100 

Metal /magnetic 
detector 

  Piece 2 

 
PDP TV 50” 

Real Time Display 
System (RTDS) 
* Specified in competition 
rules 

 
Piece 

 
2 

* Specification and details of equipment are subject to discussion with the World Taekwondo 
 
 

B. Technical Services 
 

The LOC shall ensure all technologies involved in the competitions are fully in operations under close consultation with 
the World Taekwondo IT Manager, in particular; 

‐ Make a list of materials and draw up shipping schedules. 

‐ Ensure results, timing and video replay for the event is operated in a safe, fair and consistent manner. 

‐ Collect and collate the data to establish final athlete/team positions for awards and produce results/reports for 
distribution within the venue and worldwide. 

Unless otherwise instructed by the World Taekwondo, the LOC must arrange for the following technical services: 

‐ PSS (Head and Trunk) 

‐ On-Venue Results (OVR) Systems 

‐ Instant Video Replay (IVR) Systems (in case of use of the system provided by WT, service fee of US$6,000 shall 
be paid by the LOC to WT.) 

 
 

The LOC shall organize a meeting three (3) days prior to the start of the event between the technical providers, venue 

manager of the LOC and World Taekwondo IT manager. 

 
 Technologies 

 
A separate Technology Manual will be provided from World Taekwondo IT Manager to the LOC for its reference. 

 
 

[Example of the OVR Systems] 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 

 

Task Due Date Remarks 

Planning for delivering technical services It shall begin from the moment the 
event has been awarded 

 

Sourcing all equipment for the event It shall begin from the moment the 
event has been awarded 

 

Equipment delivered and available on venue no later than 1 week prior to the 
event 
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1.3 Technical Officials 
 

Introduction 
 

Technical Officials are main personnel appointed by the World Taekwondo to officiate at the competitions with 
assistance of national technical officials from the LOC. 

 
 

Person in charge 
 

Competition manager is responsible for communication with the World Taekwondo to follow up the nomination of the 

technical officials. He/she also shall coordinate with technical officials for smooth operations of the competition 

Other Managers including but not limited to referee manager, anti-doping manager, transportation manager and 
accommodation manager shall provide proper assistance to technical officials for the smooth event operations. 

 
 

Description 
 

The LOC shall have the list of the technical officials and provide proper assistance. 
 

Technical Officials are comprised of Technical Delegate, Competition Supervisory Board (CSB) and International 
Referees. The World Taekwondo shall appoint the Technical Officials and will provide the LOC with all relevant 
personal information. 

 
The number of Technical officials and their roles and responsibilities are set out below. 

 
 

A. Technical Delegates 
 

One (1) Technical Delegate (TD) shall be appointed by the World Taekwondo President. TD is an ultimate decision 
maker for any technical matters that arise during the competitions. TD is also the Chair of the Competition Supervisory 
Board. 

The duties of TD before tournament period are as follows. 

‐ To make any technical decisions on rules and guidelines to be applied to the tournament 

‐ To check overall preparations made by the LOC before the tournament and ensure everything has been 
arranged in strict conformity with the World Taekwondo Rules and MOU. 

‐ To approve competition schedule 

‐ To decide method for drawing of lots 

‐ To preside over the head of team meeting and joint technical meeting (if any) 

‐ To approve the results of draw 
 
 

B. Competition Supervisory Board 
 

Four (4) Competition Supervisory Board (CSB) members shall be appointed by the World Taekwondo President. CSB 
shall consist of one Chairperson and no more than 4 members at WT-promoted championships. 
Chairpersons of WT Games Committee, WT Referee Committee, and WT Medical Committee and WT 
Athlete Committee, and WT Integrity Officer shall be included in CSB as ex-officio members. The duties of 
CSB during the tournament are as follows. 
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‐ To supervise and evaluate the performances of Review Jury and Referees 

‐ To function as Extraordinary on-spot sanction committee 

‐ To assist Technical Delegate in making technical decisions 

‐ To act as a contact point of any who wishes to report a case of harassment or abuse 

‐ To prevent harassment and abuse at the event 

‐ To conduct risk assessment involving athlete participation and operation of WT Events 

‐ To prevent manipulation of competition 

 
 
 

C. Referee Chairman 
 

One (1) Referee Chairman shall lead the referees in training and performances. The duties of Referee Chairman are 
as follows. 

‐ To preside over the referee meeting and deliver educational program 

‐ To conduct referee training before the tournament 

‐ To assign the center referees, judges, TAs, Review Jury, Weigh-in officers and inspection officers 
 
 

D. International Referees 
 

Fifty (50) International Referees are appointed by the World Taekwondo. Duties of referees are as follows and the 
duties are determined by Referee Chairman. 

‐ Center referee 

‐ Corner judges 

‐ Technical Assistants 

‐ Review Jury 

‐ Weigh-in officer 

‐ Inspection officer 
 
 

E. World Taekwondo Sport Director 
 

The duties of World Taekwondo Sport Director before the event are as follows. 

‐ To develop  competition-related  technical documents such as the outline,  competition-related  parts of  the 
operational manual and appendices and any relevant technical guidelines 

‐ To develop competition schedule in consultation with TD and the LOC 

‐ To coordinate the appointment of technical officials and liaise with the officials for the participation 

‐ To coordinate the meetings between technical officials before the tournament 

‐ To preside over the drawing of lots session 
 
 

The duties of Sport Director during the tournament are as follows. 

‐ To assist Technical Delegate in making technical decisions 



World Taekwondo 

   28  
 

 

‐ To control overall preparations and operation of the tournament ensuring time management of the tournament 

‐ To verify the winners list 

‐ To coordinate for awarding process 
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F. World Taekwondo Refereeing Coordinator 
 

The duties of refereeing coordinator from the World Taekwondo are as follows. 

‐ To coordinate with the LOC for referee meeting and training 

‐ To coordinate international referees certificate awarding ceremony (if any) 

‐ To assist Referee Chairman for referee assignment 

‐ To coordinate the assignment of inspection officer and weigh-in officer and overall check-up for preparations 

‐  To supper IRs in logistic matters 

The LOC shall provide logistics assistance such as transportation between the official hotels and the competition 
venue, separately from those to be provided to teams, to enable Technical Officials to perform their duties for the event. 
Detailed guidelines are set out “FA 4. Stakeholder Service.” 

 
 

G. World Taekwondo IT Manager 
 

The duties of IT manager from the World Taekwondo are as follows. 
 

- To coordinate the technology specifications and set up with LOC and technology provider. 
 

- To coordinate shipping, meeting and schedules of the technical team with LOC. 
 

- To verify and ensure that all the technology requirements are correctly delivered by LOC and providers. 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. The LOC shall communicate with the World Taekwondo should it requires 
any discussions on the task scope and the timelines. 

 
Task Due Date Remarks 

Acquire the list of technical officials from the 
World Taekwondo 

3 months prior to the event  

Submit the assistance plan for the technical 
officials (Accommodation, transportation, per 
diem and etc.) 

 
6 months prior to the event 
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1.4. Competition Operation Team 
 

Introduction 
 

This work description is intended to provide the LOC with a comprehensive work plan for the establishment of a 
Competition Operation Team 

 
The Competition Operation Team is a group of people who control and manage the whole process of the competition. 
Some of team members shall be appointed from the earliest stage of the organization while some of personnel could 
be hired when the competition date draws near and work in a temporary basis. 

 
The LOC shall establish the comprehensive plan for assembling the Competition Operation Team, in particular with 
details of role definitions, number of staff and work relation with the World Taekwondo. The LOC shall understand the 
role of competition personnel and appoint them for the smooth operations of the event. 

 
 

Person in charge 
 

Competition Manger is responsible for designing, establishing and managing competition operation team. 

Administration Manager is responsible for recruiting members of competition operation team and logistics issues on 
that. 

 
 

Description 
 
 

A. Appointment of competition personnel 
 

The LOC shall appoint competition personnel. Work description and required number of personnel are set out below. 
 

Location Position No. Duties Remarks 

Within  the 
venue 

Competition 
Manager 

1 - To control and check the overall operation of the 
competition 

- To assign and instruct competition operation staff 
and volunteers for the smooth operation of the 
competition 

- To run the rehearsal for the competition operation 
one or two days before the tournament in the 
presence of the World Taekwondo Technical 
Delegate. The rehearsal should be arranged so as 
not to disturb the International Referee Training to 
be held in the competition venue 

- To perform as a coordinator between the World 
Taekwondo and the LOC regarding the competition- 
related issues 

- To train competition operation staff and volunteers 
- To coordinate with result distribution team to deliver 

the competition results at the designated places on 
time 

- To  coordinate  with  World  Taekwondo  and  anti- 

Full Time 



World Taekwondo 

  31    World Taekwondo Grand Prix Series 
 

 

 
 
 

      doping officers  

  Venue 
Manager 

1 - To set up the venue according to the Operational 
Manual and the Technology Manual 

- To  assist  the  World  Taekwondo  for  any  matters 
related to the venue 

Full Time 

Operation 
Desk 

Announcers 2 Capable of speaking fluent English, and at least 
one of them must be capable of speaking the native 
language of the host nation 

- Announcement during the competition, including 
calling of athletes to each court, brief introduction of 
athletes’ career, other notices inside the Field of 
Play (FOP), etc. English comes first and then 
follows the native language. 

- Presenting the competition results, etc., upon the 
instructions of the Competition Manager 

Announcers 
required to be 
knowledgeable 
in the rules of 
the sport of 
taekwondo 

  Results 
management 

4 - To compute the competition results into the 
computer system after validation of the result by the 
Technical Delegate 

- Print out the full competition results of the pertinent 
day, upon the instruction of Competition Manager 

OVR Provider 
will monitor and 
provide 
consultation to 
the LOC on this 

  Assistant 
volunteers for 
results 

4 -  To assist results management staff in delivery and 
copying 

 

Behind the 
operation 
desk 

Messengers 4 - To get the competition results from the Recorder 
and update the competition result sheets 

- To place the sheets at the designated places 

Referee 
Assignment 
Desk, athlete 
waiting room, 
press room, 
entrance of the 
LOC office, 
entrance of 
each gate, etc. 

LOC office Result 
Distributors 

4 - To receive the official competition results, print them 
out and distribute them to the World Taekwondo 
officials, teams, press, etc. 

- To distribute the full competition results to the teams 
everyday ideally at the registration center 

Updated results 
should be 
distributed to 
WT Office, WT 
President Room 
and WT SG 
Room 

Each court PSS 
(Protector 
and Scoring 
System, 

6 -  Operation of the electronic scoring system under 
guidance of scoring system company 

- To be trained 
by scoring 
system 
company 
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  head and 
trunk PSS) 
Operators 

     

  Video 
technician 
and staff for 
IVR (instant 
Video 
Replay) 

12 - Operating IVR cameras under instructions of IVR 
company 

- Uploading each match with scoring data to the 
World Taekwondo Web TV during the after the 
Tournament (Dartfish technician) 

- To be 
trained by 
IVR 
company 
engineer 

Warming 
up area 

Athlete 
calling 

6 - Calling  the  next  competitors  to  fight  and  bring 
them to inspection zone 

Microphones 
and amplifiers 
required 

Equipment 
distribution 
area 

Equipment 
distribution 
staff 

4 - Distributing and collecting head and trunk PSS 
before and after the match as well as cleaning 
equipment between uses. 

 

Inspection 
desk 

Assistant to 
International 
Referees 

2 - To assist World Taekwondo international referees 
for athlete inspection 

 

Athletes’ 
waiting 
room 

Escort to 
F.O.P. 

8 - Upon the instruction of the chief of the athletes’ 
holding area, prepare the picket of the pertinent 
nation and enter/leave the court with the 
contestant, coach and team doctor 

Two (2) pickets 
for one country 
should be 
prepared. 

Behind the 
court 

Cleaners 2 - To ensure the cleanliness of the court following 
instructions of Competition Manager 

 

Doping 
control 
station 

Doping 
Control Staff 

2 + 
2 

- One (1) man and one (1) woman; Two (2) Doping 
Control Officers (DCOs) from NADO (National 
Anti-Doping Organization) 

- To have the list of contestants selected for in- 
competition doping tests and to escort the 
pertinent contestant to the doping control station 
after the awarding 

- Doping station for collecting samples for men’s 
and women’s use, respectively 

- In coordination 
with World 
Taekwondo 
Anti-doping 
Coordinator 

Medical 
desk 

Medical Staff 10 - At least two (2) Medical Doctors should serve as 
Commission Doctors 

- Two (2) nurses or medical staff to stand by with 
Commissioned Doctors at the medical desk 

- Two (2) medical staff or physiotherapists standing 
by at medical room for massage or taping 

- Relevant number of medical staff (4 or over) to 
carry stretcher and take athletes to ambulance 

- Commissioned doctors should have the detailed 
guidelines for emergency cases of athletes’ 
knockout, etc. 

- Collect injury data daily, which is to be included in 
the Medical Report on Athletes’ Injuries Form 

At least one 
gate of the 
competition 
venue should 
allow the  
access of the 
ambulance to 
right near one 
entrance of the 
Field of Play 
(FOP) in case of 
emergency. 

Head of 
team 
meeting 
room 

Assistant 
Staff for 
Head of 
Team 
Meeting and 

2  To assist the World Taekwondo staff in charge of 
drawing of lots 

 Photocopy draw sheets (match trees) and any 
other relevant documents and distribute them to 
the teams before and after the drawing of lots 

World 
Taekwondo 
Sport Dept. 
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  Drawing of 
Lots 

     

  Lot Drawing 
Operators 

2  To operate the computer to record the results of 
the draw and to publicize the results on the 
screen by using the projector. 

- This role may 
be done by 
competition 
operation 
company 

Security 
and 
access 
control 

Security staff 20  The LOC shall be responsible to allocate pertinent 
security staff to ensure control of the access of 
the accreditation card holders according to the 
access zone indicated on their accreditation card. 

 

 
 

B. Training 
 

The LOC shall provide the appropriate training program to competition personnel. The LOC shall utilize the educational 
opportunities provided by the World Taekwondo STEP (Supporting Taekwondo Event Program). 

 
Detailed description of this program is set out “Ch1. Introduction” section. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. The LOC shall communicate with the World Taekwondo should it requires 
any discussions on the task scope and the timelines. 

 
Task Due Date Remarks 

Finalize the recruitment of full time 
position 

1 year prior to the event  

Finalize the recruitment of part time 
position 

2 months prior to the event  

Submit the final list of competition 
operation team member 1 month prior to the event 

 

Submit the training plan for competition 
operation team. 6 month prior to the event 
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1.5. Technical Meetings 
 

Introduction 
 

The LOC is responsible for organizing proper technical meetings for competition personnel including but not limited to 
the referees, heads of team and coaches. 

 
 

Person in charge 
 

Competition manager is responsible for management and organization of meetings and its entire process assisting 
World Taekwondo technical officials. 

Referee manager is responsible for coordination for organization of the referee meeting and referee training. 
 
 

Description 
 
 

A. Referees Meeting and Training 
 

Referee meeting and training must be held for three (3) days from three (3) days before the first competition day of the 
event. 

 
Following equipment shall be arranged for referee meeting 

 
‐ Raised podium for instructor 

‐ Tables and chairs for referees 

‐ Side table and chair for World Taekwondo staff 

‐ Screen (120") x 1 

‐ LCD projector and cable x 1 

‐ MIC (cordless) x 2 

‐ Stationeries such as writing pad and pens for referees 

‐ Banner: design and wordings will be provided by the World Taekwondo 

‐ Bottled water, hot and cold drinks and snacks for referees 

‐ Banner: design and wordings will be provided by the World Taekwondo 
 
 

[ A sample image of the banner ] 
 

 

(WT Logo) City Name YYYY World Taekwondo Grand Prix Series (Event logo) 

Referees’ Meeting & Training 

MM DD, YYYY / City name, Country name 

( World Taekwondo Sponsor’s logo ) 
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Following equipment shall be arranged for referee training 
 

‐ PDPs x 2 

‐ Scoring system 

‐ Judges’ scoring pads x 3 

‐ Head and trunk PSS x 4 
 
 

For the referee training, the participants including but not limited to as follows 
 

‐ Instructor x 1 

‐ Referees x 50 

‐ World Taekwondo staff x 1 

‐ LOC responsible staff x 1 

‐ Scoring system operator x 2 

‐ Volunteers x 3 

‐ Athletes x 8 (to perform simulation matches for referees’ practice 
 
 

The LOC shall prepare all other things related to a simulation game for the referees’ training in case there is a request 
from the World Taekwondo. 

 
[ Referee training ] 

 

  
 

The LOC also can refer to the video at the following link.  

https://www.youtube.com/watch?v=mLJcFbcRJ3I 

 

B. Head of Team Meeting and Drawing of Lots 
 

 Introduction 

Head of team meeting and drawing of lots for competition will take place at the headquarters hotel or the competition 
venue two (2) days prior to the beginning of competition. 
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The LOC shall provide a classroom-style room, including microphones; computers, printers, a photocopier and a beam 
projector must be ready. 

 
[Head of team meeting and Drawing of Lots] 

 

 
 

 Head of team meeting 

Detailed guidelines on the procedure and requirements of head of team meeting are stipulated as below. 
 

Date and 
time 

LOC shall set the date and time for the head of team meeting and notify to the World Taekwondo at 
least 6 month prior to the event. 

 
A sample of meeting schedule is as follows. 

14:00 – 18:00, July 25, 2018 (sample date) 

 1400-1500: Head of team meeting 
 1500-1530: Break and preparations for drawing of lots 
 1530-1800: Drawing of lots 

Place To be confirmed by LOC 

Officials 
seating at 
head table 

 World Taekwondo Secretary General 
 LOC Representative (1 person) 
 Technical Delegate 
 Games Committee Chairman 
 Referee Chairman 
 World Taekwondo Sport Director 
 Other officials to be determined by the World Taekwondo, if necessary 

Side table  2 tables and 5 chairs for World Taekwondo staff OVR technicians 

Participants  Maximum three (3) representatives from each country 
 World Taekwondo staff (1-2) 
 LOC responsible staff (1) + 3 volunteers 
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Equipment  Raised podium on the front of the meeting room 
 Head table for 6-7 people seating 
 Screen (bigger than 120”) 
 Projector and cables 
 MIC (cord) at head table x 4 
 MIC (cordless) at team seating places x 2 
 Photocopier (capable of copying 60 pieces per minute) x 1 and enough A-4 sized blank 

paper 
 Banner shall be prepared by the LOC with following wordings 

(WT Logo) City Name YYYY World Taekwondo Grand Prix Series (Event 
logo) 

Head of Team Meeting & Drawing of Lots 
 

14:00-18:00, MM DD, YYYY / City Name, Country Name 

( World Taekwondo Sponsor’s logo ) 

 Hot and cold drinks including bottled water for officials and teams 
 Coffee and snacks for break time 

LOC Staff 
and 
Volunteers 

One  (1)  responsible  staff  and  at  least  three  (3)  volunteers  from  LOC  must  be  working  in  close 
cooperation with the World Taekwondo Sport Dept. 

 
It is LOC’s responsibility to ensure one set of draw results are given to all teams in accordance with the 
guidelines given by the World Taekwondo. 

 
 

LOC shall ensure that the entire procedure of the Head of Team Meeting & Drawing of Lots and all the procedure shall 
be video-recorded by the LOC side and submitted to the World Taekwondo before the end of the Event. 

 
LOC shall set the date and time for the head of team meeting and notify to the World Taekwondo at least 6 month prior 
to the event. 

 
 Drawing lots 

To make tournament bracket, competition draw of each weight division shall be carried out. The Competition Draw 
shall be held two (2) days before the first day of competition at the designated place with the attendance of maximum 
three (3) representatives from each participating team. 

 
The result of drawing lots should be publicized immediately on the World Taekwondo website. 

 
Drawing of lots shall take place right after the Head of team meeting unless otherwise specified. The process of 
Competition Draw is set out as below. 

 
 
 

 

Requirement World Taekwondo GMS team shall provide the entry list of athletes to the WT/LOC 
exported from the GMS for drawing after the onsite accreditation of teams. 

 
The LOC shall appoint Drawing of lots operators to meet the requirements of the World 
Taekwondo. These operators shall be responsible for followings. 

 
 Development of the list of registered athletes by weight division based on the 

most updated list of registered athletes after team registration 
 Development of match trees format 
 Operation of automatic drawing of lots 
 Production of the output with the draw results by weight division 
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   Photocopying and distribution of draw results to the teams after drawing of 
lots session 

Officials seating 
in head table 

 World Taekwondo Secretary General 
 LOC Representative (1 person) 
 Technical Delegate 
 Games Committee Chairman 
 Referee Chairman 
 World Taekwondo Sport Director 
 Other officials to be determined by the World Taekwondo, if necessary 

Participants  Maximum three (3) representatives from each country 
 World Taekwondo staff (1-2) 
 LOC staff in charge of Competition draw (1) and drawing of lots operators (2) 
 Volunteers (4) 

Equipment  Side table for drawing of lots operations (for 3 persons) 
 Screen (bigger than 120”) 
 Projector and cables 
 Computers (2) 
 MIC (cordless) at MC table x 1 
 Photocopier (capable of copying 60 pieces per minute) x 1 and enough A-4 

sized blank paper 
 Printer x 1 at drawing of lots operation desk 
 Hot and cold drinks for officials and teams 

LOC Staff and 
Volunteers 

The following staff and volunteers from the LOC must be guaranteed for successful 
organization of the meeting. One (1) LOC staff in charge of Competition draw, drawing of 
lots operators (2) and four (4) volunteers are required. 

 
 LOC staff in charge of Competition draw and all arrangements x 1 
 Drawing of lots operators x 2 
 Photocopying the original copy of draw result x 2 
 Distribution of relevant documents and draw results x 2 

 
 

World Taekwondo shall carry out the draw in accordance with the World Taekwondo rules and promptly notify LOC of 
the results of the draw. 
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[ Example of the draw sheet ] 
 

 
 
 

C. Meetings of Competition Technicians 
 

The LOC shall organize the meeting for discussion of technical details to bring together following persons to discuss 
and learn how the competition will be going on, athlete entry and walking lines and video jury's communication with HB, 
and photo lines and so forth. 

‐ LOC’s competition manager 

‐ Persons in Charge from Host Broadcaster 

‐ World Taekwondo Sport Director 

‐ World Taekwondo Communication Director 

‐ World Taekwondo TV Director 

‐ World Taekwondo Referee Chairman 

‐ World Taekwondo Event Director 
 
 

D. Screening of Competitors 
 

The LOC shall position its staff in the Inspection Desk in coordination with World Taekwondo Technical Officials to 
ensure that all materials worn by the contestants should be the ones recognized by the World Taekwondo. 

 
The LOC shall ensure that contestants wearing uniform or the other equipment/materials not recognized by the World 
Taekwondo should not be allowed to compete. The World Taekwondo Sport Dept. will bring two color-printed big charts 
of World Taekwondo-recognized brands by product item to the OC to be posted in the inspection area and warm-up 
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area. FYI, below is the webpage of the WT-recognized brands by product item: http://www.worldtaekwondo.org/wtf- 
partners/recognized/ 

 
(In this regard, the LOC is recommended to invite manufacturers or distributors of World Taekwondo-recognized 
competition uniforms to have sales booths at the competition venue.) 

 
[Screening of competitors] 

 

 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the WT should it requires any discussions on the task scope and the timelines. 

 

Task Due Date Remarks 

Confirm the list of delegates for each meeting At least ( ) prior to the date of the event.  

Confirm the readiness of equipment, settings, and 
technical details and notify to WT 

At least ( ) prior to the date of the event. 
 

Hire volunteers and provide the education At least ( ) prior to the date of the event.  

Equip video recording system At least ( ) prior to the date of the event.  

Compose result of drawing in accordance with the 
guidelines given by the WT 

At least ( ) prior to the date of the event. 
 

Submit the drawing result to the WT At least ( ) prior to the date of the event.  
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1.6. Sport Presentation 
 

Introduction 
 

The key objectives of sport presentation are to educate and entertain the audiences. To achieve this goal, the LOC 
needs to fully understand the concept and requirement of sport presentation. 

 
Sport Presentation will offer followings 

 
‐ Engage with the audiences to create festive atmosphere in the venue utilizing audio-visual effects 

‐ Educate the audiences for better enjoying taekwondo such as introducing the rules, history and highlights of 
taekwondo 

‐ Update the match information to audience including introduction of competitors, explaining on what’s happening 
on Field of Play and 

 
 

Person in Charge 
 

The LOC shall appoint two announcers; one speaking in English and the other speaking the native language for 
audiences. Competition Manager shall be responsible for designing and managing whole presentation projects. 

 
The announcers shall be seated at the operations desk and make official announcements related to the competition 
management. 

 
 

Description 
 

LOC shall, in  consultation with World Taekwondo, plan and deliver the sport  presentation, which shall include 
interactivity with spectators, music, entertainment and medal ceremonies. A separate Sport Presentation Manual will 
be provided to the LOC for its reference. 

 
 Guidelines 

Detailed guidelines are stipulated as follows. 
 

Field Details 
Announcers for 
competition 

LOC shall appoint two announcers; one speaking in English and the other speaking the native language for 
audiences. These announcers shall be seated at the operations desk and make official announcements 
related to the competition management. 
The following announcements shall be made by announcers. 

 Opening of the Event each day 
 Announcement for standing-by athletes 
 Introduction of competitors before match 
 Announcement of match result 
 Housekeeping announcement (lunch break, weigh-in time and place, etc.) 

Music LOC shall play music properly before the match to entertain the spectators. However, the music shall not 
interrupt the match. 

Video 
presentation 

LOC shall install at least 1 jumbo screen to display 
(1) Progress of the matches (information provided by OVR team), 
(2) Live TV (information provided by host broadcaster), 
(3) Sport presentation materials (information provided by Sport Presentation team) 
(4) Instant Video Replay (information provided by IVR team). 
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  LOC shall also install at least 8 PDPs facing spectators seat to display the Instant Video Replay 
(information provided by IVR team) 

(5) PDP installation plan shall be provided to the World Taekwondo in advance. 
Performances LOC may appoint taekwondo performances team to entertain the spectators. 

  World Taekwondo Demo team 

 
 Communication for the TV Coverage 

Sport Presentation plan should be communicated to the HB and World Taekwondo TV Team, including WT TV 

Director, to confirm the starting moment of athlete entry, start of medal ceremony, lighting plan and so forth which 

affects the operation of production of International Feed. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 

 
Task Due Date Remarks 

· Appointment of two announcers 
- English speaking announcer 
- Native language announcer 

   

· Selection of the music line-ups    

· Plan and set the video presentation equipment    

· Set the IVR display system    

· Appoint Taekwondo performance team    

· Coordinate the demonstration    

 
 
 

Manual 
 

The Sport Presentation Manual is set out “Appendix 6”, where it has the detailed information for LOC’s  better 
understanding. 
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1.7. Doping Control 
 

Introduction 
 

LOC shall have a clear understanding of what anti-doping testing consists of at the World Taekwondo Grand Prix 
Series and their role and responsibilities to ensure testing procedures adhere to the rules and regulations of the World 
Taekwondo and World Anti-Doping Agency (WADA). 

 
This is important to ensure Taekwondo remains a clean and fair sport for all to compete. The LOC has an obligation to 
comply with rules and procedure when organizing necessary facilities for anti-doping. 

 
This guideline outlines the general protocols of anti-doping activities including the tests, education and other protocols. 

 
 

Person in Charge 
 

Anti-doping Manager cooperates with World Taekwondo Anti-Doping Coordinator and Doping Control Officers from 
the National Anti-Doping Agency. 

Venue Manager shall make proper arrangements for the venue of doping control station. 
 
 

Description 
 

The LOC, in consultation with the World Taekwondo Anti-Doping Coordinator, shall set up a doping control station at 
the Competition Venue for in-competition doping test and organize sample collection by and transportation for the 
Doping Control Officer (DCO) in cooperation with the National Anti-Doping Organization (NADO). 

 
LOC shall at all times abide by the terms and requirements of the World Taekwondo Anti-Doping Rules. 

 
 

A. WADA-accredited laboratory 
 

All samples shall be analyzed at a WADA-accredited laboratory to be designated by LOC for the Event. 
 
 

B. In-competition doping tests 
 

The LOC shall be responsible, at its own expenses, for preparation of the anti-doping station (rooms) and materials, as 
well as the staff, to take the doping samples and ensure that all procedures are properly carried out in accordance with 
the World Anti-Doping Agency Code and World Taekwondo Anti-Doping Rules, under the inspection of an anti-doping 
official designated by the World Taekwondo. 

The LOC must arrange a meeting between World Taekwondo Anti-Doping Coordinator and Doping Control Officers 
from the National Anti-Doping Agency and volunteers from the LOC to set the doping test protocol. This meeting shall 
be held at least one (1) day before the tournament. 

A total of 40 samples shall be collected and the LOC shall consult athlete selection criteria with the World Taekwondo 

Anti-Doping Coordinator. The specimen analysis must be conducted at a laboratory approved by the WADA. All 

expenses for sample collection and analysis at laboratory shall be paid by the LOC. 
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The original doping control test records must be sent to World Taekwondo office within two (2) weeks after completion 
of the test. The Doping Control Forms (DCFs) should be entered into ADAMS (Anti-Doping Administration & 
Management System) no later than 15 business days after sample collection. 

The LOC shall designate a test room within the venue upon approval of the World Taekwondo. 

The test shall be carried out after medal ceremony. 

 Technical Document for Sport Specific Analysis (TDSSA) 

The Prohibited Substances within the scope of the TDSSA are normally not part of a routine standard urine analysis 

and require specialized analysis methods. The Prohibited Substances within the current scope of the TDSSA are: 

‐ Erythropoiesis Stimulating Agents (ESAs) 

‐ Growth Hormone (GH) 

‐ Growth Hormone Releasing Factors (GHRFs) including Growth Hormone Releasing Hormone (GHRH) and 
its analogues, Growth Hormone Secretagogues (GHS) and Growth Hormone Peptides (GHRPs) 

A Minimum Level of Analysis (MLA) specified below should be fulfilled. In the case of the World Taekwondo Grand Prix 
Series, Sparring (Kyorugi) discipline will be applied. 

 

Discipline ESAs (%) GH (%) GHRFs (%) 

Poomsae 5 5 5 

Sparring (Kyorugi) 10 10 10 

Para Taekwondo Kyorugi 10 10 10 
 
 

C. Media Interviews 
 

An athlete selected for doping control may be allowed to interview with the media if he/she is accompanied by a 
designated chaperone. 

 
 

D. Out-of-Competition Doping Test 
 

World Taekwondo  may conduct out-of-competition doping  tests to the participating athletes in cooperation with 
National Anti-Doping Agency (NADO) before the Event. 

In this case, the LOC shall cooperate with the World Taekwondo Anti-Doping Coordinator and Doping Control Officers 
from NADO in terms of preparation for doping stations (rooms) and staffing. 

 
 

E. Outreach 
 

World Taekwondo may organize an Athletes Outreach Program and/or Coach True Program in cooperation with 
National Anti-Doping Organization (NADO) as well as World Anti-Doping Agency (WADA) designated by the World 
Taekwondo during the Competition. 

The LOC shall provide one booth inside the competition venue to setup these educational booths for the period from 
three days before the event till the third day of the event. 

 
 

F. World Taekwondo Anti-doping rules 
 

LOC shall at all times abide by the terms and requirements of the World Taekwondo Anti-Doping Rules. 
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The World Taekwondo Anti-doping rules can be found at the following link.  

http://www.worldtaekwondo.org/wp-content/uploads/2017/04/WTF-Anti-Doping-Rules-   

In_force_as_of_January_2015.pdf 

 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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1.8. Information and Result Management 
 

Introduction 
 

The LOC shall ensure harmonization between hardware and software programs to be used for competition and result 
management of the Event. 

 
World Taekwondo GMS team and On-venue-result (“OVR”) company shall ensure results management and issuance 
of various forms of certificates requested by the World Taekwondo. 

 
The LOC, the World Taekwondo GMS team and the OVR Company shall ensure that designs of all outputs of the 
results and certificates are approved by the World Taekwondo before proceeding. 

 
 

Person in Charge 
 

Competition Manager shall cooperate with World Taekwondo GMS team to ensure all information systems are being 
operated well. 

Venue Manager shall make proper arrangements for the venue of IVR and OVR systems. 
 
 

Description 
 
 

A. Contract 
 

The LOC shall contract with an OVR provider which shall deal with registered athlete database management, drawing 
of lots, competition management and result management. In order to keep quality control, the LOC shall consult with 
the World Taekwondo when selecting the OVR provider. 

 
 

B. Communication with the World Taekwondo 
 

Interface with TV Graphic (“TVG”) systems and pre-event test (remote at least one time) and on-site test at least one 
day before the start of the competition following OVR-TVG interface protocol provided by the World Taekwondo TV 
Department 

 
 

C. Distribution of the Information 
 

The LOC shall collect and distribute the following information to the World Taekwondo. 
 
 

a) Entry status of participating teams 
 

Entry status shall be available to the World Taekwondo officials upon arrival at the host city and at the end of the 
designated registration date; the LOC shall announce the final list of registered contestants in each weight 
category on the official website of the LOC. 

 
The final list shall be provided before the Head of Team meeting. 
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One or two computer technicians from the LOC or OVR provider contracted with the LOC shall prepare a 
computerized drawing of lots using the final entry status by weight category provided to the Head of Team 
meeting. 

 
 

b) Draw Sheet 
 

The method of drawing of lots shall be decided by the World Taekwondo Technical Delegate. The draw sheet 
shall be provided to all World Taekwondo officials, referees, team delegates, at the Headquarters Hotel, at the 
participating teams' hotel and all relevant information desks immediately upon completion of the Head of Team 
meeting. 

 
 

c) List of teams sorted by hotels 
 

This information on which hotels each team stays should be available for the World Taekwondo. 
 
 

d) Daily competition results 
 

Daily competition results shall be provided to World Taekwondo officials, referees, team delegates, at the 
Headquarters Hotel, at the participating teams' hotel, the press, and all information desks, including the press 
room, immediately following the completion of each day of competition. 

 
 

e) Final competition results 
 

The final results flowchart of each category shall be duly filled out in a World Taekwondo results form and shall 
be provided to the World Taekwondo Secretary General, along with results including athletes' names and 
nationalities, competition pictures, videotapes and other materials, immediately following the completion of each 
day of competition. 

 
 

f) Guidelines on Results Managements and Certificates 
 

World Taekwondo GMS team and OVR provider shall ensure results management and issuance of various forms 
of certificates requested by the World Taekwondo. 

 
LOC, World Taekwondo GMS team and OVR Company shall ensure that designs of all outputs of the results and 
certificates are approved by the World Taekwondo before proceeding. 

 
 

g) Drawing of Lots 
 

Drawing of lots session takes place right after Head of Team Meeting. This session is presided over by World 
Taekwondo Sport Director. 

 
After drawing of lot, following documents should be submitted to the World Taekwondo. 

 
‐ Athletes’ list by weight division in which the seeded athletes are indicated: one day before drawing of lots 

‐ Athletes’ list by nation: one day before drawing of lots 

‐ Weigh-in list: 1 hour before weigh-in 
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‐ Weigh-in result showing the athletes who did not show up or did not pass: 1 hour after weigh-in 

‐ Drawing of lots shall be managed by computer system 

‐ Match tree showing the results of draw per each division 

‐ Printout of final draw results for TD’s signature: after draw of each division 

‐ Distribution of copies of all draw results to each participating team: right after completion of drawing of lots. 
 
 

h) Result Management 
 

Following shall be submitted to the World Taekwondo; 
 

‐ Recording of match results in match trees 

‐ Printout of results of each division in each phase 

‐  Printout of match results indicating 9 types of winning code according to World Taekwondo Competition 
Rules and ranks of athletes’ [e.g. 1st, 2nd, 3rd, 4th, 5th, 6th] 

 
 

i) Competition Report 
 

Following reports shall be submitted to the World Taekwondo. 
 

‐ Final competition results after all competitions (to be provided to the World Taekwondo) 

‐ Entry list by country (final version after completion of the tournament) 

‐ Entry list by weight division (final version after completion of the tournament) 

‐ List of medal winners (1st, 2nd and 3rd) 

‐ Complete match results 

‐ List of qualified nations 

‐ Weigh-in list (results) 

‐  Technical Officials list and Referees list 
 
 

j) Certificates 
 

The LOC, in cooperation with WT GMS team and the OVR provider, shall ensure that issuance and handover of 
various forms of certificates such as those for awardees and participants requested by the World Taekwondo. 

 
‐ Certificates for medal winners 

▪ Full name, nationality, placing (1st, 2nd or 3rd) and the weight division of a medal winner shall be 
specified in the certificate 

‐ Certificates of participation for all team officials and athletes 

▪ Full name, nationality and type of participation (athlete, coach, official, etc.) of a participant shall be 
specified in the certificate 

▪ Certificate of Participation should be distributed to all participants during team registration when the 
team arrives in the host city and is registered or during the Event to ensure that the teams would not 
miss the certificates due to their departure. 
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[ Sample of Certificates ] 
 

  
 

(Designs of certificates for awardees and participants as well as the medals and trophies should be approved by 
the WT Marketing Dept. and WT Sport Dept.) 

 
 

k) Medical Report 
 

The LOC shall submit the Medical Report form that includes the details of injuries of athletes for each day during 
the event. The reports shall be included in the Final Report and submitted to the World Taekwondo after the 
conclusion of the event. Sample of the Medical Report is as follows. 
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[ Sample of Medical Report ] 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 



 

FA 2. Venue 
This part is composed in order to advise the LOC in choosing a suitable venue, where Taekwondo Events should be 
held, what the venue consists of and to gain an understanding of the venue requirements and the event operations. 
This functional area covers competition area and non-competition area. 
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2.1. Securing the Venue 
 

Introduction 
 

The LOC shall secure and set the event venue on time to successfully deliver the event. 

The LOC already submitted the initial venue plan via the bid file during the bid process. In the operational phase, the 
LOC shall secure the availability and ensure that rules, regulations and technical requirements of the World 
Taekwondo for venue are met. 

 
 

Person in Charge 
 

Venue Manager shall ensure and secure the venue that meets World Taekwondo’s requirements. 
 
 

Descriptions 
 

The LOC shall establish the comprehensive Operational Plan for followings by ensuring that World Taekwondo’s 
requirements have been met. 

 
 

A. Venue Location 
 

The event can be staged in a convention center or in a traditional indoor stadium. Competition venue and all hotels 
shall be preferably located within walking distance or at least within reasonable travelling distance. 

In the case where the distance is not close enough for walk, the LOC shall provide shuttle buses running between 
hotels, training venue and competition venue. 

 
 

B. Venue Capacity 
 

The event requires a venue accommodating a minimum of 2,000 spectators. 
 
 

C. Changes of the initial plan 
 

If the LOC wishes to change initial venue plan suggested at the bid file, it requires prior approval of the World 
Taekwondo. 

The LOC shall provide the World Taekwondo with the confirmed venue location plan at least 12 months prior to the 
event date. 
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Timeline 

 
The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 

 
Task Due Date Remarks 

The LOC shall provide the WT with the confirmed 
venue location plan as part of the Operational Plan 

At least ( ) prior to the date of the 
event. 
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2.2. Competition Venue 
 

Introduction 
 

The competition venue comprises of a Field of Play, Warm-up area, Equipment distribution area, Athlete holding area, 
Inspection desk, Athlete facility and Technical officials’ facilities. 

The LOC shall ensure that rules, regulations and technical requirements required by the World Taekwondo have been 
met. 

 
 

Person in Charge 
 

Venue Manager shall ensure that setting of the competition venue meets the requirements the World Taekwondo 
provides 

Competition  Manager  shall  provide  technical  standard  and  other  requirements  regarding  the  venue  for  the 
competition 

 
 

Descriptions 
 
 

A. Field of Play 
 

 Concept 
 

The Field of Play (“FOP”) is defined as the floor in which taekwondo competitions take place. Field of Play shall be 
strictly controlled for access by verifying accreditation. 

 
 Size: The Contest Area shall measure 8 meters by 8 meters using the metric system. 

 
 Layout 

 
3 courts shall be installed in a row. Overall layout of the Field of Play may be determined based on the number of 
contest areas (mats). In planning the FOP layout, LOC shall abide by the technical standards set out below. 

 
 Technologies 

 
A separate Technology Manual from World Taekwondo IT Manager will be provided to the LOC for its reference. 
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 Competition Mat 

[ Sample FOP Plan ] 

 

The Contest Mat shall have a flat surface without any obstructing projections, and be covered with an elastic mat. 
Specification, size and number of octagonal mats shall be consisted as indicated below. 
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[ Sample picture of a court ] 
 

 
 
 

B. Warm-up Area 
 

Warm-up  area  is  the  place  in  which  the  athletes  are  called,  distributed  equipment,  inspected  and  waiting  for 
competition. Accordingly, this place should be adjacent to the venue. 

As warm-up area, should be positioned with easy access to Field of Play, the LOC shall ensure that the athletes’ 
warm-up area is situated within a short distance of the Field of Play. 

Warm-up area comprises of following functional zones. 
 
 Warming-up zone 

 
At least 4 competition mats (10m x 10m each) shall be installed in warming-up area for athletes to practice when the 
competition is held on 6 courts. 

 
 Athletes calling zone 

 
‐ Athlete calling zone should be positioned either in warming-up area or at the nearest point from warming-up 

area. 

‐ A desk should be positioned to manage athlete calling. 

‐ Athletes for the next match shall be called to the athlete calling desk. 

‐ Then, a volunteer shall escort the athlete to the equipment distribution area carrying a picket with the name of 
the athlete's country. The volunteer shall ensure that the athlete is taken to equipment distribution zone, 
inspection zone and athlete holding zone, in that order. 

‐ In the athletes calling zone following staff members are required. 

▪ 6 LOC staff 

▪ 12 volunteers for calling 

▪ 12 volunteers for picket-carrying, microphones and amplifiers 
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 Equipment distribution zone 
 

‐ The LOC shall designate equipment distribution zone for athletes to collect relevant size of head and trunk PSS. 

‐ Equipment distribution zone is the place in which head and trunk PSS will be distributed and returned. 

‐ An athlete taken from athlete calling zone shall present his/her accreditation card to receive head and trunk PSS. 

‐ One LOC staff shall be in charge of instructing volunteers to distribute relevant size of head and trunk PSS and 
retain accreditation card which will be given back to the athlete upon return of the equipment after competition. 

‐ Volunteers shall take athletes who received and put on equipment  to the inspection zone for pre-match 
inspection. 

‐ Staff Required: 6 LOC staff, 12 volunteers controlling the place, 12 volunteers checking and keeping 
accreditation cards, 12 volunteers in charge of distribution and return of equipment, 3 volunteers in charge of 
maintenance of equipment 

 
 Athlete holding and Inspection zone 

 
‐ The  LOC  shall  prepare  athlete  holding  and  Inspection  zone  at  one  place,  located  between  equipment 

distribution area and entrance of competition hall. 

‐ The LOC shall place sufficient sanitary gloves and nail clippers at the inspection desk. 

‐ Inspection zone is the place in which the assigned inspectors undertake inspection of the athletes before 
entering into the Field of Play. 

‐ In principle, male inspector carries out inspection for male athletes, while female inspector carries out inspection 
for female athletes. 

‐ Inspectors shall check equipment and uniform as instructed. 

‐ Volunteers shall guide athletes to the athlete holding area after completion of inspection. 

‐ Equipment Required: 6 desks, 12 chairs, metal/magnetic detectors, disposable gloves 

‐ Staff Required: 2 LOC staff, 4 inspectors, 4 assistants. 
 
 

[ Example of the Inspection Zone in Warm-up Area ] 
 

 
 
 
 
 
 

 Athlete Holding zone 
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‐ The  LOC  shall  prepare  athlete  holding  and  Inspection  zone  at  one  place,  located  between  equipment 
distribution area and entrance of competition hall. 

‐ Athlete holding zone is the place in which the athletes who have completed inspection wait to have their match 
called. 

‐ Only one athlete, one coach (or trainer) and one team doctor from one team are allowed to enter into Field of 
Play. 

‐ Responsible LOC staff shall send the athlete to the Field of Play upon calling from competition operation desk. 

‐ Equipment required: 6 desks, 12 chairs for volunteers, 30 chairs for athletes. 
 
 

C. Athlete Facilities 
 

LOC shall provide appropriate facilities for the exclusive use of athletes at the venue as set out below. 
 
 Signage: Appropriate signage shall be posted outside each room. 

 
 Changing Room 

 
Quantity Total Surface(㎡) Equipment / Item Quantity 

2 each 
(Male and female 

respectively) 

 
32 

Shower 10 

Toilet 4 
Clothes hangers 8 

 

 Medical Room 
 

Taking into account the nature of taekwondo sport as a contact sport, it is mandatory to take relevant measures to 
ensure safety of athletes. 

In its commitment to organize an international taekwondo event, the LOC shall ensure to have the medical room, staff 
and medical equipment needed to care for the injured. 

The LOC shall install at least one medical room near the competition venue, which shall be bigger than 16 square 
meters. 

The LOC shall equip the medical room with followings 

‐ First-aid, medicine and equipment 

‐ 2 Massage tables 

Further details of medical staff and equipment are specified at “FA 8.2. Medical Service” section. 
 
 

D. Doping Control Station 
 

The LOC, in consultation with the World Taekwondo Anti-Doping Coordinator, shall set up a doping control station at 
the Competition Venue for in-competition doping test and organize sample collection by and transportation for the 
Doping Control Officer (DCO) in cooperation with the National Anti-Doping Organization (NADO). 

Details on Doping Control process are specified in “FA 1.7. Doping Control” section. 
 
 

E. Technical Official Facilities 
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The LOC is requested to provide, at its own expenses, working rooms and resting areas to the Technical Officials in 
the venue. All facilities shall be operated for the duration of the event. 

In general, Technical Officials are composed of 

‐ Technical Delegate (TD) 

‐ Competition Supervisory Board (CSB) 

‐ Referees including Referee Chairman (IR) 

The LOC shall provide certain facilities and equipment for the exclusive use of Technical Officials, as set out below. 
 

 
Function Room 

 
Furniture 

 
Technology Equipment 

Room Qty 
Total Surface 
(㎡) Item Qty Item Qty 

 
 
 
 
 
 
 

TD room 

 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 

12 

Soft Padded Chair with Wheels 2 
   

Unpadded Chair 2 
   

Clothes hanger 1 
   

Reception table 1 
   

refreshments 1 
   

Water Dispensers 1 
   

 
 
 
 
 

CSB room 

 
 
 
 
 

1 

 
 
 
 
 

12 

Medium Folding Table 1 
   

Unpadded Chair 4 
   

White Board 1 
   

Water Dispensers 1 
   

Refreshments 1 
   

 
 
 

IR Lounge 

 
 
 

1 

 
 
 

20 

Unpadded Chair 25 PDP TV 50" 1 

Refreshments 1 
   

Towels 80 
   

 
 
 
 
 

Timeline 



World Taekwondo 

   60  
 

 

 
 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 



World Taekwondo 

  61    World Taekwondo Grand Prix Series 
 

 

 
 
 

2.3. Training Venue 
 

Introduction 
 

The training venue is the place where the accredited athletes practice before and during the Event. 

The LOC shall prepare a training venue for the athletes within the competition venue or at an alternative location. 
 
 

Person in Charge 
 

Venue Manager shall ensure that setting of the competition venue meets the requirements the World Taekwondo 
provides 

Competition  Manager  shall  provide  technical  standard  and  other  requirements  regarding  the  venue  for  the 
competition 

 
 

Descriptions 
 
 

A. Equipment 
 

In the training venue, following equipment and facilities shall be prepared. 

‐ Taekwondo mats 

‐ Stationary Bicycle 

‐ Refrigerator 

‐ Shower facilities 

‐ Changing rooms 
 
 

B. Operation Time 
 

Operation time of the Training Venue shall be set in consultation with World Taekwondo and the detailed plan shall be 
included in the operational plan 

 
 

C. Training Session Allocation 
 

The LOC shall develop a plan for allocating training sessions and inform the participating teams of their training 
sessions during team registration. 

Each training session shall be between 1 hour and 1 hour 30 minutes in duration depending on the size of training 
venue and the number of teams. 

 
 

D. Transportation 
 

The LOC shall provide the teams with transportation to and from the training venue. Further details of transportations 
are specified at  “FA. 4.2. Transportation” section. 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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2.4. World Taekwondo Ad-hoc Office 
 

Introduction 
 

The LOC is requested to provide, at its own expenses, offices and resting areas to the World Taekwondo President, 
Secretary General and World Taekwondo staff. 

 
 

Person in Charge 
 

Venue Manager shall ensure  World Taekwondo  Ad-hoc office and satisfy the requirements  World Taekwondo 
suggests. 

 
 

Descriptions 
 
 

A. Location and Period 
 

‐ At the HQ Hotel: for the period from the arrival of the first World Taekwondo Staff until the day after the 
conclusion of the Event 

‐ At the Competition Venue: for the period of the Event. 
 
 

B. Equipment 
 

The LOC shall cover all the costs for these offices, including room, internet and provision of equipment, including but 
not limited to computers and printers, facsimile, photocopier, stationary such as papers, and the cost for local calls. 

 
 

C. President’s office 
 

‐ Total surface: Bigger than 32 ㎡ 

 

Item Qty. 
Desk with Drawers 1 
Soft Padded Chair with Wheels 2 
Unpadded Chair 4 
Clothes hanger 1 
Reception table 1 
Refreshments 1 
Water Dispensers 1 

‐  Technology Equipment 
 

Item Qty. / Desc. 
TV 1 
Telephone 2 
Internet With a great quality of connection 
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D. Secretary General’s office 
 

‐ Total surface: Bigger than 12m2 

‐ Furniture 
 

Item Qty. 

Soft Padded Chair with Wheels 2 

Unpadded Chair 4 

Clothes hanger 1 

Reception table 1 

Refreshments 1 

Refreshments 1 

Water Dispensers 1 

 
‐  Technology Equipment 

 

Item Qty. / Desc. 

TV 1 
Telephone 2 

Internet With a great quality of connection 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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FA 3. Administration 
This part is composed in order to advise the LOC in establishing administration functional area whose main responsibility is 
managing the event budget, planning whole event. Administrational function includes recruiting, human resources 
management, report to the World Taekwondo and Legal Affairs. 
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3.1. Staff Recruitment and Training 
 

Introduction 
 

The LOC shall recruit and train a sufficient number of staff with skills and experiences in the organization of sporting 
events and with English- language abilities. 

 
 

Descriptions 
 
 

A. The Local Organizing Committee (LOC) 
 

The LOC shall recruit persons responsible for each functional area. Depending on the abilities of the team members 
recruited, it is possible for a person to be given several areas of responsibility. 

For more detailed explanation and concept of the local organizing committee, please refer to the “Ch 2. Local 
Organizing Committee” section. 

 
 

B. LOC Office 
 

As the communication amongst all LOC members is vital, it is recommended to create a temporary office where all 
members are able to work together. The office shall be equipped with the required workstations, computers, printer(s), 
fax machine, etc. for the smooth cooperation and vital communication with a variety of stakeholders of the event 

It is advised to create email accounts for the management within the LOC corresponding to the function. 

An email account can be made for the following functions: 

‐ Accreditation 

‐ Registration 

‐ Communications 

‐ Marketing 

‐ Transportation 

‐ Accommodation 

e.g.)    accommodation@manchester2018wtgp.org 
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C. Competition Personnel 
 

The LOC shall recruit and appoint the competition personnel for the competition operation. Detailed guidelines on job 
description of staff and volunteers working in the venue are set as below. 

 

Location Position No. Duties Remarks 
Within    the 
venue 

Competition 
Manager 

1 - To control and check the overall 
operation of the competition 

- To assign and instruct staff and 
volunteers for the overall operation 
of the competition 

- To run the rehearsal for the 
competition operation one or two 
days before the tournament in the 
presence of the World Taekwondo 
Technical Delegate. And the 
rehearsal should be arranged so 
as not to disturb the International 
Referee Training to be held in the 
competition venue 

- To perform as a coordinator 
between the World  Taekwondo 
and LOC regarding the 
competition-related issues 

- To train competition operation staff 
and volunteers 

- To coordinate with result 
distribution team to deliver the 
competition results at the 
designated places on time 

- To coordinate with World 
Taekwondo and anti-doping 
officers 

Full Time 

  Venue Manager 1 - To set up the venue according to 
the Operational Manual and the 
Technology Manual 

- To assist the World Taekwondo for 
any matters related to the venue 

Full Time 

Operation 
Desk 

LOC   Competition 
Manager 

1 - To coordinate and communicate 
with competition operation staff in 
various areas to run the 
tournament on time 

- To train competition operation staff 
and volunteers 

- To coordinate with result 
distribution team to deliver the 
competition results at the 
designated places on time 

- To coordinate with World 
Taekwondo and anti-doping 
officers 
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  Announcers 2 Capable of speaking  fluent 
English, and at least one of them 
must be capable of speaking the 
native language of the host nation 

- Announcement during the 
competition, including calling of 
athletes to each court, brief 
introduction of athletes’ career, 
other notices inside the Field of 
Play (FOP), etc. English comes 
first and then follows the native 
language. 

- Presenting the competition results, 
etc., upon the instructions of the 
Competition Manager 

Announcers required to be 
knowledgeable in the rules of 
the sport of taekwondo 

  Results 
management 

4 - To compute the competition 
results into the computer system 
after validation of the result by the 
Technical Delegate 

- Print out the full competition 
results of the pertinent day, upon 
the instruction of Competition 
Manager 

OVR Provider 

  Assistant 
volunteers for 
results 

4 -  To assist results management staff 
in delivery and copying 

 

Behind  the 
operation 
desk 

Messengers 4 - To get the competition results from 
the Recorder and update the 
competition result sheets 

- To place the sheets at the 
designated places 
* HB and TV Department: as soon 
as the semi-finalists are 
confirmed. 
From the semi-final, the 
information of assignment of 
referees should be delivered to the 
TV Team 

Referee Assignment Desk, 
athlete waiting room, press 
room, entrance of the LOC 
office, entrance of each gate, 
etc. 

LOC office Result Distributors 4 - To receive the official competition 
results, print them out and 
distribute them to the WT officials, 
teams, press, etc. 

- To distribute the full competition 
results to the teams everyday 
ideally at the registration center 

Updated results should be 
distributed to WT Office, WT 
President Room and WT SG 
Room 

Each court PSS (Protector 
and Scoring 
System, head and 
trunk) Operators 

6 - Operation of the electronic scoring 
system under guidance of scoring 
system company 

- To be trained by scoring 
system company 
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  Video technician 
and staff for IVR 
(instant Video 
Replay) 

12 - Operating   IVR   cameras   under 
instructions of IVR company 

- Uploading each match with 
scoring data to the WT Web TV 
during the after the Tournament 
(Dartfish technician) 

- To be trained by IVR 
company engineer 

Warming 
up area 

Athlete calling 6 - Calling the next competitors to 
fight and bring them  to 
inspection zone 

Microphones and amplifiers 
required 

Equipment 
distribution 
area 

Equipment 
distribution staff 

4 - Distributing and collecting head 
and trunk PSS before and after 
the match as well as cleaning 
equipment between uses. 

 

Inspection 
desk 

Assistant to 
International 
Referees 

2 - To assist WT international 
referees for athlete inspection 

 

Athletes’ 
waiting 
room 

Escort to F.O.P. 8 -    Upon the instruction of the chief 
of the athletes’ holding area, 
prepare the picket of the 
pertinent nation and enter/leave 
the court with the contestant, 
coach and team doctor 

Two (2) pickets for one 
country should be prepared. 

Behind  the 
court 

Cleaners 2 - To ensure the cleanliness of the 
court following instructions of 
Competition Manager 

 

Doping 
control 
station 

Doping Control 
Staff 

2  + 
2 

- One (1) man and one (1) 
woman; Two (2) Doping Control 
Officers (DCOs) from NADO 
(National Anti-Doping 
Organization) 

- To have the  list of contestants 
selected for  in-competition 
doping tests and to escort the 
pertinent contestant to the 
doping control station after the 
awarding 

- Doping station for collecting 
samples for men’s and women’s 
use, respectively 

- In coordination with WT 
Anti-doping Coordinator 

Medical 
desk 

Medical Staff 10 - At least two (2) Medical Doctors 
should serve as Commission 
Doctors 

- Two (2) nurses or medical staff 
to stand by with Commissioned 
Doctors at the medical desk 

- Two (2) medical staff or 
physiotherapists standing by at 
medical room for massage or 
taping 

- Relevant number of medical staff 

At least one gate of the 
competition venue should 
allow the access of the 
ambulance to right near one 
entrance of the Field of Play 
(FOP) in case of emergency. 
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      (4 or over) to carry stretcher and 
take athletes to ambulance 

-  Commissioned  doctors  should 
have the detailed guidelines for 
emergency cases of athletes’ 
knockout, etc. 

 

Head of 
team 
meeting 
room 

Assistant Staff for 
Head of Team 
Meeting and 
Drawing of Lots 

2  To assist the WT staff in charge 
of drawing of lots 

 Photocopy draw sheets (match 
trees) and any other relevant 
documents and distribute  them 
to the teams before and after the 
drawing of lots 

WT Sport Dept. 

  Lot Drawing 
Operators 

2  To operate the computer to 
record the results of the draw 
and to publicize the results on 
the screen by using the 
projector. 

- This role may be done by 
competition operation 
company 

Security 
and access 
control 

Security staff 20  The LOC shall be responsible to 
allocate pertinent security staff to 
ensure control of the access of 
the accreditation card holders 
according to the access zone 
indicated on their accreditation 
card. 

 

 
 

D. Training 
 

The LOC shall provide the appropriate training program to competition personnel. The LOC shall utilize the educational 
opportunities provided by the World Taekwondo for the entire event lifecycle. For more information, please refer to “Ch 
1. Introduction”, World Taekwondo Event Lifecycle. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. The LOC shall communicate with the World Taekwondo should it requires 
any discussions on the task scope and the timelines. 

 
 

Task Due Date Remarks 
Submit the plan for assembling the team 1 year prior to the event 

Finalize the recruitment of full time 
position 

   

Finalize the recruitment of part time 
position 

   

Submit the final list of competition 
operation team member 

1 month prior to the event  

Submit the training plan for competition 6 month prior to the event 
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operation team. 

3.2. Reports and Meetings 
 

Introduction 
 

In order to organize all the events to the same level and to guarantee that all events are executed in a consistent way, 
World Taekwondo has developed various documents (including this Operational Manual). 

One of the most important documents is the Operational Plan and Evaluation Checklist made from the project review. 
 
 

Person in Charge 
 

All the levels and areas of managers shall be responsible for reporting their preparations and progress on each 
functional area. 

 
 

Descriptions 
 
 

A. Event Operational Plan (EOP) 
 

The LOC shall make their own event operational plan based on the operational requirements and operational manual 
the World Taekwondo provides. 

In principle, the LOC shall submit the updated Operational Plans as follows. 

‐ First Operational Plan: 2 years before the event until 6 months prior to the event. 

‐ Second Operational Plan: 6 months before the event until one month prior to the event. 

‐ Final Operational Plan: On a weekly basis beginning a month before the event until the commencement of the 
event. 

The World Taekwondo may also request updates on the status of preparations from time to time. You can find the 
sample format and structures of the operational plan at the “Appendix 5”. 

 
 

B. Site Visit 
 

The World Taekwondo shall designate the Project Review team to liaise with the LOC on occasion of site visits. 

The Project Review team and the LOC shall coordinate on all matters to ensure that the general regulations, pattern of 
organization, and spirit and tradition of the World Taekwondo are abided by. 

 
 Project Review and Visits 

 
The Project Review team form the World Taekwondo shall visit the host city at least two times before the scheduled 
Event. 

First visit may be made in conjunction with Event Debriefing and Orientation Meeting. 

Second visit may be solely made with the purpose of a site inspection. 

More visits may be deemed necessary by the World Taekwondo if, in the opinion of the World Taekwondo, the 
progress towards preparation for the Event is not satisfactory. 
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 Cost 
 

For each Coordination Committee visit, the LOC shall provide accommodation of room and board (three meals per day) 
for the Coordination Committee, which shall be made of up to a maximum of three (3) members. 

The roundtrip economy airfare of all Project Review team members shall be provided by the LOC. 

Additional visit may be arranged by agreement between the World Taekwondo and the LOC. 

 
C. Progress Report 

 

The LOC shall submit progress reports to the World Taekwondo on a regular basis. The LOC shall submit a report to 
the World Taekwondo Council during its meeting. The LOC shall submit an updated report on monthly basis beginning 
six months before the event until one (1) month prior to the event after which it shall submit a weekly report until the 
commencement of the event. The WT may also request updates on the status of preparations from time to time. 

 
 

D. Event Debriefing 
 

Event Debriefing is the extensive seminar program that will serve as a knowledge transfer meeting so that the next 
LOC could learn from the previous LOC. 

 
 Hosting an Event Debriefing 

 
The LOC shall host the debriefing of the previous edition of the World Taekwondo event, by inviting the previous LOCs 
and other stakeholders including the World Taekwondo, Member National Association and media. 

For this first debriefing, the LOC shall provide 

‐ Debriefing venue in the host city and proper settings in consultation with the World Taekwondo. 

‐ Accommodation for the two delegates each from the previous event’s LOC and the World Taekwondo. 
 
 Participating in an Event Debriefing 

 
Upon completion of the Event, the LOC shall participate in the second debriefing hosted by future events’ LOCs for 
transferring the knowledge. 

At this debriefing, the LOC shall present a summary of event organizational process and feedback by the participating 
Member National Associations to the questionnaires developed by the World Taekwondo 

The LOC may distribute the questionnaires to each of the Member National Associations before the end of the Event in 
order to collect their feedback on the Event. 

 
 

E. Final Report 
 

The LOC shall draft and submit a Final Report of the event with both printed and electronic file format within one (1) 
month from the last day of the event. The LOC shall provide the high-definition photos of the event taken by the official 
photographer of the LOC to the World Taekwondo in an electronic formant when the LOC sends the Final Report to 
World Taekwondo. A separate template of Final Report will be provided to the LOC for its reference. LOC is highly 
recommended to compose the Final Report based on the last operational plan before the event submitted to the World 
Taekwondo. 
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F. Impact Report 
 

The World Taekwondo may carry out professional impact studies on the event which shall contain the statistics and 
impacts on economic, media, social media, sponsorships, sporting and social aspects. 

 
The LOC may obtain professional impact report which will showcase positive impact on overall engagement and 
performance generated by preparing and delivering the World Taekwondo Events. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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3.3. Legal Affairs 
 

Introduction 
 

LOC’s Administration functional area shall take a main role to monitor if the LOC abides by related rules, regulations 
and relevant documents and contract. The LOC shall closely cooperate with the World Taekwondo to ensure the 
fulfillment of the rules. 

 
 

Person in Charge 
 

Legal Manager is responsible for ensuring that the LOC abiding by related rules, regulations and relevant documents. 

Legal manager also shall deal with legal issues related to the preparation and operation of the event. 

 

Descriptions 
 
 

A. Related Documents 
 

 Host City Contract 
 

Candidates awarded the right to host the World Taekwondo events have signed and submitted the Host City Contract 
(“HCC”) to the World Taekwondo. The LOC and World Taekwondo shall ensure the mutual fulfillment and of the 
contract. 

 
 Rules, Regulations, etc. 

 
Other documents that the LOC should make itself familiar with the following documents: 

‐ World Taekwondo Statutes 

‐ World Taekwondo Competition Rules and Interpretations 

‐ World Taekwondo Event Operations Rules 

‐ World Taekwondo Anti-Doping Rules 

‐ World Taekwondo Medical Code 
 

 Competition Outline 
 

The Outline for the competition provides detailed guidance on the application of competition rules, competition method, 
contest time and weight divisions. 

World Taekwondo will develop and send out the outline in cooperation with the LOC. 
 
 

B. Fundamental Guarantees 
 

 Support from the Local Government 
 

The LOC must have submitted the copy of the letter from the host city to guarantee its full support for the success of 
the Event organized by the LOC at the bidding stage. 
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The LOC must give a full effort to ensure that guarantee from the host city remains valid until the end of the event. 

If the LOC did not submit the guarantee letter yet, this shall be submitted by the time designated by the World 
Taekwondo prior to the event. 

 
 Entry Visa Issuance 

 
No World Taekwondo Member National Association (“MNA”) shall be barred from entry to the host country under any 
circumstances. 

In this regard, the LOC must secure assurances of the full support and cooperation of the host country government, 
which is paramount to the successful organization of the Event. 

The LOC shall do its best to provide fast visa issuance process for the participating teams by providing LOC invitations 
and, if necessary, provide letters from the Foreign Affairs Ministry or equivalent government body, to the participating 
teams for their visa applications, which includes but not limited to followings. 

‐ Visa Issuance Letter: LOC shall develop application form for visa invitation letter to be sent out to MNAs in the 
invitational package to fill out and return to LOC to issue visa invitation letter. 

▪ The application form shall contain the following requirements. 

▪ Family name as shown in passport 

▪ Given name as shown in passport 

▪ Position 

▪ Date of birth 

▪ Nationality 

▪ Passport No. 

▪ Passport issuance date 

▪ Passport expiry date 

▪ Passport size photo 

‐ Landing Visa: In principle, The LOC shall not issue landing visa for the participants. Participants shall request 
to obtain entry visa in the embassy in their country or nearby. 

In case there is no embassy located in the pertinent or nearby country, the participants may request for issuance of 
landing visa to the LOC. Only in this exceptional case, the LOC must do its best to issue landing visa to such 
participants. 

 
 

C. Compliance 
 

The LOC shall ensure that all of its activities comply with any and all applicable laws, rules and regulations and that all 
precautions, statutory, legal and/or regulatory requirements are satisfied and the relevant and necessary approvals, 
grants, consents, authorities, clearances and licenses obtained from the necessary authorities to enable the Event to 
take place. 

In particular, the LOC shall ensure that the Venue meets and complies with any and all applicable laws, rules and 
regulations and that all health and safety precautions, statutory, legal and/or regulatory requirements are satisfied and 
the relevant and necessary approvals, grants, consents, authorities, clearances and licenses obtained from the 
necessary authorities (including all relevant health and safety certificates and liquor licenses) to enable the event to 
securely take place. 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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3.4. Finance Management 
 

Introduction 
 

The financial arrangements regarding budget, sponsors, spending, invoicing are all up to the LOC to decide and 
arrange. 

 
 

Person in Charge 
 

Finance manager is responsible for managing budget and monitoring LOC’s account. 
 
 

Descriptions 
 
 

A. Accounts Monitoring and Audit 
 

The LOC shall control over the expenditures and the accounting. Cash balances (in hand or at the bank) must be 

checked regularly and compared to the accounts to ensure it corresponds. 

A proper account manager must be appointed for the book keeping and for the cash management. The Account 

Manager must account for any irregularity. 

An audit shall be conducted after the event to ensure that the books are properly closed, that nothing remains 

pending and that everything is accurate. 

 
 

B. Approval of Expenditure 
 

Any expenditure must be approved before it occurs. In this principle, any purchase order must be approved before 

the purchase is made. 

During the payment process, all the expenditures must be matched with an approved purchase order to ensure their 

accuracy. 
 
 

C. Finance Responsibilities 
 

Details of the financial responsibilities are written in the Operational Requirements, Operational Manual and Host City 
Contract in order to give clear directions on the expectations. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 
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The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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World Taekwondo 

FA 4. Stakeholder Service 
Many preparations are to be made towards an event to support event stakeholders. The stakeholders include Athletes, 
Coaches, Media, persons from MNA, World Taekwondo and so forth. 

Therefore, the right people are required to be able to follow-up on Stakeholder support service at a clear and good 
level. 
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4.1. Entries & Registration 
 

Introduction 
 

The purpose of accreditation is to identify people and their functions during the event and allow access to identified 
zones to perform their roles. Thus, accreditation ensures the working areas to be safe, orderly and to keep 
unauthorized persons out of secure zones. 

The LOC shall work with the World Taekwondo Global Membership System (GMS) Team to assist with the online tool 
and any administrative work concerning the registration of participants, including the distribution of documents, event 
souvenirs, and various related event paraphernalia to accredited participants as well as issuance and distribution of 
Participation Certificates for all members of the participating teams. 

 
 

Person in Charge 
 

The LOC shall designate the person in charge of accreditation system and registration. 

Basically, all the registration processes must be done using the World Taekwondo Global Membership System (GMS). 
GMS allows Member National Associations to register their athletes and its officials (i.e. coaches, trainers, doctors, 
MNA guests, etc.) for the event. 

The LOC shall work with the World Taekwondo Global Membership System (GMS) Team to assist with the online tool 
and any administrative work concerning the registration of participants. 

 
 

Descriptions 
 
 

A. Entries 
 

Participations registration shall be completed only online through the World Taekwondo online system (GMS). The 
GMS Team will provide admin access to the OC so they can see LIVE event registration and other reports (e.g. 
Payment) at any time. 

 
 

B. Entry Fee 
 

Entry Fee revenues shall be shared between the World Taekwondo and LOC on a 50:50 basis. The LOC is 
responsible for ensuring all funders are collected and the options for collection of fees can be a combination of 1) 
Online by credit card through GMS 2) Paid by bank transfer to OC bank account 3) Cash onsite to OC assigned staff at 
registration centre prior to start of competition. 

‐ Details on entry fees are shown in the Competition Outline sent to all Member National Associations as well as 
in the GMS when registering. Participating national teams may transfer their entry fees via online banking and 
shall be responsible for covering any applicable fees on top of the entry fees. 

‐ It is the responsibility of the national teams to ensure that the LOC receives the full entry fees. National teams 
that have not paid in full shall be required to pay up during registration at the registration center(s). 

‐ The amount of entry fee is decided by the World Taekwondo. 
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C. Accreditation 
 

Accreditation cards shall be issued by World Taekwondo GMS team in cooperation with the LOC under accreditation 
guidelines of the World Taekwondo. Accreditation shall be strictly controlled by the World Taekwondo. 

‐ The LOC shall abide by the accreditation guidelines including the categories of accreditation cards, which shall 
govern the issue of accreditation. 

‐ The LOC shall be responsible to allocate pertinent security staff to ensure controlling of the access of the 
accreditation card holders according to the access zone indicated in their accreditation card. 

‐ The LOC shall get approval for issuing accreditation cards for its purposes in consultation with the World 
Taekwondo. In particular, the number of A-category cards that can be issued on behalf of the LOC shall be 
approved by the World Taekwondo. 

[ Sample Accreditation Cards] 
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[ Sample Guidelines on Access Levels ] 
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D. Registration Center 
 

The LOC shall secure World Taekwondo registration center at 1) hotel where or close to where majority of teams are 
staying and 2) competition venue (from 1st day of competition) in order to issue accreditation cards to all participants 
of the event. The location should be approved by the World Taekwondo GMS Team. 

The registration center is the place in which the LOC operates access control to the competition venue. The effective 

implementation of accreditation system will ensure efficient venue operation during the event. 

The World Taekwondo shall provide its accreditation guidelines to the World Taekwondo GMS Team and the LOC, 
including the categories of accreditation cards, which shall govern the issue of accreditation. The World Taekwondo 
GMS Team and the LOC shall provide the updated list of participants who have registered by accreditation category to 
the World Taekwondo at the end of each day’s accreditation. 

 
 Location 

 
The LOC shall ensure that the registration center is opened and operated at the venue or another place most 
convenient to the participating teams until the end of the event. The location is subject to approval from the World 
Taekwondo GMS team. 

 
 Function: the LOC shall ensure that the registration center functions as the place for the followings; 

 
‐ Registration  of  including  but  not  limited  to  the  athletes,  coaches,  athletes  support  personnel  and  World 

Taekwondo Staff. 

‐ Participating team’s submission of their national flags and national anthems to the LOC. 

‐ Distribution of competition results or any other info during the event. 

‐ Printing out the Certificate of Participation for team officials and athletes and distribution of those certificates to 
the participating teams. 

‐ Distribution of information for transportation of teams from hotels to the airport for their return home. 
 

 Operation 
 

The LOC shall open the registration center four (4) days prior to the event starting, and keep them open until the end 
of the Event. The LOC shall decide the operating hours in consultation with the World Taekwondo. The operating hours 
may be adjusted depending on the team arrival schedules, for the maximum convenience of all participants. Following 
is an example from previous edition of the event. The detailed schedule shall be indicated in the operational plan. 

 

When Time Where 

Before the competition days 09:00-18:00 Registration Center near Athlete’s village or hotel 

During the competition days 09:00-18:00 Competition Venue 

* The GMS Team will provide a separate GMS Technical Manual which will include a detailed list of equipment, 

supplies and staffing requirements to operate the World Taekwondo Registration Center. 

 
 Registration Process 

 
Registration processes for team registration shall be made in the following manner. 

 

‐ Head of Team checks and confirms personal data of the athletes and officials; this updated information 
immediately goes to the LOC staff in charge of AD card issuance for the printing of AD card. – World Taekwondo 
GMS- 

‐ Head of Team settles down all financial obligation such as hotel payment, entry fee, etc. – LOC 
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‐ Head of Team is allocated training schedule of the team, and collects all materials provided by the LOC such as 
competition program, shuttle bus operation plan, souvenir, etc. – LOC 

‐ Head of Team brings athletes and officials who may need to take photo for issuance of AD card. Those who 
have already sent their photos in electronic format to the LOC can wait in the AD card distribution section. 

‐ Once all processes are finalized, athletes and officials should collect their own AD cards and certificate of 
participation after demonstrating their own identification. 

 
 World Taekwondo GMS Team office 

 
‐ Total surface: Bigger than 16m2 

‐ Furniture 
 

Item Qty. 

Medium Folding Table 1 
Unpadded Chair 8 
White Board 1 
Refreshments 1 
Water Dispensers 1 

 

‐ Technology Equipment 
 

Item Qty. / Desc. 
Photo Copier 1 
Internet (Wired & Wireless) With a great quality of connection 

 
 

E. Official Guidebook 
 

Related to the registration, the LOC shall prepare and provide a handy guide to each team or participants at the time of 
their registration at the registration center. 

The guide must contain some useful information about the event including; 

‐ event schedule and locations, 

‐ address and contact numbers of official hotels/competition venue/LOC and World Taekwondo office, 

‐ shuttle bus operation plan between hotels and competition venue and between Headquarters Hotel and the 
other hotels. 

The guide should also contain practical information, including; 

‐ the official program, 

‐ floor plan of competition venue, 

‐ information about the history, cultural activities, services, 

‐ security information and guidelines, and 

‐ any other information of the host city and country. 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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4.2. Ground Transportation 
 

Introduction 
 

The LOC shall be responsible, at its own expenses, to provide local transportation to all accredited officials, athletes 
and guests as the transportation during the event is a crucial factor in determining the success of the event. 

Operation plan for the transportation shall be developed by the LOC and approved by the World Taekwondo. 
 
 

Person in Charge 
 

Transport manager shall prepare the planning of general transportation flow and scheme for smooth event operations. 

The recruitment and training of necessary personnel, including effective planning, should be made prior to the event. 
The training of the personnel, particularly the drivers of private vehicles, in all locations, routes and drop-off points is 
paramount. 

 
 

Descriptions 
 
 

A. Port of Entry pickup/drop off for Athletes and Team/MNA Officials 
 

The LOC shall provide necessary transportation to the accredited athletes and officials of the participating national 
teams between the nearest entry point (international airport or other entry point) and the hotels. 

 
 

B. Shuttles between accommodations and venue Port of Entry pickup/drop off for Athletes and 
Team/MNA Officials 

 
The LOC shall provide shuttle buses to the teams between hotels, training venue and competition venue in addition 
the Registration Centers and training facilities during a period of five (5) days prior to and one (2) days after the Event 
unless explicitly requested by the World Taekwondo. 

 
 

C. Shuttle Bus Operation 
 

The LOC shall develop a shuttle bus operation plan based on the event schedule and obtain the approval of the World 
Taekwondo. 

Shuttle bus timetable shall be posted on the official hotel and distributed to the participants during team registration. The 

LOC shall set up an information desk at the official hotel to assist transportation arrangements for all participants. 

Shuttle buses shall operate between the places of the venue, training venue and hotel unless otherwise the pre- 
arrangements were made by the teams. 

During the tournament period, the first bus must arrive at the venue by no later than 90 minutes before the start of the 
competition. Shuttle buses must be operating at least two times during the competition, and the final bus shall depart 
from the venue after completion of all events. 

 
 

D. Shuttles Schedule 
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Frequency of operation shall be discussed between the World Taekwondo and the LOC, and must be sufficient to 
satisfy the reasonable needs of the teams and officials. 

As a minimum expectation, during the competition period, the first buses shall arrive at the venue by no later than 90 
minutes before the start of competition. 

Shuttle buses shall operate at least two times in the morning (including the first departure) and another two times after 
the conclusion of the day’s competition. 

The final bus shall depart from the venue to the hotel after completion of the daily competition and/or opening 
ceremony, medal and/or closing ceremony. 

The shuttle bus operation schedule shall be distributed to the teams at the registration center and shall also be posted 
at all hotels and competition venue for the teams on noticeable places. 

 
 

E. Volunteers 
 

English-speaking volunteers must take on board in official team buses to help coordinate with the teams. 
 
 

F. Designated transportation 
 

The LOC shall provide, at its expenses, designated transportation as follows. These transports must be operated from 
the date of arrival and until the departure. 

The list of officials and schedule will be notified to LOC two (2) weeks prior to the tournament. 

The LOC shall provide following vehicles to the World Taekwondo. 

 
 

Positions and Estimated No. of Peopl e   Required No. of Vehicles 

World Taekwondo President 1 1 
One passenger car with driver & escort for 
exclusive use 

IOC Members and distinguished guests 3 3 
Three passenger cars with drivers & escorts for 
exclusive use 

World Taekwondo Secretary General 1 1 
One passenger car with driver & escort for 
exclusive use 

Technical Delegate 1 1 One passenger car with driver 

Designated mini-van for staff 20 2 Two minivan (10-seater) with drivers 

Council members, Auditors, media and others 
(excluding IOC members, President, SG and 
Vice Presidents) 

 
28 

 
TBD* 

 
Three mini vans (10-15-seater) with drivers 

 
Competition Supervisory Board (excluding TD) 

 
4 

 
TBD* 

 
One small bus or minivan with driver 

International Referees 50 2 Two coach buses with drivers for exclusive use 

 
Technicians for PSS/IVR/OVR 

 
10 

 
TBD* 

One minivan (10-seater) with driver 
(Bigger transportation might be required on the 
set up day and the final day) 

World Taekwondo Sponsor 4 TBD* One passenger car with drive 

Accredited Press 10 TBD* One minivan (10-seater) with driver 
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World Taekwondo Photo & Video Team 6 TBD* One minivan (10-seater) with driver 

Participating teams TBD TBD Designated bus & escort for each 

* Transport sharing service may replace the designated transport system for these categories. 

The LOC can change between the minivan and bus types as long as the capacity for each specified group of people is 
met. 

The requested vehicles shall be provided from the date of arrival of the pertinent persons to one (1) day after the last 
day of competition. 

If guests request exceptional services and long-distance travel, the driver shall have to obtain the LOC’s authorization. 

In the case of exclusive use of the cars, especially for the World Taekwondo President, the World Taekwondo 
Secretary General and the VIP Guests, the LOC shall ensure that the cars are reserved throughout the entire duration 
of their stay. 

The LOC shall ensure that the designated drivers are on stand-by throughout the reservation period of these cars. The 
LOC must designate one (1) English-speaking volunteer to be on board in each transport prescribed in the table above. 

The requested vehicles shall be provided from the date of arrival of the pertinent persons until one (1) day after the last 
day of competition. If guests request exceptional services and long-distance travel, the driver shall have to obtain the 
LOC’s authorization. 

 
 

G. Transportation Plan 
 

The transportation plan shall be provided to World Taekwondo officials, referees, team delegates, at the Headquarters 
Hotel, at the participating teams’ hotel, and all information desks, and the information shall be posted on the board at 
the venue, and the LOC and World Taekwondo offices. 

 
 

H. Parking arrangements 
 

Parking arrangements must be provided for the following locations: 

‐ Airport 

‐ Hotels 

‐ Competition and/or Training Venues 

‐ Any other locations to be used (e.g. Weigh-In, Technical Meeting, Competition Draw, etc.) 

The parking space required will depend on the number of people to be transported and hence the number of vehicles 
to be used. It is the responsibility of the Transport Manager to ensure sufficient parking spaces are available for the 
event vehicles. 

Should there be difficulties in arranging the parking at the locations to be used for the event, other provisions must be 
made to ensure there are spaces available nearby. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. The LOC shall communicate with the World Taekwondo should it requires 
any discussions on the task scope and the timelines. 
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4.3. Arrival and Departure Service 
 

Introduction 
 

The LOC shall take relevant measures to provide all participants with information and arrival services. 
 
 

Person in Charge 
 

Transport manager shall prepare the planning of general transportation flow and scheme for smooth event operations. 
 
 

Descriptions 
 
 

A. Transportation Reservation Service 
 

The LOC shall designate a person in charge of reservations and provide a service to assist in the confirmation of, and 
in the case of modification to, participants’ travel arrangements. 

In addition, the LOC shall provide additional service to provide updates on the accommodation and transportation 
status of all teams and event officials. 

 
 

B. Airport Pick-up Service 
 

The LOC shall provide transportation to all accredited persons between the airport or the nearest entry point and the 
official hotel. 

Transportation service for the arrival and departure may be operated four (4) days prior to the tournament until two (2) 
days after the tournament unless otherwise specified and/or agreed by the LOC. 

 
 

C. Arrival Service 
 

The LOC shall provide a welcoming service at the international airport and other arrival points in the host city. This 
service shall also be provided at participants’ hotels and the venue of the Event. 

 
 

D. Logistics/Transportation Service 
 

The LOC shall provide a service to ensure smooth execution of the host city logistics through constant communication 
with relevant authorities, and mapping and monitoring of traffic patterns and possible weather or other delays, which 
may affect the punctual arrival of all event participants, guests, spectators, contestants, referees, Technical Delegates, 
team and event officials, and VIPs. 

 
 Air Travel for Athletes and Officials 

 
Except as provided herein, Athletes and Officials of participating national associations should cover their own air travel 
expenses and the LOC shall not be responsible for these expenses. 

 
 Air Travel for World Taekwondo Officials & Guests 
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The LOC shall be responsible to cover the air travel expenses for World Taekwondo (tickets or equivalent) as indicated 
below. 

 

NUMBER OF 
TICKETS 

POSITIONS 

1 Secretary General 

2 Directors Generals 

1 Technical Delegate 

4 Competition Supervisory Board (CSB) Members 

2 World Taekwondo TV Graphic Officers 

1 World Taekwondo Official Photographer 

1 World Taekwondo Official Videographer 

5 World Taekwondo Operation Staff 

3 GMS team members 

 
Unless otherwise agreed, the World Taekwondo shall arrange its air tickets and the LOC shall reimburse. 
If the LOC must arrange air tickets, the LOC must notify to the World Taekwondo at least three (3) months prior to the 
start of the Event and the itineraries and flights must receive prior approval from the World Taekwondo. 

The LOC may pay lump-sum amount for airfare as long as the amount is agreed by the World Taekwondo. 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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4.4. Accommodation 
 

Introduction 
 

The LOC shall provide a range of hotels suitable for the hosting of a Competition. 

The LOC shall make available at least three different categories of hotels (5-star, 4-star & 3-star) for participants and 
team officials at such reasonable and affordable rates that the LOC proposed in the bidding process. 

 
 

Person in Charge 
 

The accommodation services must be managed by the Accommodation Manager from the LOC. 

All hotels used for the competition must have contact with the Competition Manager. 

The Accommodation Manager must establish the following: 

‐  Contact person in each hotel (this must be a hotel personnel) 

‐ Have the current accommodation list for all the hotels used for the event 

‐ An effective working relation with the Transportation Manager 
 
 

Transport Manager to make sure all the transport arrangements reflect on the accommodation arrangements. 
 
 

Descriptions 
 
 

A. Distance 
 

All hotels shall be within reasonable travelling distance (preferably within walking distance), i.e. within 30 minutes 
travelling time between the competition and training venue and the hotels by customary transportation methods. 

 
 

B. Capacity 
 

The hotels, at any one time, shall be capable of housing 800 to 1,200 people, with each room containing two or at 
most three beds. 

 
 

C. Room Rates 
 

The choice of hotel(s), featuring reasonable rates that include corporate rates, must be approved by the World 
Taekwondo. Increases in rates over 10% must be receive prior written approval from the World Taekwondo. 

 
 

D. Selection Process 
 

‐ The World Taekwondo will provide the LOC with the preliminary hotel requirements for both the Headquarters 
Hotel and other hotels prior to the start of the Event in due time. 
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‐ The final list for hotel reservation, along with the names and dates, shall be sent to the LOC at least two (2) 
weeks prior to the start of the Event 

‐ The World Taekwondo reserves the right to change any details regarding specific reservations prior to the start 
of the Event; however, the World Taekwondo shall provide any requests for changes of the reservation no later 
than two (2) weeks prior to the start of the event. 

 
 

E. Accommodation Period 
 

The LOC shall secure accommodation facilities (hotels), which shall be ready to accommodate the participants and 
officials from six (6) days prior to the first day of competition until one (1) day after the Closing Ceremony. 

If any participant needs a room for additional days, the LOC shall make best efforts to assist in the request. 
 
 

F. Hotel Information 
 

The LOC shall send all information related to the accommodations to participants and officials with the necessary 
reservation request forms. The LOC may appoint an agency to handle the reservations and all financial matters related 
to the accommodations. The LOC shall arrange with the hotels that all incidentals, excluding the room, breakfast, 
internet access and all taxes, will be the responsibility of the participants and officials. 

 
 

G. Services 
 

The hotel for the World Taekwondo event shall have the following services: 

‐ Internet access 

‐ Catering services 

‐ Fully equipped reception 

‐ Conference room(s) for a large group of people 

‐ Office space(s) 
 
 

H. Headquarters Hotel 
 

At least one hotel shall be designated as the official hotel for the World Taekwondo (Headquarters Hotel). 

The Headquarters Hotel shall be at a minimum a high quality four-star hotel, which shall accommodate 

‐ World Taekwondo Officials (World Taekwondo Council Members, including the president, vice presidents, 
secretary general and treasurer, and the World Taekwondo Auditors) 

‐ World Taekwondo staff 

The Headquarters Hotel may also accommodate presidents and secretaries general of World Taekwondo Member 
National Associations and Continental Unions, VIPs invited by the World Taekwondo, and also serve as a hospitality 
and meeting center for all delegates. 

The World Taekwondo Flag shall be flown at the Headquarters Hotel for the duration of the Event. The LOC shall 
inform the World Taekwondo of the size requirements for the flag no less than 10 days before the start of the event. 
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The LOC shall set up an information desk at the Headquarters Hotel and at least three (3) volunteers who can speak 
English should be positioned at the information desk to assist the World Taekwondo families for transportation and/or 
any other assistance deemed necessary. 

Free Internet shall be provided in all the rooms for the World Taekwondo. 

Accommodation guide shall be included in the invitation package. 

[ Example of the Accommodation Guide ] 
 

 
 
 

I. Accommodation Beneficiaries 
 

The LOC shall provide complimentary accommodation of room and board (three meals per day) for all technical 
officials according to the following periods, with alterations depending on their flight schedules. 

The World Taekwondo shall provide the LOC with the preliminary hotel requirements prior to the start of the Event. 

The final list, along with the names and dates, shall be sent to the LOC at least two (2) weeks prior to the start of the 
Event. 

The World Taekwondo shall provide any requests for changes of the reservation by no later than one (1) week prior to 
the start of the Event. 

World Taekwondo shall notify the LOC of the number of required rooms. 
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 Technical Officials 
 

All technical officials, namely the Technical Delegate(s), Competition Supervisory Board members, and Technicians for 
PSS, OVR and IVR system shall each have his/her own room at the Headquarters Hotel. 

 
 World Taekwondo Secretariat 

 
The World Taekwondo Secretariat staff shall also stay at the Headquarters Hotel to provide logistical assistance to the 
technical officials and the World Taekwondo Council. 

 
 Referees 

 
The  International  Referees,  except  Referee  Chairman,  shall  share  rooms,  with  two  persons  per  room,  at  the 
designated Referees’ Hotel. 

The chairman of the Referee Committee may stay at either between the Headquarters Hotel or the designated 
Referees’ Hotel. 

 
 World Taekwondo TV Team / World Taekwondo Photo-Video Team/ World Taekwondo Demo Team 

 
The LOC provide accommodation for the World Taekwondo TV Team, World Taekwondo Photo-Video Team and World 
Taekwondo Demo Team 

 
 Summary of accommodation requirement 

 
The LOC shall provide accommodation for the following persons as indicated below. 

 

Position No. of room(s) Remarks Period 
World Taekwondo President 1 Presidential Suite at HQ -4 /+1 
World Taekwondo Secretary General 1 Superior room at HQ -5 / +1 
World Taekwondo Director Generals 2 Superior room at HQ -5 / +1 
Technical Delegate 1 Superior room at HQ -5 / +1 
5 World Taekwondo Staff 5 Standard room at HQ -5 / +1 
3 World Taekwondo GMS team members 3 Standard room at HQ -5* / +1 
2 TV Graphics staff members 2 Standard room at HQ -5 / +1 
4 CSB members (excluding TD) 4 Standard room at HQ -5 / +1 
Official Photographer and videographer 2 Standard room at HQ -5 / +1 
50 International Referees 25 twin rooms At the designated hotel 

for referees 
-5 /+1 

World   Taekwondo   delegates   (orientation   & 
project review) 

3 (2 times) Standard room at HQ 2 days 

* Rooms for WT GMS team members shall be provided from two days before the first day of onsite registration. 

The LOC shall secure accommodation for the following persons as indicated below. 

Position No. of room(s) Remarks Period 
IOC Members and distinguished guests 3 Junior Suite at HQ -4/+1 
World Taekwondo Council Members and Auditors 
except President, Secretary General and IOC 
Members 

32 Standard room at HQ -4/+1 

PSS / IVR / OVR Max. 10 Standard room at HQ -5 / +1 
World Taekwondo TV team 5 Standard room at HQ -5 / +1 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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4.5. Food & Beverage 
 

Introduction 
 

During competition days the LOC shall prepare lunch, dinner, and beverages at the venue or at restaurants near the 
venue for World Taekwondo officials, staff, non-technical officials, sponsors, guests and technical officials. 

 
 

Person in Charge 
 

Competition Manager and Accommodation Manager should arrange food services for the staff and volunteers at 

each area during the event dates. 

Competition manager shall build a plan for meal distribution in the case of intensive competition schedule. 
 
 

Descriptions 
 
 

A. For the World Taekwondo Officials/Staff, Non-Technical Officials, Sponsors, Guests 
 

During competition days the LOC shall prepare lunch, dinner, and beverages at the venue or at restaurants near the 
venue for World Taekwondo officials and staff, non-technical officials (including the TV team) VIP guests and sponsors 
and promotion partners. 

With regards to dinner, it is preferred for the LOC to prepare light snacks and not full dinner at the venue. 
 
 

B. Technical Officials and Technicians 
 

Technical Officials and Technicians include Technical Delegate, Competition Supervisory Board members, Competition 
Management Officials, International Referees and technicians for PSS (head and trunk PSS), IVR, OVR, GMS and 
World Taekwondo TV Team etc. 

Technical officials and Technicians shall be provided with snacks and drinks for their exclusive use at all times, in 
addition to three times meals per day, in the designated Technical Officials rooms such as Competition Supervisory 
Board room and International Referee room during the competition days. 

The LOC shall set the closing time of all services of meals and drinks within two hours after the completion of each 
day’s competition. With regard to dinner, it is preferred for the LOC to prepare light snacks and not full dinner at the 
venue. The Competition Supervisory Board members and International Referees shall be provided with snacks and 
drinks for their exclusive use at all times in the designated Competition Supervisory Board room and International 
Referee room during the competition days. 

The LOC shall also set the closing time of all services of meals and drinks within two hours after the completion of 
each day’s competition. 

 
 

C. Catering 
 

The LOC shall prepare, at its own expenses, lunch and beverages at the competition venue or at the restaurants near 
the competition venue during competition days for the Technical Officials, officials from World Taekwondo, LOC staff 
and volunteers and VIP Guests. 
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The LOC shall also arrange restaurants for the teams within or outside the venue during the Event. 

The teams shall pay for their catering services. 

 
D. VIP Lounge 

 

The LOC will set up VIP lounge within the venue to provide hot, cold drinks and snacks. The access to VIP lounge 
shall be controlled by the LOC. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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4.6. Per Diems 
 

Introduction 
 

The LOC shall provide per diems to Technical Officials and Technicians, including the Technical Delegate(s), 
Competition Supervisory Board members, International Referees (including Review Jury), and others as specified in 
the Operational Requirements. 

 
 

Person in Charge 
 

Finance manager shall be responsible for planning and distributing per diems in an appropriate manner. 

Other  managers  in  all  functional  area  shall  actively  communicate  with  the  finance  manager  for  the  smooth 
distribution of per diem. 

 
 

Description 
 
 

A. Basic Requirements 
 

The LOC shall provide per diem to participants in the amounts as provided below. 
 

 
Position No. of persons Amount Number of days to be paid 

CSB (Including TD) 5 US$100/person During the competition days 

International Referee 50 US$100/person During the competition days 

** LOC shall sign a separate agreement with the pertinent company or team on the services for PSS (head 
and trunk PSS), GMS (online registration, issuance of ID cards, issuance of Participation Certificates), OVR 
(on-venue results), IVR (instant video replay) on the general conditions for their services. 

 
 

B. Payment Method 
 

Unless otherwise agreed in writing, per diems shall be paid in cash in US Dollars by the LOC to the recipients on the 
last day of the Event. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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4.7. Conveniences 
 

Introduction 
 

The LOC shall set up and provide the convenience facilities and equipment for smooth operation of the event. 
 
 

Person in Charge 
 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

The LOC shall notify the World Taekwondo of the information on a person in charge of this functional area by 
submitting the operational manual. 

 
 

Descriptions 
 
 

A. Local Mobile Phones 
 

The LOC shall provide up to twenty (20) local mobile phones for temporary use by the World Taekwondo with the cost 
for local calls and the mobile internet paid by the LOC. 

These mobile phones should be available for immediate use upon arrival of the World Taekwondo officials and staff 
and shall be returned by the World Taekwondo to the LOC at the end of the event. 

 
 

B. Information Desk 
 

 Headquarters Hotel 

The LOC shall set up an information desk at the Headquarters Hotel. 

At least three (3) volunteers who can speak English should be positioned at the information desk. 

The function and role of the information desk will include but not limited to following 

‐ Provision of the general information 

‐ Distribution of the Draw Sheet 

‐ Distribution of the daily competition results 

‐ Distribution of the transportation plan 
 
 

 At the airport 

It is important to note the information desk at the airport is the first contact the LOC will have with the participants. 
Therefore, the organization of the information is crucial to give a good first impression of a well-organized event. 

Depending on the airport opening times, there should be a dedicated information desk outside of the terminal arrival 
area (after baggage collection and customs) and if there is more than one terminal for arrivals, there should be one 
information desk outside each terminal arrival area. 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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World Taekwondo 

FA 5. Meetings & Ceremonies 
The World Taekwondo Grand Prix Series may coincide with the World Taekwondo Executive Meetings and other 
committee meetings. 
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5.1. Official Meetings 
 

Introduction 
 

Official meetings are the official World Taekwondo-organized meetings associated with the event other than technical 
meetings. World Taekwondo may hold World Taekwondo Executive Meeting and other meetings and the LOC shall 
provide assistance with arranging and holding the meetings. 

 
 

Person in Charge 
 

Meeting Manager is responsible for communicating with World Taekwondo and ensuring that all the requirements for 
the official meeting are delivered. He/she is also responsible for securing venue, meeting equipment and so forth. Also, 
at least five (5) to ten (10) volunteers for all official meetings are required. 

 
 

Description 
 
 

A. World Taekwondo Executive Meeting 
 

 Meeting Date 
 

Typically, two (2) days prior to the Event, the World Taekwondo will organize a World Taekwondo Executive Meeting, 
unless the World Taekwondo decides otherwise. 

 
 Financial Responsibility 

 
The LOC shall be responsible, at its expenses, for the provision of the rooms and all services for the Executive 
Meeting. 

 
 Venue Setting 

 
The World Taekwondo Executive Meeting shall be conducted at HQs hotel in a boardroom-style room with a capacity 
of approximately 20 people. 

 
The LOC shall ensure that the World Taekwondo check and set up the meeting room on the evening of previous day of 
the executive meeting. 

 
 Equipment 

 
The meeting venue shall include equipment such as an audio-visual system, beam projector, and screen. 

 

Equipment Descriptions (Quantity) 
Head Table 4 pax 
Chairs (Head Table) 4 
Side Tables (12 pax) 6 pax + 6 pax at each side 
Chairs (Side Tables) 6 pax + 6 pax at each side 
Extra chairs for personal interpreters 4 
Audio-visual system 1 
Big Screen 1 
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LCD Projector & Cable 1 

Laptop Computer 1 

Settings for foyer of meeting room for presenters Few Small tables and 3 or 5 chairs 

 
 

 Detailed requirements 

‐ The entrance of the room shall be located at the opposite end of the head table. 

‐ All tables shall be covered with white table clothes. 

‐ A “skirt” will cover the front and sides of the tables all the way down to the floor. 

‐ Notepads and pens on the tables for the members and the tables for World Taekwondo staff. 

‐ Side tables for mineral water, coffee, tea and snacks at one corner of the meeting room or in the foyer if the 
space of the room is not enough. This shall be prepared about 30 minutes before the meeting starts and be 
refilled approximately two (2) times until the end of the meeting. 

 Layout and photos (Sample) 
 
 

 
 
 

B. Other Meetings 
 

In case the World Taekwondo holds any other meetings, the World Taekwondo will cover the cost while the LOC 
cooperates for arrangements. 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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5.2. Ceremonies 
 

Introduction 
 

This guideline outlines the general practices and protocols of the ceremonies taking place during the Event. 

The ceremonies taking place during the Event are as follows. 

‐  Medal Ceremony 
 
 

Person in Charge 
 

Ceremony Director or other person in charge is responsible for organizing all the official ceremonies and operating 
related human resources in cooperation with human resource management director. 

 
 

Description 
 

The LOC must follow general protocol of the World Taekwondo on ceremonies and submit the ceremony operation 
plan to the World Taekwondo in advance. 

The LOC shall, at its own expense, produce and prepare various prizes, certificates and materials for the ceremonies 
in strict compliance with the guidelines of the World Taekwondo. 

 
 

A. Medal Ceremony 
 

In principle, medal ceremony shall be held on the day of competition, but the time can be adjusted by the World 
Taekwondo in consultation with LOC, if necessary. 

 Presenter 

The World Taekwondo shall decide presenters for medal, flower and etc. 
 
 

 Awards 

The design and wording of medals and trophies shall be developed by the LOC and produced with prior approval from 
the World Taekwondo. 

 
 

 Podium 

Awarding podium shall be prepared by LOC with the following shape. 
 

[Example of Awarding Podium] 
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 General Protocol 
 

‐ Announcement of the commencement of medal ceremony by MC 

‐ Entrance of the escort, presenters and medal winners (medal winners stand behind the awarding podium) 

‐ Introduction of presenters for medal and prize by MC 

‐ Calling the name and country of the 3rd place winners then awarding of medal, flower, etc. respectively 

‐ Calling the name and country of the 2nd place winner then awarding of medal, flower, etc. respectively 

‐ Calling the name and country of the 1st place winner then awarding of medal, flower, etc. respectively 

‐ Photo session; Play of music and compliments by MC 

‐ Awarding prize money and certificates for medal winners by LOC staff in charge 
 
 Staff and Volunteer 

 
The LOC shall be responsible for preparing for the following staff, volunteer and materials to manage medal ceremony 

‐ LOC staff in charge of awarding materials (1 person): This person shall bring all the materials required for 
the medal ceremony and hand over to the persons in charge such as awarding material carriers. 

‐ MC (2 persons; one in English and one in native language of host country): MC shall lead the medal 
ceremony by announcing the beginning and ending of the ceremony, list of winners, list of presenters, etc. 

‐ Athlete calling (3-5): This staff shall receive the final list of medal winners or prize winners from the operation 
desk and bring the pertinent medal winners and presenters to the holding area before start of the medal 
ceremony. 

‐ Athlete holding and lining-up (2-3): This staff shall make medal winners and presenters stand by at the 
holding area waiting for the call from the MC. 

‐ Escorts (2): one for medal winners and one for presenters (The escort for the presenters should escort them 
from their seats to the podium and back to their seats after the medal ceremony.) 

‐ Awarding materials carriers (3): one per each color of medal (gold, silver and bronze) 

‐ Music playing (1): coordinate with sound engineers to smoothly follow the ceremony protocol 
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 Materials 
 

The LOC is responsible for preparing all relevant materials for the medal ceremony subject to approval of the World 
Taekwondo on the wordings and design of the materials except black belts. The required number and details of 
awarding materials are as follows. 

 

Item Number Prepared by Breakdown 
 
 
 

Medals 

 
32 

 
 

LOC (under approval 
of WT) 

LOC responsible for preparing 8 gold medals, 8 
silver medals and 16 bronze medals 

 
3 

A sample of each of the gold, silver and bronze 
medals to be donated to World Taekwondo for 
collection 

Certificates for 
medal winners 

 
32 

 
LOC & OVR Provider 

LOC responsible for issuance and handover of 
the award certificates to medal winners in 
cooperation with the OVR provider 

Flowers and/or 
souvenirs 

 
32 

LOC (under approval 
of WT) 

LOC responsible for preparing flowers and/or 
event souvenirs to be presented to medal 
winners during the medal ceremony 

 
Black belts 

 
32 

WT to bring the black 
belts 

WT responsible for preparing black belts to be 
presented to medal winners during the medal 
ceremony 

 

 Medal Design 
 

The LOC is responsible to design medals and obtain approval of the World Taekwondo before producing. The basic 
wordings of medals are as follows. 

 

 

 
 

A. Title of the event: City name YYYY World Taekwondo Grand Prix Series 

B. Place (City name, Country name) and dates (TBD) embedded around the medal 

C. World Taekwondo logo & event logo 

D. Ranking: 1st place 

E. Weight Division: Men’s under 45kg (for instance) 
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 Medal Ceremony Video 

For the medal ceremony, please refer to following link. 
 

 

 
 

Moscow 2017 World Taekwondo GP Series 1 | https://youtu.be/XTlp_XmMaZI?t=2h11m40s 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 



  109     World Taekwondo Grand Prix Series 

World Taekwondo 

 

 

 
 
 

5.3. Protocol 
 

Introduction 
 

The World Taekwondo and the LOC shall develop and provide a comprehensive protocol plan in cooperation with the 
World Taekwondo. 

 
 

Person in Charge 
 

Ceremony Director or other person in charge of the protocol shall handle all protocol related issues. 
 
 

Description 
 
 

A. Protocol Plan 
 

The World Taekwondo shall provide the list of protocol order based on the different categories of VIPs and Guests. 

‐ The LOC shall ensure the arrangement of all local transportation, accommodation, escorts and interpreters, VIP 
package, and all other necessary assistance to support the World Taekwondo’s protocol programs. 

‐ The World Taekwondo shall provide the seating assignment of VIPs at the Opening and Closing ceremonies (if 
any) to the LOC. The World Taekwondo reserves the right to determine the seating assignment for VIPs. 

In case of a conflict between the World Taekwondo and local protocol expectations, the World Taekwondo protocol 
requirements will be controlling. 

 
 

B. Ticket Allocation 
 

‐ The LOC shall reserve 30 premium seats for the World Taekwondo and its VIP Guests. 

‐ In the event where tickets are sold, the LOC shall provide the following number of tickets and the same number 
of temporary VIP invitation cards for the World Taekwondo's use: 

‐ Fifty (50) 1st class tickets per day 

‐ One hundred (100) 2nd class tickets per day 

‐  At least one hundred (100) Invitation Cards per day for VIP seats 

 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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5.4. World Taekwondo Demonstration Team 
 

Introduction 
 

The World Taekwondo Demonstration Team travels all around the world and wherever they go people always love to 
watch them perform. They perfectly demonstrate the skill and athleticism of taekwondo and we want to maximize their 
potential to thrill and excite during the event. 

The World Taekwondo Demonstration Team has performed at the London 2012, Rio 2016 Olympic Games and other 
occasions. 

 
 

Person in Charge 
 

Official Ceremony manager is responsible for arranging relevant time table and liaise with the World Taekwondo 
person in charge of demonstration team. 

 
 

Description 
 
 

A. Participation 
 

Participation of the World Taekwondo Demonstration Team (“Demo Team”) in activities related to the event is subject to 
a separate written agreement between the World Taekwondo and the LOC. If the Demo Team is to participate, the 
following shall be provided by the LOC 

 
‐ 25 economy class round trip tickets 

‐ Room & Board for 25 members 

‐ Local Transportation 

‐ Designated Driver & Volunteers 

‐ Provision of the place of training and related logistics 

‐ Arrangements of demonstrations outside the competition venue such as in the host city and/or nearby cities, 
including the required setup, at the LOC’s expenses 

 
 

B. Activities 
 

The LOC shall prepare a list of potential venues/opportunities to utilize Demo Team Activities. This list should be 
submitted to the World Taekwondo for approval by no later than one month prior the event. 

 
 

C. Logistics 
 

The LOC shall be responsible to provide appropriate logistics and arrangements for the demo team at its own expense. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Timeline 

[Example of World Taekwondo Demonstration Team’s performance] 

 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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World Taekwondo 

FA 6. Communication & Broadcast 
Communications will be instrumental in ensuring the success of the event. 
A well thought-out communications strategy, planned in advance, must be an essential part of the overall planning. 
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6.1. Promotions 
 

Introduction 
 

The LOC shall give its best efforts to promote the event by conducting various PR and Promotional programs. 

The LOC’s promotional programs includes but not limited to the following 

 Development of a web site 
 

 Social media 
 

 Outdoor advertisements 
 

 Promotional activities on local cable and satellite TV, newspapers and radio. 
 
 

Person in Charge 
 

The Communications Manager should first plan the internal structure of the LOC’s media operations, including the 
necessary staff. 

The Communications Manager should also ensure the necessary cooperation between the Sport Department. 

Lastly, the Communications Manager should work in close cooperation with the World Taekwondo Communications 
Department in order to ensure successful international promotion and coverage of the event. 

 
 

Description 
 
 

A. Website 
 

The Local Organizing Committee should create a website to promote the event and provide information to various 
target groups such as World Taekwondo Member National Associations, fans and the media. 

It  should  therefore  include  information  such  as  visa  procedure,  accommodation  options,  transport  options, 
Competition Venues and their transport links. 

All  relevant  information  should  also  be  forwarded  to  the  World  Taekwondo  Communications  Department  for 
publication on the World Taekwondo website. 

The LOC shall make this website appealing by including the latest taekwondo or other news regarding the event, as 
well as any photos or videos you have available. 
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[Example of LOC Website] 
 

 
 
 

B. Social Media 
 

Social media is increasingly gaining importance and is ideally suited to promoting sport competitions. 

By setting up such social media page as Facebook, Twitter and Instagram, the LOC can publicize the World 
Taekwondo event to a much wider community and interact with your fans. You can also provide up-to-the-minute 
information. 

When using such social media platforms, it is important to dedicate sufficient time and human resources. If handled 
correctly, they are an excellent and interactive means of communication and could save you time on enquiries via 
email or other channels in the long run. 

In addition, the local press team should provide competition previews as well as daily news bulletins and flash quotes 
from athletes for use by media attending the event. 

Volunteers (for example, journalism students) with press accreditation and access to the Mixed Zone can be used to 
collect flash quotes from the athletes at the end of each competition. 

The daily news bulletins should also be sent to the World Taekwondo Communications Department for publication on 
the World Taekwondo website. 
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C. Local Agency 
 

The LOC shall select (subject to the World Taekwondo’s approval) and provide an agency company for the PR and 
Promotional programs. 

 
The company should be available to work with World Taekwondo Communications Department three (3) months prior 
to the event, and contact information (e-mail and mobile phone number) must be provided. 

 
 

D. Promotional Cost 
 

The LOC shall cover all costs of these promotional activities. 

The World Taekwondo shall be given the notice of these all activities in advance unless otherwise agreed in writing by 
the World Taekwondo. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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6.2. Media Service 
 

Introduction 
 

The LOC shall nominate a local press officer and a TV Media Manager and provide a press room and grandstands for 
the media and also abide by basic requirements this functional area suggests 

Detailed checklist will be provided by World Taekwondo Communications Department at least three months before the 
event. 

 
 

Person in Charge 
 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

The LOC shall notify the World Taekwondo of the information on a person in charge of this functional area by 
submitting the operational manual. 

 
 

Description 
 
 

A. Minimum requirements for the operation of the media room and grandstand (media tribune) 
 

The Media room should accommodate at least 100 journalists, including photographers and International Broadcasters. 
The grandstand, or media tribune, should accommodate at least 50 journalists and be equipped with working tables. 

At least 30 free internet cables should be installed with power extension cords for media room and media tribune. First 
and second line of the tribune should be accommodated for World Taekwondo invited journalists only. The internet 
should be accessed in the venue until 2 to 3 hours after the end of daily competition venue. A pigeon box and TV 
monitors shall be installed at the media room to show at least from semifinals. The LOC shall also provide free snacks, 
including drinks for journalists. 

 Please make the press tribune close to the operation desk at the venue 
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B. The interview room or press conference room should accommodate at least 50 journalists. 
 

The LOC shall consult with World Taekwondo Communications Department on its plan for joint press conference and 
briefings. At least two volunteers with a good command of English shall be allocated for the media room and media 
tribune respectively. The design and size of the backdrop shall be approved by the World Taekwondo Marketing Dept. 

 
 

C. Accreditation 
 

The LOC is responsible for the issuance of accreditation cards for the Media, including photographers, press, TV 
broadcasters, and internet media. 

The LOC shall inform World Taekwondo TV Director on the accreditation status as it progresses, so that World 
Taekwondo TV Director may tell right holder TVs and non-right holder TVs, thereby instructing the LOC to issue 
appropriate categories and access zones for TVs. 

The LOC’s media accreditation plan must be submitted to the World Taekwondo press officer for approval at least two 
weeks prior to the event. 

 
 

D. Media control 
 

The number of cameras and positions, number of cameramen and photographers on the floor shall be controlled. The 
World Taekwondo Seoul Press Officer is in charge of the press and photographers. The Lausanne TV Director 
oversees the TV cameras and positions. 

 
 

E. Photographer and Video Producers 
 

The LOC shall designate at least one official local photographer and video producers. The World Taekwondo will have 
its own World Taekwondo photo and video production team. The LOC shall provide the World Taekwondo press officer 
with at least 50 (fifty) vests for the accredited photographers. 

‐  Photo zone: Only the press wearing the vest should be allowed in the photo zone. Only the photographers 
wearing World Taekwondo Photo vest should be allowed to go more in front than other press during the award 
ceremony. Photographer vest should be produced and distributed by the LOC to all the media who have 
relevant accreditation. The LOC shall designate time and a location for the photographer to pick up their vests 
before and during the event. 

 
 

F. Daily Briefings and Press Conferences 
 

The LOC shall plan for briefings (daily) and press conferences. The program shall consist of followings. 

‐ Production and distribution of competition results and other competition-related information to journalists. 

‐ Updates on competition results immediately after the conclusion of matches on the LOC’s official Web site. 
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[ Press room and press conference ] 
 

 
 
 

G. Competition Results 
 

The LOC shall provide for production and distribution of competition results and other competition-related information 
to journalists 

The LOC shall update competition results immediately after the conclusion of matches on the LOC’s official Web site 
 
 

H. Volunteers 
 

At least three English-speaking volunteers shall be positioned at the press room and the press conference room. 

At least one English-speaking volunteer shall be positioned at the World Taekwondo press officer’s room. LOC shall 
allocate 2 English speaking Volunteers to World Taekwondo TV Director to assist in covering mixed zone interviews. 

 
 

I. Technicians 
 

A technician, an IT and Internet expert, shall be stationed at the pressroom for the transmission of pictures, images 
and articles. 

 
 

J. News Clipping 
 

The LOC shall provide news clippings before, during and after the event, monitoring and collection of newspaper 
articles and television programs, and reporting to the World Taekwondo. 

 
 

K. Journalist Invitation 
 

The LOC shall cooperate with the World Taekwondo for the invitation of local and international journalists for the 
coverage of the event. 

 
 

Timeline 
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The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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6.3. Broadcast Services 
 

Introduction 
 

The LOC shall be responsible for providing broadcasting service including production, delivery and distribution in 
cooperation with the World Taekwondo. 

 

 
 
 
 
 

Person in Charge 
 

TV Manager is responsible for providing broadcasting service and dealing with delivery and distribution in cooperation 
with the World Taekwondo. 

The LOC shall designate a person as TV Manager to coordinate between the World Taekwondo and the host 
broadcaster to fulfill the technical requirement. 

This person must be available to work with the World Taekwondo immediately after the Host City Agreement has been 
signed and provide an e-mail and mobile phone number. 

The World Taekwondo emphasizes the importance of this key position to run a successful TV coverage. 
 
 

Description 
 
 

A. Rights and Responsibilities 
 

Except specifically provided herein, all ownership rights of Television and all types of digital Broadcasting of the event 
belong to the World Taekwondo 

 
 

B. Signal Production 
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The LOC shall produce a TV international signal (or appoint a Host Broadcaster (HB) to produce such a signal) for the 
Event in accordance with the World Taekwondo’s production guideline or the equivalent document and provide it to the 
World Taekwondo or its designee as requested. 

 
 

C. Designation of Host Broadcaster (“HB”) 
 

The LOC shall designate the HB at least 6 month before the beginning of the competition and immediately inform the 
World Taekwondo of the destination, along with the contact information of the HB. 

The LOC shall ensure that HB provides its production plan and other needed information for international distribution 
for the World Taekwondo in due time. 

 
 

D. Assignment of Broadcast and Digital Rights 
 

International rights belong to the World Taekwondo and distribution is made by the World Taekwondo. 

The domestic TV broadcasting rights may be assigned to the LOC subject to approval of specific agreements by the 
World Taekwondo. 

The LOC shall send a copy of the domestic TV broadcasting contract to the World Taekwondo. 

The resolution of any conflict between International and Domestic Broadcast rights shall be determined by the World 
Taekwondo at the World Taekwondo’s sole discretion. 

 
 

E. Delivery 
 

Provision of the following shall constitute the Minimum Television Delivery. 

Details of production, broadcasting plan, coordination of SNG parameters to uplink to satellite, etc. shall be discussed 
with the World Taekwondo in due course. 

Free and unencumbered access to television coverage (i.e. audio visual) of the Event in 16:9 HD, Tapes and signal 
access will be provided free of charge. Access means and includes provision of the continuous live clean feed (with 
English Graphics, data, and timekeeping); signal delivered by SNG (digital satellite news gathering) to a satellite (Asia 
- Asiasat 5, South America - IS805, or Europe - Eut10A/Eut7A), depending on region. 

Unless otherwise requested for live transmission. For avoidance of doubt, all costs in connection with the SNG for 
uplink to satellites for live transmission shall be borne by the LOC or by the appointed Host Broadcaster (HB), and the 
World Taekwondo will provide all satellite slots for international transmission at its cost. The live clean signal must 
include international sound and an English commentary as guideline on separate audio channel. 

‐ The following is a list of compulsory broadcasting programs that the LOC shall be responsible to broadcast 
through the host broadcaster: 

‐ Semifinals and finals of all weight categories 

‐ Medal awarding ceremonies. 

The minimum time requirement for supplying the signals is to provide coverage of the semifinals, finals and awards 
ceremonies for each weight division. All technical issues with regard to the international signals, including but not 
limited to, camera positions, changes in time schedules, advertising placement, etc., must be discussed with and 
approved by the World Taekwondo, the LOC and its contracted agent. In the event of a dispute, the World Taekwondo 
reserves the right to make the final decision. 
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The HB shall generate live imagery with English graphics overlay which will be provided by a supplier designated by 
the World Taekwondo. The graphic service that the World Taekwondo designated provider will supply is a complete 
one having integrated the feed from PSS (Protection and Scoring System) and OVR (On-the-Venue Result) system. 

For production and delivery, the LOC/HB shall fulfill requirements guided by the World Taekwondo TV Production 
Guideline. 

 
 

F. Daily News Feed & Event Highlight 
 

The LOC or HB shall produce an event highlight at the end of competition and daily news feed with a log sheet on 
every competition day to increase the event’s exposure according to the 6.4 TV Production Guideline in this 
Operational Manual. 

The LOC or HB shall upload the World Taekwondo designated FTP or deliver them in the form that the World 
Taekwondo requests for distributing the Daily News Feed and Event Highlight. 

 
 

G. Provision of Copies of TV Production 
 

Immediately after the conclusion of the broadcast of the event, the LOC will require the producer to provide to the 
World Taekwondo with one copy of the entire program in HD, broadcasting format. 

The program shall be copied on hard disk or other suitable broadcast-quality format agreed by the World Taekwondo, 
at no cost to the World Taekwondo. The program shall be recorded in two SSD drives: one clean feed record, and one 
dirty program record. Audio should be set in the same way as the live feed. These will be compressed with ProRes 422 
and recorded as .MOV format. 

 
 

H. Commentary Position for English commentators for World Taekwondo TV Team 
 

The LOC or HB shall provide the English commentators of World Taekwondo TV Team with commentary position 
equipped with microphones, headsets and two monitors (one for competition and the other is for commentary 
information system), etc. free of charge. 

 
 

I. Rate card for Unilateral services 
 

The LOC or HB shall prepare a rate card for unilateral services including commentary position, DSL (internet), and 
other services that the right holder TVs need at the venue and shall cooperate with them to ensure their smooth 
broadcasting activities. If any technical cost incurred by the provision of such services arises, the costs shall be borne 
by each respective broadcaster that has requested services, so as not to interfere with the running of the tournament. 

The rate card shall be submitted to the World Taekwondo for approval at least 2 months before the beginning of the 
event. 

Broadcasters, including the host broadcaster and other broadcasters contracted by the World Taekwondo and its 
contracted agents, with the requested commentary position(s) that the broadcasters need at the venue, and shall 
cooperate with them to ensure their smooth broadcasting activities; provided that any technical cost incurred by the 
provision of such services arises, the costs shall be borne by each respective broadcaster that has requested services, 
so as not to interfere with the running of the tournament. 

 
 

J. Live-Streaming on World Taekwondo YouTube Channel 
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The LOC/HB shall live-stream at least all semi-finals and finals of all weight categories and awarding ceremonies on 
the World Taekwondo YouTube channel on behalf of the World Taekwondo at their own cost, and provide embed code 
to the World Taekwondo. The World Taekwondo shall decide and inform the LOC on livestreaming of preliminaries 3 
months before the competition. 

 
A brief instruction for setting up for the live streaming on the WT Youtube page. 

1. Convert the broadcast HDSDI via with the fiber optic media converter to get with internet feed. 

2. Then, create a live stream on WT Youtube to get a URL. 

3. Insert the same URL to the encoder 
 

 
 
 

K. Volunteers 
 

The LOC shall provide one English speaking volunteer to help filming interviews and at least two (2) volunteers who 
can translate interviews with athletes. 

The required language shall be discussed after the participating teams are confirmed. 
 
 

L. Mixed Zone 
 

The LOC shall set a mixed zone in which the media (broadcasters and the press) will be able to have short interviews 
with athletes. In the mixed zone, a white backdrop bearing the logos of the World Taekwondo, Event and sponsors and 
lightings appropriate for filming shall be installed. 

The design and size of the backdrop shall be approved by the World Taekwondo Marketing Dept. 
 
 

M. World Taekwondo TV (Broadcast) Team 
 

The LOC shall provide economy class round trip flight tickets, complimentary accommodation of room and board 
(three meals per day), transportation between airport and hotel, local transportation, for two (2) TV Graphics operators 
of World Taekwondo TV Team according to the schedule provided by the World Taekwondo. 
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The World Taekwondo shall provide the LOC with preliminary hotel requirement prior to the start of the event, so that 
the LOC may arrange the accommodation for all the members of the World Taekwondo TV Team including two (2) TV 
Graphic operators according to the World Taekwondo’s requirement. 

The final list, along with the names and dates, shall be sent to LOC at least one (1) week prior to the start of the event. 
 
 

N. Broadcast Revenue 
 

‐ All international broadcast revenues shall be retained by the World Taekwondo. 

‐ All domestic broadcast revenues shall be retained by the LOC. 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. Timelines suggested by the World Taekwondo TV Team for “6.4. Broadcasting Services” is provided at the 
end of “6.5. TV Production Guidelines”. 
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6.4. TV Production Guidelines 
 

Introduction 
 

This part provides the guidelines and instruction on what host broadcaster and the LOC shall provide for the event. 
Broadcasting. 

 
 

Person in Charge 
 

TV manager is responsible for ensuring abiding by the TV Production guidelines and cooperating with the World 
Taekwondo in case there is any discussions. 

 
 

Description 
 
 

A. Host Broadcaster (HB)’s Commitment 
 

 Prepare the 3 documents below under the guidance of this Production Guideline and send to the World 
Taekwondo at least two (2) months before the beginning of the event for the World Taekwondo’s review 
and approval: 

 
‐ Final list of specifications of broadcast equipment listed in the Guideline, including OB Van, cameras and audios, 

replays, and lights, etc. 

‐ Actual camera position plan on the actual venue’s floor plan (refer to slide 9 and 10 and adapt them to the floor 
plan and setup of the venue) 

‐ Broadcast compound plan showing the location of OB Van, commentary positions, etc. 
 

 Produce international feed of semi-finals, finals and medal awarding ceremony 
 

 Produce “City Profile” (20-30 seconds) to be played in the international signal 
 

 Post production of daily news feed on each competition day and an event highlight on the last day of 
competition and upload to FTP designated by the World Taekwondo 

 
 Uplink via SNG or equivalent 

 
 Services for World Taekwondo TV Team: e.g. providing commentary positions for English commentator 

(free of charge) 
 

 Submit <Broadcast Service Rate Card> for commentary position, ISDN, camera platform, etc. at the latest 
by two (2) month before the beginning of the event 

 
 Power for all broadcast operations with reasonable backup systems 

 
 Live streaming on World Taekwondo YouTube channel 

 
 

B. Minimum Requirement 



World Taekwondo 

   126  
 

 

 
 
 

HB shall guarantee followings 

‐ Full HD production in accordance with the three (3) reference camera plans of the Guideline: 

‐ 9-camera plan 

‐ The cameras include seven (7) Tripod mounted TV cameras. One of the cameras should play super slow- 
motions (3x speed or higher) as indicated in CAMERA CONFIGURATION 

‐ Minimum four (4) in-channels for Slow motions on a LSM EVS hard disc-recorder or an equivalent. In any case, 
four (4) in-channel for slow motions is a must. 

‐ A camera to film beauty shots of the venue and interviews with medal winners 
in mixed zone or other places in the venue 

‐ Cabling & connections if required and technician 

‐ Production desk for live TV and instant action replay 

‐ Mixing desks and cabling to connect to competition software 

‐ Desks to manage feeds from results and live screens 

‐ Equipment and technician for online live-streaming 

The LOC shall pay USD 6,000 for two (2) graphic technicians (equipment and services) as well as provide flights and 
accommodation. The service fee abovementioned is for the service for the matches subject to production of 
international feed. If the HB or LOC wants to produce TV signal for domestic broadcasting by using the same supplier, 
the HB/LOC shall inform the World Taekwondo or the graphic service supplier of such decision. In this case, the 
service price may not be the same as above and subject to discussion between the LOC/HB and the supplier. 

 
 

C. Uplink & Satellite 
 

HB provides uplink via SNG or equivalent to the World Taekwondo for international transmission via satellites booked 
by the World Taekwondo. HB communicates parameters of SNG to the World Taekwondo. 

 
 SNG Requirement 

 
KU Band, DVBS-2 8PSK, HD1080i, MPEG 4 4:2:0, 1 + 1 full redundancy 

 
 World Taekwondo offers for HB access to satellite covering the host country as follows: 

 
Asia - Asiasat 5, America - IS 805/21, Europe - Eutelsat 

 
 OB Van 

 
‐ HD OB-van to fulfill the above requirements. 

‐ Signal format: HD 16:9 (4:3 safe graphics) - Letterbox format is not approved. 
 
 Audio 

 
The following configuration must be adopted on the live feed for Master Recordings. 

‐ 4 Embedded Channels (-20 dBfs) 

‐ Channel One - International Sound Stereo Left 

‐ Channel Two - International Sound Stereo Right 
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‐ Channel Three - International Sound Mono 

‐ Channel Four - English Commentary (Certain Feeds) Mix Mono 

‐ Note: The sound levels of the public announce system and music should be carefully 
controlled as they strongly affect the loudness of the international sound 

 
 Graphics 

 
‐ World Taekwondo designs and provides graphic package for production of international feed: Title sequence, 

replay wipe, English graphic overlay. 

‐ A World Taekwondo-designated service supplier provides full service, including integration of feeds from PSS 
(Protection and Scoring System) and OVR (On-the-Venue Result) system and onsite operation in a team with 
HB. 

‐ World Taekwondo provides TV Graphics catalogue for HB in advance. (See annex 1: TV Graphics catalogue) 

‐ Note: HB is responsible for prepare city profile 

‐ Requirement for Graphic Operators: 

‐ Working desks and chairs with power (220 - 230V/5A) which is connected to the OB Van power. At minimum 4 
to 5 plug-ins required. (UPS is also required in case there is a power problem) 

‐ Network cables: need to be able to connect to the local network for sharing information and also be online. For 
this, please refer to TV Graphics Cabling & Requirement below. 

Location: courtside overlooking the main court next to the OVR service provider. In case the operation desks are 
set in two rows, TVG operators should be located in the first row (see the location configuration below) 

 

 

‐ Talk-back for communication with HB 

‐ For seamless operation, HB communicates and cooperates with the graphic service provider, including on-site 
test. 
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‐ For Requirements on TV Graphics Cable, please refer to the following 
 

 

‐ TV Graphic Medial Cabling Configuration with OB Van 
 

 
 
 

D. Commentary & Interview 
 

English commentator for International feed and interviewer conducting interviews with medal winners and others in the 
mixed zone or other areas are part of the World Taekwondo TV Team and will work together with HB. 

The English commentator’s seats are provided by HB free of charge. 

It is HB’s responsibility to hire an experienced commentator to provide content for the live broadcast for its own 
domestic transmission. 

 
 

E. Lighting 
 

‐ Minimum of 1,900 Lux (5200K), uniformly distributed over the court, including the publicity banners, is required. 

‐ The audience stands must be equipped with sufficient lights as well to better show the crowd’s reaction and 
avoid dark faces on crowd shots (450 Lux). 

‐ Note: Interviews with medal winners in mixed zone need lights showing their faces and back banners. 
 
 

F. On-site Recording 
 

After each televised match, video(FILE) in HD (PAL or NTSC with format TBD) of both the clean and dirty feeds (feed 
with graphics) must be delivered to the World Taekwondo. 
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The master files shall be recorded in two new SSD hard disks, with the same audio configuration as the live feed, 
supplied at the sole cost of HB, which shall be compiled from the original visual and audio sources. These shall be 
compressed with ProRes 422 and recorded as .MOV. 

 
 

G. Camera Configuration 
 

 
 
 

H. Camera Plan 
 

 9 Cameras 
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The camera plan above is a reference for HB, with which HB should prepare actual camera plan on the actual layout of 
the Field of Play and the venue at least two (2) months before the event, as defined in “A. Host Broadcaster’s 
Commitment” of description in the section 6.4. TV Production Guideline. 

 
 

I. Replays 
 

‐ In order to enhance the broadcast, the Host Broadcaster is required to provide the following slow-motion- 
equipment. 

‐ Minimum 4 in-channels for Slow Motions, on one (1) LSM EVS hard disc-recorder, or an equivalent 

‐ The LSM EVS hard disk recorder, or an equivalent, allows for slow-motion-operation as well as for parallel 
highlights editing, and should be employed to provide viewers with enhanced: 

‐ Information 

‐ Action (minimum 3 different angle of clip) 

‐ Reaction of athletes 

‐ Reaction of spectators 
 
 

J. Official ‘Wipe’ 
 

Official wipe is used at the beginning and end of each replay sequence. This wipe will be delivered by the World 
Taekwondo. 

 
 

K. Running Order 
 

Clock starts 30 minutes prior to event start. 
 
 Before Event (Sample) 
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 After Round (Sample) 
 

 
 

 After Match (Sample) 
 

 
 

 After Event (Sample) 
 

 
 

 Instant Video Replay requirement toward Host Broadcaster 
 

For the semi-finals and finals, the video jury also use the TV feed output for review to ensure the fairness for the 
athlete and the best process in the World Taekwondo’s major events. 

Final TV feed (production) by coaxial cable in HD SDI in the central table of the Central court. The output should be 
BNC plug female. 

 
 Contingency Plan 

 
In case one athlete withdraws a match due to injury from previous match or for some other reasons, the match would 
proceed following the World Taekwondo protocol below which may be subject to change. 

‐  The opponent athlete enters as usual 
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‐ If the injured athlete can walk, he/she also enters as usual 

‐ Athlete(s) move on to the court 

‐ Referee declares the winner and the match is concluded 
 
 Post Production 

 
The HB films, edits and produces a fully complete daily news feed, following the editing guideline below <Daily News 
Feed>, per each competition day and an event highlight feed of 26 minutes based around (but not exclusively) the 
semi-finals, finals, and medal awarding ceremony, following the editing guideline below <L. Highlight> at the end of the 
competition. 

The event highlight must be “broadcast ready” and in the correct format for television at the end of the last day of 
competition 

 
 Daily News Feed 

 
The content for each show should be produced the guidelines below. 

‐ Use PGM dirty feed (feed with graphics). 

‐ Follow the flow of the competition of the day (e.g. Semi-final 1, Semi-final 2, ….., Final 1, Final 2, ….., Awarding 
1, ….., Awarding 4 

‐ Include opening and closing credits (Start with the moment having “Match ID” and finish with “Result” 

‐ About 30 seconds per each Semi-final, about 1 minute per Final, 10 to 15 seconds per awarding. 

‐ Zoom ins and/or slow motion/super slow motion replays on critical points 

‐ Round up’s and clips of earlier key matches. 

‐ Data and scene setting introductions to featured matches 

‐ Crowd and atmosphere sampling (using event compare if needed) 

‐ Log sheet - recording key moments of the news feed 
(see the sample below) 

‐ News Log Sheet Sample 

‐ Medal winner interviews (Gold medalists first) to be edited as a separate file. 

‐ News feed should be uploaded to www.wetransfer.com (ID and Password will be provided afterwards) 
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L. Highlight 
 

Event Highlight is a mixture of news feed and medal highlight as it uses more from replay and slow-mo, compared with 
News feed. The content for each show should include as standard: 

 
 Use PGM dirty feed (feed with graphics) and slow-mo for the important shots and critical moments 

 
 Follow the flow of competition: Semi-final 1, …., Final 1, …., Awarding 1… 

 
 Approximately one (1) minute for each Final and 30 seconds for each semi-final 

 
 Include opening and closing credits (Start with the moment having “Match ID” and finish with “Result” 

 
 About 30 seconds per Semi-final, about one (1) minute per Final, 10 to 15 seconds per awarding 

 
 Expert commentary and pundit contributions 

 
 Round up’s and clips of earlier key matches. 

 
 Data and scene setting introductions to featured matches 

 
 Medal awarding ceremony 

 
 Crowd and atmosphere sampling (using event compare if needed) 

 
 Athletes Interviews 

 
The host broadcaster will provide this content to the World Taekwondo in a digital format and / or upload on the ftp site 
designated by the World Taekwondo or to the Satellite service for pull down by any network taking the program. 
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The host broadcaster will provide all hardware, software and disk or tape stock for this service. 

The host broadcaster will provide a dedicated editor to create and manage this daily news and Event highlight. 
 
 

Timeline 
 

The LOC is responsible for completing tasks, abiding by the following timelines. The organizational process shall be 
monitored and reviewed by examining the Operational Plan that the LOC shall submit in a given period. The LOC shall 
communicate with the World Taekwondo to discuss changes on the timelines and task scope if necessary. 

 

Task Due Date Remarks 
 

Appointment of TV Manager of the LOC 
Immediately   after   the   host   city 
agreement is signed 

 

 
Appointment of Host Broadcaster (HB) 

At least six (6) months prior to the 
date of the event. 

 

 
Sending domestic TV contract copy to World Taekwondo 

 
As soon as it has been signed 

 

 
SNG booking and communication of its parameters 

At least one (1) month prior to the 
date of the event. 

 

 
Rate card for Unilateral services 

At least two (2) months prior to the 
date of the event. 

 

 
Final list of specifications of broadcast equipment 

At least two (2) months prior to the 
date of the event. 

 

Actual camera position plan on the actual venue’s floor 
plan 

At least two (2) months prior to the 
date of the event. 

 

Broadcast compound plan showing the location of OB 
van, commentary position, etc. 

At least two (2) months prior to the 
date of the event. 

 

 
City profile 1st draft 

At least one (1) month prior to the 
date of the event. 

 

 
City profile final version 

At least two (2) weeks prior to the 
date of the event. 

 

 
Daily News Feed 

Within 30 minutes after the end of 
each competition day 

 

 
Event Highlight 

Within one (1) hour after the end of 
the last competition day 

 

 
Provision of the copies of TV production 

Within one (1) hour after the end of 
each competition day 
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FA 7. Marketing & Commercial Activities 
Marketing programs organized and managed in the correct way can have a huge positive impact on the popularity of 
the event. With the correct planning, marketing can generate revenues for the LOC. 
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7.1. Marketing Programs 
 

Introduction 
 

Marketing programs organized and managed in the correct way can have a huge positive impact on the popularity of 
the event. With the correct planning, marketing can generate revenues for the LOC and participating businesses. 

For example, the more visible the event is, the greater the interest there will be from the sponsors or licensees to 
become a part of the competition, thus increasing the value they are prepared to put forward. 

 
 

Person in Charge 
 

Marketing Manager is responsible for all activities related to marketing which maximizes sponsorship revenue by 
activating the sponsorship revenue. 

Marketing Manager also shall cooperate with the PR Manager to enhancing the exposure of the event through 
promotional activities. 

 
 

Description 
 
 

A. General Principles 
 

All rights in and to the event, including but not limited to commercial rights, marketing rights and all intellectual property 
rights of the World Taekwondo designation, the World Taekwondo marks and the designation of the event, are the sole 
properties of the World Taekwondo. 

 
 For the avoidance of doubt, this includes the right to designate the title sponsor and event composite logo, 

markings in the venue (including signage and mats) and Registration Center and marks on accreditation cards 
and participation logos, and to designated exclusive sponsors for categories. 

 
 The LOC must submit to the World Taekwondo for the World Taekwondo's approval all marketing service 

programs. 
 

 Only the World Taekwondo can authorize the use of its properties or delegate in writing their use to the LOC or a 
third party. The World Taekwondo shall retain all rights and LOC must receive prior approval from the World 
Taekwondo for all contracts relating, but not limited, to: 

 
‐ Sponsorships by commercial companies; 

‐ Advertising authorized by the various rules of the World Taekwondo in all material connected to or related to the 
event that can contain or display any kind of publicity or advertising; 

‐ Marketing of the World Taekwondo name, the World Taekwondo emblem, the World Taekwondo brand and of all 
pictures, brands, mascots or emblems relating to the event; 

‐ The sale of television and broadcast rights by  any means whatsoever (including traditional transmission 
techniques and those by way of satellite telecommunications, cable, closed-circuit, Internet or any other 
transmission technique, both existing and future), video, DVD and film recording rights, and any and all rights to 
photograph and record, in any other way, the event by any means whatsoever. 
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The World Taekwondo and the LOC will work together on the development of the above items and the final approval 
lies with the World Taekwondo. Changes after final approval shall be made in close communication with the World 
Taekwondo and its Marketing Department. In this regard, the LOC is requested to inform the World Taekwondo of 

detailed contact information on the LOC person in charge of marketing, including but not limited to sponsorships and 
development of all publicity and advertising materials, certificates, medals, etc. as soon as the person takes the duties. 

 
 

B. Intellectual Property 
 

The intellectual properties of  the World Taekwondo include  all copyrights, patents, registered and  unregistered 
trademarks, registered designs, trade secrets and know-how, and all other intellectual properties related to the World 
Taekwondo-promoted events. 

For the avoidance of doubt, the following and their derivatives are the exclusive property of the World Taekwondo 

 The World Taekwondo Marks 

 The World Taekwondo brands "World Taekwondo", "WT" and "World Taekwondo Grand Prix Series" 

 The marks and designations of the World Taekwondo events, including the competition 

 Marketing and Radio, Television and all other Broadcasting Rights 
 
 

C. Protection of World Taekwondo Sponsors / Clients 
 

The LOC shall protect and give first priority to the rights of World Taekwondo Sponsors and clients. The World 
Taekwondo shall inform the LOC, as soon as possible, on matters concerning, among other things, advertising spaces 
and product categories for which the World Taekwondo reserves the rights. 

 
 

D. Approval of Marketing Contracts 
 

The World Taekwondo may provide the LOC with the right to implement local (host country) and/or international 
marketing activities; however, the LOC should discuss all ongoing marketing activities and obtain final approval from 
the World Taekwondo. 

All contracts related to the above rights, including sponsorship, advertisement, broadcasting and any other marketing 
contracts, must be approved by the World Taekwondo and include a right of the World Taekwondo to enforce the 
contract. 

 
 

E. Approval of Marketing Material 
 

All marketing material related to the event, including but not limited to program books, ID cards, posters, and interview 
backdrops, shall be approved by the World Taekwondo. The LOC should submit a complete list and draft proposals of 
such printed or electronic (E-Guide of the event for example) materials to the World Taekwondo by no later than three 
(3) months prior to the start of the event. 

 
 

F. Priority of World Taekwondo Logo 
 

Whenever the World Taekwondo logo appears with other logos (the event logo, sponsor logo(s), advertiser logo(s), etc.) 
the World Taekwondo logo shall be the largest logo or make up the largest portion of the cells of the advertisement 
backdrop or banner, including the backdrops in the mixed zone for medalist interviews and the media backdrop for 
press conference. 
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G. Commercial Zone 
 

The LOC may plan and establish sales and promotional booths for the commercial purpose in the commercial area in 
consultation with the World Taekwondo. The LOC is allowed to set the plan of the following commercial area for 
marketing purpose. 

 
 Sales and promotion booths 

 
The LOC shall decide an overall plan for installing and operating booths in consultation with the World Taekwondo and 

give directions to companies or organizations to use the booths on their standardized look and feel. 

The LOC may establish and operate commercial booths under the following conditions. 

‐ Five (5) booths (at least 35m2 per booth) shall be given to the World Taekwondo free of charge. A total number 
of booths are subject to discussion with the World Taekwondo. 

‐ The LOC shall provide one (1) free booth inside the competition venue for the PSS provider of the event during 
the event. 

[ Sample Commercial Zone ] 
 

  
 
 Concessions - Food & Beverage and more 

 
The LOC shall organize concessions so that on-site spectators and visitors fully enjoy not only the taekwondo 
competitions but also foods, drinks and exciting and meaningful experiences, etc. This can also be a good opportunity 
for local companies and organizations to meet with a diverse range of people and do their businesses. Revenues from 
operation of the concessions will be retained by the LOC. 

The LOC shall submit its plan for organizing and operating the concessions to the World Taekwondo no later than two 
months before the first day of the event. 



  139     World Taekwondo Grand Prix Series 

World Taekwondo 

 

 

 
 
 

[ Concessions – Muju 2017 World Championships ] 
 

  
 

  
 

 Social engagement program area 
 

The LOC may install the facilities or booths for operating social engagement programs. The location and operational 
plan of the commercial area shall be decided in consultation with the World Taekwondo. 

[ Social Engagement Program Area – Chelyabinsk 2015 World Championships] 
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[ Taekwondo World Music Festa & Cheering Squad of Local Residents for Brazilian Team – Muju 2017 ] 
 

  
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 



World Taekwondo 

  141     World Taekwondo Grand Prix Series 
 

 

 
 
 

7.2. City Dressing 
 

Introduction 
 

To represent the tournament in an appropriate way, the host city dressing is required, including but not limited to any 
extensive make-overs, necessary to present the taekwondo in the host city at its best. 

 
 

Person in Charge 
 

The LOC shall designate the person in charge or relevant department who will take responsible for the city dressing 
 
 

Description 
 
 

A. Venue, Signage and City Dressing 
 

The LOC shall be responsible for the production of all signage, banners and decoration inside and outside of the 
venue, street, airport, etc. in the English language and, optionally, in the local language. 

Where English and the local language are both used, English shall appear first and in bigger font sizes. 

The designs, layout and text of the aforementioned items shall be reviewed and agreed by the World Taekwondo 
before production. 

 
 

B. Look and Feel 
 

The responsibility for design of the general look and feel for this event resides with the World Taekwondo. 

The LOC shall work with the World Taekwondo to implement this identity across general branding (non-sponsor 
specific) and other display assets within the venue to create a standardized look and feel. 

The LOC shall cover all costs related to the production of general branding material and venue dressing. 

[Example of installations for city dressing] 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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7.3. Licensing and Merchandising 
 

Introduction 
 

The LOC is allowed to plan and execute the licensing and merchandising activities. 
 
 

Person in Charge 
 

Marketing Manager is responsible for all activities related to marketing and licensing which maximizes sponsorship 
revenue by activating the sponsorship revenue. 

Marketing Manager shall cooperate with the World Taekwondo in the execution of the licensing program. 
 
 

Description 
 
 

A. World Taekwondo’s Approval 
 

Gifts and souvenirs shall be approved by the World Taekwondo. 

‐ The LOC may contract with one official licensee to produce gifts and souvenirs to sell and use for VIP gift items. 
(The World Taekwondo may also contact with an official licensee). 

‐ If the LOC has an official gift/souvenir licensee, the LOC shall provide 30 sets of officially licensed merchandised 
products to the World Taekwondo for use as promotional gifts before and during the event. 

‐ The LOC has the right to designate an exclusive or official event T-shirt provider bearing the event logo and 
notify the name of the provider to the World Taekwondo. 

 
 

B. Merchandising 
 

‐ Revenues from sale of merchandise by the local merchandiser shall be retained by the LOC. 

‐ Revenues from sale of booths at the venue shall be retained by the LOC 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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7.4. Sponsorships 
 

Introduction 
 

Sales of all sponsorships at the international level are the right of the World Taekwondo. The LOC has the exclusive 
right to sell sponsorships in the domestic market. 

 
 

Person in Charge 
 

The LOC shall designate the person in charge or relevant department who will take responsible for sponsorships but 
generally the Marketing Manager is responsible for all activities related to marketing and sponsorship. 

Finance Manager is responsible for managing budget related to sponsorship. 
 
 

Descriptions 
 
 

A. Sponsorship Rights 
 

The World Taekwondo exclusively owns the rights to title sponsorship of the World Taekwondo events but it may, in 
exceptional circumstances, grant this right to the LOC. If the LOC attracts a title sponsor with prior consultation with 
the World Taekwondo, the revenue is to be shared 50:50 with the World Taekwondo. 

[Detailed sponsorship rights of the LOC] 
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B. World Taekwondo recognized companies 
 

The World Taekwondo-recognized companies do not have any commercial spaces/branding around the FOP except 
the World Taekwondo-designated PSS provider of the pertinent event unless there is a sponsorship agreement 
between the World Taekwondo and the recognized company. 

If such a sponsorship is agreed, the World Taekwondo-recognized company may be given the right to have a 
commercial space/branding inside the venue. 

Any other World Taekwondo recognized company may have a booth in the commercial area of the venue. 
 
 

C. In-venue Advertisements 
 

All advertisement rights belong to the World Taekwondo. The World Taekwondo and the LOC will take 50:50 portion of 
the space of logo exposure inside the venue including but not limited to LED panels, A-boards, banners and backdrops. 

The LOC should submit an advertising plan of the event to the World Taekwondo by no later than three (3) months 
prior to the start of the event. The advertising plan should include at least the following: 

‐ Floor plan marketing the available locations for advertisement and the number of boards available; 

‐ Map of booth installations showing all available booths and illustrations of booth designs; 

‐ Illustrations or descriptions of all other advertising material related to the event 
(e.g. pamphlets, brochures, flyers, etc.) 

[Example of rink board display] 
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[Photo wall with sponsor’s brand] 
 

 
 
 

D. Monitoring 
 

The LOC should work with an appropriate agency or company for the monitoring and diagnosis of sponsor brand 
exposure to include measuring results and related figures in the Final Report. 

 
 

E. Sponsorship Revenue 
 

‐ All international sponsorship revenues shall be retained for the World Taekwondo. 

‐ Revenues from domestic sponsorships arranged by the LOC shall be retained for the LOC. 

‐ Sponsorship in the form of value-in-kind shall be included in this marketing revenue share structure. 

‐ The LOC should provide the World Taekwondo with a complete list of all VIK sponsorships, including the 
estimated value of the VIK sponsorships and the method used to estimate the value (e.g. based on 
published market rates). 

‐ All domestic sponsorships are subject to prior consultation and agreement with the World Taekwondo. 

[Sponsorship levels and the conditions] 
 

 
 
 

F. Minimum Marketing Venue Allocation to the World Taekwondo 
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 Advertisement 

The following advertisements shall be provided for World Taekwondo sponsors and partners at the event: 
 

‐ Twelve (12) or more Ad Boards in the center area. 

‐ Ten (10) or more banner ads in the middle of the seats in the stadium 

‐ Commercial TV ads on Jumbo screen (50% of total flow time) 

‐ Print ads in the event program book (4 pages or more) 

‐ Logo exposure in the mixed zone backdrop and awarding backdrop (minimum 50% of total cells in the 
backdrop) 

‐ Logo exposure for the event’s PSS brand selected by the World Taekwondo in all marketing materials. 

‐ 3 or more logos of sponsors and partners in the back and front of ID card and its lanyard 

* World Taekwondo GMS (Global Membership System) team in charge of online-registration shall make the 
designs of ID cards based on the World Taekwondo credential template with the logos from the World 
Taekwondo’s and LOC’s partners. Then, the GMS team shall send the final designs of the credentials and 
welcome kit bags together with the designs of rollout banners for the Registration Center to the LOC for 
printing after the final approval by the World Taekwondo. The LOC shall pay one-time fee of US$ 400 for 
covering the costs of the World Taekwondo GMS designer. 

‐ Insert logos in the official event website with click-through link to Sponsors’ website. (3 or more sponsors’ 
and partners’ logos) 

‐ Insert logos on all published items such as banners, poster and tickets. (3 or more sponsors’ and partners’ 
logos) 

‐ Daily free tickets 

‐ VIP seats 

‐ Right to use the VIP lounge 

‐ Right to use the sponsor and partner lounge, if any. 

 Discretion of the World Taekwondo 

In case the above benefits should be amended according to the new and/or updated World Taekwondo Global 
Sponsorship/Partnership or other agreements after this Agreement enacted, the World Taekwondo shall inform the 
LOC a notice on the necessity for the changes as early as possible and implement the changes under mutual 
agreement with the LOC. 

 Promotional Booth 

The LOC shall provide five (5) promotional booths (at least 35m2 per booth) to World Taekwondo free of charge for 
the World Taekwondo official promotion partners. In case the World Taekwondo needs more booths than these five (5) 
booth, the World Taekwondo and the LOC shall discuss on the conditions for those additional booths. The LOC shall 
also provide one (1) free booth for PSS provider of the event for selling sensing socks. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 
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The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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7.5. Ticketing 
 

Introduction 
 

Sales of entrance tickets are sole right of the LOC and the revenue shall belong to the LOC. 
 
 

Person in Charge 
 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

The LOC shall notify the World Taekwondo of the information on a person in charge of this functional area by 
submitting the operational manual. 

 
 

Descriptions 
 
 

A. Ticket Sales Revenues 
 

Revenues from ticket sales shall belong to the LOC. 
 
 

B. Ticket Sales Data 
 

The LOC shall include ticket sales and spectator data in the Final Report and submit it to the World Taekwondo within 
one month after the end of the event. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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FA 8. Security & Safety 
Security and safety are the most crucial part for successful delivery of the event. 

The LOC shall make the necessary commitments with the appropriate authorities to guarantee the safety and well- 
being of all of the participants. 
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8.1. Security & Safety 
 

Introduction 
 

The LOC shall make the necessary commitments with the appropriate authorities to guarantee the safety and well- 
being of all of the participants in all activities associated with the holding of the event. 

 
 

Person in Charge 
 

The Head of Security must liaise with the Competition and Venue Managers from the LOC to determine the Venue’s 
security needs. Based on this, the Head of Security must arrange the necessary number of personnel. All the security 
officers must be briefed about the different areas around the Competition Venue prior to the event. 

All security officers shall: 

‐ Be clearly visible and identifiable, unless they are undercover security officers 

‐ Have knowledge of the accreditation zones to clearly identify restricted areas 

‐ Have communication tools to consult with the Head of Security 

‐ Be familiar with the LOC, World Taekwondo Staff and Competition Officials 
 
 

Description 
 
 

A. Security commitments 
 

The LOC shall ensure the security of all persons attending the event at the venue, at official accommodations, and at 
other event locations. 

This shall include the provision of adequate medical, policing, security and stewarding at the venue and all event sites. 
The World Taekwondo shall notify the LOC in advance any necessary arrangements for special security measures to 
be provided for VIPs. 

 
 

B. Health and Safety 
 

The LOC shall take all necessary steps, including implementing appropriate operational policies and procedures 
(including appropriate safety measures and risk management policies), in relation to the staging of the event to ensure 
that persons admitted to the Venue for purposes relating to the event (whether as spectators or for any other purpose) 
are safe and do not suffer injuries or losses as a result of the staging of the event. 

The following are guidelines for the health and safety provisions: 

‐ All venues used for the competition must have up-to-date health and safety regulations. 

‐ All buildings used must have clearly indicated Fire Exit routes. The Fire Exits must be accessible at all times. 

‐ All the personnel working during the setup of the Competition Venue must have adequate health and safety 
training. The area within the FOP must be highly controlled and respect the general health and safety 
regulations, especially during the ring setup. 
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‐ The Competition Venue must have a clearly defined Fire Exit route for the general public and the participants of 
the competition. These Fire Exit locations must be kept accessible at all times without any obstructions. 

 
 

C. Security Report 
 

Each day during the competition, the Head of Security must brief the World Taekwondo and all related personnel 
about security status of the day ahead of the first session. All security officers must be in position at least one (1) hour 
before the first competition. 

The Head of Security must speak to the World Taekwondo and all related personnel including but not limited to the 
competition and venue managers at the end of each competition day for a debrief session. The necessary 
adjustments must be made by the Head of Security for the remaining competition days. 

The results of security management of all competition days shall be included in the Final Report. 
 
 

D. Measures and Facilities 
 

Any other security measures such as spectator checks, can be arranged by the LOC in circumstances with potential 
risks and/or at the request of the World Taekwondo. 

As for the external areas of the Competition Venue, security must be provided for accreditation purposes. There 
should be security for each area of zones (as defined by the LOC and World Taekwondo). 

Security personnel should be present at each entry and exit point. The number of security officers required would 
depend on the size of the Competition Venue and the number of zones. 

Depending on the duration of daily competition, sufficient security must be provided for full security coverage at all 
times. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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8.2. Medical Service 
 

Introduction 
 

LOC shall provide medical, physiotherapy, first aid services, facilities and personnel at the Competition Venue. 
 

 
Person in Charge 

 
Official Medical Director (OMD) shall be responsible for providing and directing appropriate medical personnel and 

medical service for competition. 

Medical Manager shall provide administrative support and assistance to OMD. 

The LOC shall assign experienced medical teams for the event. 

 

Description 
 
 

A. Service and Facilities 
 

Considering the nature of taekwondo sport as a contact sport, it is mandatory to take relevant measures to ensure 

safety of athletes. 

In its commitment to organize an international taekwondo event, the LOC shall ensure to have the medical staff and 

medical equipment needed to care for the injured. 

Designated medical staffs (medical doctors, registered nurses, emergency medical technicians (or paramedics), 
physiotherapist (or athletic trainer) and assistants) should arrive and ready at the venue one hour prior to the 
competition and should stay at the venue at least 30 minutes after the competition. 

Also, medical  team should  ensure the medical  preparedness and emergency  action plan on each  day  of the 
competition and repeat practice (rehearsal) on knockout athlete for cervical spine immobilization and evacuation of the 
injured athlete out of the court to the ambulance at least one time 30 minute before the competition starting on each 
day of the event. 

The LOC shall provide medical, physiotherapy and first aid services, facilities and personnel at the competition venue 
as set out below. 

 
 

B. Medical Station (Medical Bureau) 
 

A medical station should be set up by the mat to cover up to three (3) mats at the venue and the emergency medical 
equipment including stretcher, equipment for resuscitation, trauma and bleeding control must be prepared at the 
medical station. The medical station should have one large long table and 4 chairs which should not be occupied by 
other than medical staffs at all times. 

The minimum number of doctors and assistants at medical desk(s) shall be as follows based on the number of courts. 
The commission doctors shall be accompanied by medical staff. 

‐ One (1) medical doctor and one nurse for one Medical Station up to three competition courts 

‐ Two (2) medical doctors and two nurses for two Medical Station up to six competition courts. 
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‐ At least six (6) Emergency Medical Technician (or Paramedic) for up to six competition courts 

‐ One (1) Physiotherapist (or Athlete trainer) for up to six competition courts 

‐ At least three (3) assistants to carry stretcher, clean up mats, refill ice and take athletes to ambulance and 
hospital if necessary (at least one per each mat) 

 
 

C. Medical Room (Sick Bay) 
 

The minimum number of doctors and assistants at medical room shall be as follows. The medical doctors at Medical 
Room shall be accompanied by medical staff. 

‐ At least one (1) medical doctor and one nurse should stand by at the Medical Room 

‐ One (1) Physiotherapist (or Athletic trainer) should stand by at the Medical Room for massage or taping 

‐ One (1) medical assistant should assist medical doctors and nurses 

‐ At least one (1) of medical doctors must have competency in emergency medical care, general medical care 
and sports and musculoskeletal injuries 

 
 

D. Athletes Village 
 

It is recommended to designate one of doctors, one of nurses and one of assistants to be on-call after competition 
hours (9pm-8am) available if needed. Thus, it is recommended to provide accommodation for medical staffs either At 
or near Athletes Village. The medical staffs do not necessarily need to be standby at the Athletes Village but should be 
able to be reached by phone call and should be available at the athletes village within 10 minutes while they are on- 
call. However, it is strongly encouraged to contact local emergency service (911) first in case of medical emergency. 

The minimum number of on-call doctors and assistants at Athletes Village Clinic shall be as follows. The medical 
doctors shall be accompanied by medical staff. 

‐ One (1) medical doctor and one (1) nurse should stand by for Athletes Village 

‐ One (1) medical assistant should assist medical doctors and nurses 

‐ Medical Doctor should have competency in general medical care and advanced cardiac life support (ACLS) 
 

Location Position No. Duties Remarks 

Medical 
Station 

Medical Staffs 
-Medical Doctor (MD) 
-Registered Nurse (RN) 
-Emergency Medical 
Techinicians (EMT) 
-Physiotherapist (PT) or 
Athletic Trainer (AT) 
-Medical Assistant (MA) 

Min. 10 
persons 

- At least one (1) MD should serve 
as Commissioned Doctor at the 
competition venue 
- At least one (1) RN to stand by 
with Commission Doctors at the 
medical station 
- At least one (1) EMT (or 
paramedic) to stand by with 
Commission Doctors at the medical 
station and one (1) EMT at each 
court for any medical emergency or 
serious trauma cases 
- At least one (1) of either AT or PT 
to stand by with Commission 
Doctors for splinting or taping for 
any musculoskeletal injuries 
- At least two (2) MA to help carry 
stretcher clean the mat, refill icebox 

- Minimum one (1) fully 
equipped Medical station 
per three (3) courts per WT 
medical rules 
- At least one gate of the 
competition venue should 
allow the access of the 
ambulance to right near 
one entrance of the Field of 
Play(FOP) in case of 
emergency. 
- At least one (1) fully 
equipped ambulance with 
one (1) EMT to stand by to 
accompany with the injured 
athlete for the hospital 
transfer 
- Commissioned Doctors 
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      and take athletes to ambulance 
- Commission doctors should have 
the detailed guidelines and 
emergency action plans for medical 
emergency such as knockout and 
cardiac arrest 

should have expertise in 
either Sports medicine or 
Emergency/Trauma 
medicine 
- RN should have 
experience in emergency 
medicine, trauma medicine 
or critical care 

Medical 
Room 

Medical Staff 
-Medical Doctor (MD) 
-Registered Nurse (RN) 
-Physiotherapist (PT) or 
Athletic Trainer (AT) 
-Medical Assistant (MA) 

Min. 3 
persons 

- At least one (1) MD to stand by at 
the Medical Room 
- At least one (1) RN to stand by 
with MDs at Medical Room 
- One (1) PT or AT to be available 
for massage or taping 
- At least one (1) MA standing by at 
medical room to assist MD&RN 

- Medical Room should be 
fully equipped per WT 
medical rules 
- At least one MD with 
competency in emergency 
general medical care 
And sports and 
musculoskeletal injuries 

Athletes 
Village 
Clinic 

Medical Staff 
Medical Staff 
-Medical Doctors (MD) 
-Registered Nurses 
-Medical Assistant 

Min. 4 
perons 

- One MD 
- One (1) RN 
- One MA should be available after 
the competition hours for Athletes 
Village 

- This is not mandatory but 
recommended 
- Accommodation at 
Athletes Village should be 
offered to medical staffs on 
call 

 
 

E. Equipment of medical team at Medical Staion 
 

The following medical equipment must be prepared by medical team on site. 
 

‐ First-aid kit: sphygmomanometer, a light, gloves, material for wounds and epistaxis (cotton balls, sterile gauzes, 
anti-bleeding material, nosebleed plug, trauma scissors), 

‐ Accucheck for glucose monitor 

‐ A stretcher 

‐ Two spine board set (with belt and head immobilizer) 

‐ Rigid surgical collars 

‐ Upper limb splints, a lower limb splints, arm slings 

‐ ACE wrap and tapes 

‐ IV lines 

‐ Sedatives for seizure (Lorazepam and/or Midazolam IM injection) 

‐ Epipen (or its equivalent) for anaphylaxis 

‐ Pain killer for acute fracture (either morphine injectate, Toradol injectate or Tramadol injectate, or its equivalent) 

‐ Anti-bleeding solution (diluted epinephrine solution or its alternative) 

‐ Epinephrine, Amiodarone, Adenosine and Atropine for ACLS protocol 

‐ Cold spray (Ethylene Glycol Sporay) 

‐ Ice cubes, plastic bags and plastic wrap 

‐ Crutches (at least 3 pairs for each 3 different sizes) 

‐ Guedel Oropharyngeal cannula set (in different sizes) 

‐ Intubation kit with oropharyngeal tube 

‐ Oxygen mask for manual ventilation with oxygen bottle 



World Taekwondo 

   156  
 

 

 
 
 

‐ An automatic electronic defibrillator (AED) is a must at the venue. 

‐ At least one fully-equipped ambulance for medical emergency should always stand by at one of the exit of the 
venue at least for the whole period of the championships (However, it is strongly recommended to prepare two 
ambulances at the venue in case one ambulance is out of venue for hospital transfer) 

‐ At least one (1) private transportation vehicle for non-emergent hospital transfer 

‐ For the other medical matters, the LOC should strictly follow the World Taekwondo Medical Code. 
 
 

a) Equipment for medical room (Sick bay) 
 

The venue must have designated medical room at the competition venue for the injured with the following 

equipment. 

‐ At least one (1) Medical exam table 

‐ Partition or curtain for privacy 

‐ Medical desk for medical doctors 

‐ at least five (5) chairs and 2 couches 

‐ Trash boxes for contaminant (biohazard) and container for sharps 

‐ ICE in large ICE box 

‐ Bottles of water 

‐ Sphygmonanometer and thermometer 

‐ Pulse Oxymetry for monitoring oxygen saturation 

‐ Ophthalmoscope / Otoscope 

‐ Accucheck for glucose monitor 

‐ Penlight, Stethoscope and Reflex hammer 

‐ Gloves and Sterile gloves 

‐ Hand sanitizer 

‐ Defibrillator (AED) 

‐ Guedel oropharyngeal tube set 

‐ Intubation kit with oropharyngeal tube 

‐ Rigid cervical collar, A stretcher 

‐ Oxygen mask for manual ventilation with oxygen bottle 

‐ ACE wraps, tapes, kinesio-tapes 

‐ ACE bandage in different sizes 

‐ Alcohol solution and pad / Betadine solution/swab / Chlorohexidine solution/swab 

‐ Cotton Balls, Q tip swabs, Nosebleed plugs, Sterile gauze (2x2, 4x4) 

‐ Stitch Material for laceration wounds (suture kit, dermabond, sterile strips, Sterile drapes) 

‐ Scissors, Forceps, Trauma scissor, Tweezer, Toenail clipper 

‐ Upper limb and lower limb splints, finger splints, Arm slings 
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‐ Crutches M/L/XL (3 pairs each size) 

‐ Tissues and Paper towels 

‐ Nebulizer 

‐ IV lines, Tourniquets 

‐ Small containers for topical medications / container for lost teeth 

‐ Syringes (1cc/5cc/10cc/20cc), Needles (1.5inch 23G / 1.5inch 25G, 16G large bore needle) 

The LOC shall ensure the following medications are ready for instant use at the medical room at the competition 

venue for the injured. 

‐ Ventolin inhaler HFA 

‐ Ventolin(Salbutamol) or Duoneb (albuterol-itratropium) ampoules for nebulizer 

‐ Sedatives (Lorazepam IM/IV and Midazolam IM/IV) for seizure/conversions 

‐ Epipen IM (or its equivalent) 

‐ Pain killer (either Morphine IM OR Toradol IM or Tramadol IM) 

‐ Diphenhydramine (or pheniramine) IM 

‐ Glucagon IM 

‐ Solumedrol IM/IV 

‐ Epinephrine and Atropine IV for ACLS protocol 

‐ Normal Saline 1L bags 

‐ D5 NS 1L Bags 

‐ Anti-bleeding solution (diluted epinephrine solution or alternative) 

‐ Antibiotic ointments (Triple antibiotic ointments and/or Mupirocin ointments) 

‐ Antifungal ointments 

‐ Topical NSAIDs (Diclofenac topical or piroxicam topical) 

‐ Hydrocortisone cream 

‐ Glucose gel 

‐ Artificial Tear 

‐ bottles of Normal Saline for wound irrigation 

‐ medication for indigestion 

‐ Glucose tablet for hypoglycemia 

‐ Anti-acid (Ranitidine 150mg tablet or Omeprazole 20mg tablet or similar) 

‐ Antispasmostic (Dicyclomine or similar) 

‐ Cough medicine (Dextromethrophan) 

‐ Oral Pain killer: Tylenol(Acetaminophen), NSAIDs (Ibuprofen and Naproxen) 

‐ Anti-diarrhea (Loperamide) 

‐ medication for constipation 

‐ Diphenhydramine (or pheniramine) (1st generation anti-histamine for pruritus/ anxiety) 
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‐ Hydroxizine (less sedative anti-histamine for pruritus / anxiety) if availble 

‐ Anti-allergic medication (Certrizine or similar) 

‐ Anti-emesis (Ondansetron or similar) 
 
 

b) Equipment of medical team at Athletes Village Clinic 
 

Refer to the requirement for medical equipment and medications at Medical Room. 
 
 

F. Requirement for Ice 
 

‐ At least 1 icemaker should be available at the venue 

‐ At least 2 ice boxes filled with ice pack and cubes should be available in the venue (one in the Athlete Waiting 
Room, one in the Medical Room) 

‐ At least 1 ice box filled with ice pack and cube in the Athlete Village Clinic 

‐ All the iceboxes should be checked and refilled at least twice a day 
 
 

G. Evacuation of the injured 
 

The medical staff plans to have an ambulance to transport the injured to the emergency department of a hospital. 
Beforehand, the medical staffs contact the emergency service of the nearest hospital. 

 
 

H. Medical Personnel 
 
 

a) Official Medical Director (OMD) 
 

OMD is the chief medical officer of the competition venue responsible for the medical operation and coordination 
and organizing and directing the medical team. 

The LOC shall appoint OMD for the Championships and ensure: 

‐ OMD must have competence in sports medicine and emergency/trauma medicine. 

‐ OMD must be under the administrative control of World Taekwondo Medical Chairman. 

‐ OMD must practice medicine in accordance with the principles of good conduct. 

‐ OMD must speak fluent English 

‐ OMD must be free one day before the event to meet with the WT Medical Chairman to check the medical 
equipment at the venue 

‐ OMD is required to have full understanding of the principles, requirements and procedures set forth in the 
WT Medical Code 

 
 

b) Commission Doctor 
 

LOC shall appoint Commission Doctors recommended by OMD and ensure 
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‐ Commission   doctors   must   be   medical   doctors   with   competency   in   either   sports   medicine   or 
emergency/trauma medicine 

‐ Commission doctors must speak English 

‐ Commission doctors must practice medicine in accordance with the principles of good conduct. 

‐ Commission doctors must be under the administrative control of OMD. 

The center referee may ask the Commission Doctor if a competitor is medically apt to continue the fight. 

The Commission Doctor administers care to the competitors and manages emergency situations and the 
evacuation of the injured to the hospital. 

At the end of each competition day, the Commission Doctors and OMD shall report to the World Taekwondo the 
injuries suffered by the competitors and cares given to them. 

 
 

I. Management in case of loss of consciousness or brain trauma 
 

The process in case of loss of consciousness or brain trauma of the competitor is as follows. 

‐ The center referee calls the Commission Doctor. 

‐ Only the Commission Doctor can examine and bring care the injured except in case of absolute necessity. 

‐ The Team physician can assist the Commission Doctor, but the Commission Doctor reminds him/her that he/she 
is in charge as the assistant to the Commission Doctor. 

‐ The injured must remain lying down on the floor and cares shall be provided in this position. 

‐ The Commission Doctor removes the head guard with caution protecting the neck when placing a collar neck, 
frees the respiratory tract and if needed he puts a Guedel Oropharyngeal cannula to free the breathing. 

‐ The Commission Doctor does a neurological and cardiac evaluation quickly with the Glasgow Score, blood 
pressure, pulse rate and breathing rhythm. If it is necessary, Commission Doctor starts the resuscitation with a 
manual breathing apparatus, cardiac massage or uses the automatic defibrillator. 

‐ The Commission Doctor transports the injured in a stretcher at the medical room and does a complete medical 
examination. 

‐ The Commission Doctor proceeds to an examination of the neurologic state (Glasgow score) and of the cardio 
ventilation state (blood pressure, pulse and respiratory frequency) every 15minutes for the first hour than once 
every hour. 

‐ If a competitor goes into a coma or has a neurological disease or heart trouble, the injured must be transported 
in an ambulance with resuscitation equipment in the intensive care of hospital. 

‐ If the status of the injured is satisfactory, the Commission Doctor hands back the injured to the team doctor or 
the head of team who will keep on monitoring and may take decision for hospital guidance if necessary. 

‐ Loss of consciousness or brain injury carries one month suspension of any competition. Resuming competition 
must be preceded by a neurologic examination in specialized environment that will issue a Certificate of aptitude 
to competition. 

 
 

J. World Taekwondo Medical Code 
 

The LOC shall abide by the terms and requirements of the World Taekwondo Medical Code which can be found at the 
following link. 

http://worldtaekwondo.org/wp-  
content/uploads/2015/12/Medical_Code_Of_the_World_Taekwondo_Federation_October_10_2014_as_adopted_in_B   
hutan_copy.pdf 
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Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 

 

Task Due Date 
LOC should appoint OMD and confirm the 
affiliated hospitals and EMS agency 

No later than twelve (12) months prior to the competition 

OMD should confirm the medical personnel 
and medical supplies and equipment and 
communicate with affiliated hospital and 
EMS agency 

 
 

No later than six (6) months prior to the competition and 

OMD must finalize the emergency action 
plan and medical delivery system 

No later than two (2) months before the competition 

OMD may organize the medical team 
meeting and workshop 

About two (2) months prior to the competition. 

OMD must visit the competition venue to 
check the medical supplies, equipment and 
medical facilities and report to WT Medical 
Chairperson by means of documentations 
and pictures 

 
 

No later than two (2) weeks before the competition 

All the medical equipment, supplies, 
personnel and facilities should be ready for 
the competition per WT medical operating 
manual on the site visit by WT medical 
chairperson 

 
 

One (1) day prior to the competition 
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8.3. Insurance 
 

Introduction 
 

The LOC shall to secure and maintain, at its own expense, adequate liability for the event in full force and effect 
throughout the event. 

Such insurance must be in a form reasonably acceptable to the World Taekwondo and provided by an insurer 
approved by the World Taekwondo. 

 
 

Person in Charge 
 

The LOC shall designate a person in charge of dealing with insurance issues and its technical details. Also, he/she 
may cooperate with the World Taekwondo on a decision on insurance contract or subscription. 

 
 

Description 
 
 

A. Insurance Coverage 
 

The coverage should include followings; 

‐ Liability insurance for all spectators, media, volunteers and staff, athletes, team officials, World Taekwondo 
Officials and Technical Officials, and insure against any injury or death related to the event. 

‐ Host insurance for the case of the total cancellation, postponement or partial curtailment of the event due to 
circumstances created by the LOC. 

‐  Litigation contingency insurance for any judicial, quasi-judicial, administrative, or regulatory proceeding. 
 
 

B. World Taekwondo’s Approval 
 

The LOC shall deliver a copy of such insurance policy to World Taekwondo together with evidence of all payments of 
all relevant premiums having been made and shall ensure that such policy requires. 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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FA 9. Legacy & Sustainability 
Since the World Taekwondo recognizes unique visions of LOCs and host cities, the LOC need to not only deliver 
competitions but also prepare their own bespoke legacy programs for their local communities 
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9.1. Cultural & Legacy Program 
 

Introduction 
 

Since the World Taekwondo recognizes unique vision of the LOC and host cities, the LOC need to not only deliver 
competitions but also prepare their own bespoke legacy program. 

 
 

Person in Charge 
 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

The LOC shall nominate a Sustainability Manger and inform the World Taekwondo. 
 
 

Description 
 

The LOC shall plan and deliver programs for taekwondo development and legacy leaving at the LOC’s own expense in 
consultation with the World Taekwondo. Its plan shall be submitted to the World Taekwondo no later than six (6) 
months before the first day of the event. 

‐ Program contributing to local and international Taekwondo development 

[ Donation for International Taekwondo Development - Muju 2017 World Championships] 
 

 

‐ Social engagement program 

▪ Engagement of taekwondo clubs and individual practitioners of the host city or the host country throughout 
event organization and staging 

▪ Participation  of  taekwondo  clubs  and  individual  practitioners  of  the  host  city  or  the  host  country  as 
spectators (At least two clubs shall be able to watch competitions on every competition day) 
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[ Engagement of local taekwondo clubs ] 
 

 
‐ Domestic taekwondo development & legacy to World Taekwondo member national association in the hosting 

country 

‐ Taekwondo for all promotion program 

‐ The Taekwondo Humanitarian Foundation (THF) Promotion Guide is set out “Appendix 7”, where it has the 
detailed information for LOC’s better understading. 

‐ Other Legacy Programs related to taekwondo promotion Social Legacy 

The LOC shall submit the its operational plan for each program 1 year prior to the start date of the World Taekwondo 
event. 

Detailed requirements of each program shall be discussed with the World Taekwondo. 
 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 
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9.2. Sustainable Policy and Management 
 

Introduction 
 

Sport events should strive to become more sustainable not only because it is “the right thing to do”, but because there 
are also strong business reasons to do it. 

The LOC shall operate the organization in a sustainable manner. Sustainability program also needs to be delivered at 
LOCs own expenses. 

 
 

Person in Charge 
 

The organization structure is unique to each committee and should be agreed internally based on the functional area 
of the event and the abilities of the staff recruited. 

The LOC shall nominate a Sustainability Manger and inform the World Taekwondo. 
 
 

Description 
 

Please refer to the Sustainable Sport and Events Quick Start Guide at the following link.  

http://www.aists.org/sites/default/files/publication-pdf/sset_quick_start_version_2014.pdf 

 

 
AISTS Sustainable Sport Toolkit 

 
 

Timeline 
 

The LOC is responsible for managing tasks of each functional area with proper timelines. Unless otherwise specified, 
the LOC shall stipulate all the tasks with the timelines of the relevant FA in the Operational Plan, based on the sample 
format provided at the end of this Manual. 

 
The LOC shall communicate with the World Taekwondo should it requires any discussions on the task scope and the 
timelines. 



 

Appendix 1. Operational Requirements 
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1st day competition)

.’Instruct。r, 50 Re앤얻s. 1 WTF staff, 1 Organimg Ccmmi!t얻 

경녕 2 V야untl!Et's 

’Re ereeꞏmeeting for 1 day a1 r하ꞏet"ee hot'   히xi 2 training da.y at 
venue 

'60seatir멍 capa.city;h。t and cold drinks;ope 머t,。ns 

’ 
International 

Ta허.'  <Wondo Symp 。sium

2 day before and 

MNA w。fksh。p 

(2 day bef, π the
1st day compe뼈 

’st com야 titi  。 
     N’A  

NIA

There may be 얘lEr committee 승1ir훌에1쉴1requassistance from 빼e 。rg월1izet" for 

11st day。f the competiti。띠
。pening Cerem。ny

NIA

'8g어dm영als,8 silver medalsand 16 bronze medals;flowe rs 

MedalCeremony

{Every competition day’
l녕 souvenirs f。r all winners 

φesign for med 에 and trophies to be 3야roved by 

s nam‘alanthem
• V'd:ory αxlium, all winners’na6onalflag a 녕 gold 

Closing Ceremony
{Last day of the c 。mpetition)

Press c。nference 

Welcome banquet 
{1 day before the 1st day competiti

on) 

NIA

' Press ccnferεnee to be ’을Id inconsultation with ‘VTF 

For VIPs,V 따 FCounci mem뾰 πa 녕 MNA Pres 

{ ast day 。t the competition)
Farewellparty

For atNetes and team
야5잉als 
 
 N’k
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I  Il.WTFW 빼 kwond G,..,,般 Series 까 r | 

--------

-
’ 

훨뭘--
Suite mom 

‘ 
4 day before and 1day afte”

Superior rooms
5 day before and 1day

4 rooms f。r ’1 Secretary Genet허. 2 Dft<:t。π Gensal, 1 

Graphics, I。14 rooms for • 5 Compe1ition Super안say Board members, 2 lV 

5 。peral,。f꺼야펴 pho,。g 딩ph C 1。ffi여al 。. 
nstaff

Standards rooms

(5 days b든뼈e 꼬녕 1day 하te 매

25 αxns for ' 50 kltematicnal Referees (twin beds) at Re 연'Ee h 
ot 허 

(4 days    f, e 퍼녕 1da.y 하ier) 

t행strat  on ins and 1 day a'.ter t。umamenl!Wshes) 
3 rooms f。r 3 WTF GMS Team rnembeπ (2 days BEFORE cnsite 

6 rooms f。r 'WTf 않aff 삐)0 찌sr‘the hos!city for orientation 
i멍 and pr 여뼈 review (3delegates each lime) 

(2 f 내 ldays of meet ngand 찌sπ) 

The above r。。ms shall be protrided 빼m free wifi

The 。rgan  er sh。uld secure lhe rooms at headquarters hot를Is 얻quested by lhe WTF for council members, 
g성rti‘X\허 staff and guests.. 

The 이명n2er should secure a WTF 。ffice at headqu뼈ers hotelto fa 좋압teadministralion 。n spot. 

’8 섭meras 。f high qualityincludir멍atleast 1suα;.- slo빼m때on 

FullHD Pr 얘uction
of 

’
‘
HD 。B-Van (s 엠nal 예π1alHD 16:9)

Mininum4 in 。tions on a LSM EVS ha 며 

c-rec。rder 。r an equivalent
강ham.els fo「slowm

Satellite transmiss ion

TV Producer ‘WT 티 

Engrishcommenbtor, inteiviewer a
nd satellite coo 여inator 

"'。duction 。f the Highlights 

Uplnk  provision 

N。cost

No cost

Onlnelive streaming

Processing fee.

N。cost 

 
Daily llEY/5 feed., e밴nt hi  ight 

Via Sa멍 e News Ga바원 ng (SNG) a eq‘ 며en! 

’Online 씨얻해earning on lhe Wi'f desilJla얻d 야atfonn (3 ENG

c 
I ameras) 

까1e 。r얽n er shall pay re행t 머itlonprocessing fee of US$ 1.5

per 뻐6 아 la! team mem「(athletes and offi 며회s)and I t•

On ine registration system

N。cost at the onrne registration sys야mand 

cred언\ti퍼뻐d p빼cipat on@뼈i1cate printng s야ware 

Entry fee Re...enues from entry sare dividedinto fD:!i-0 with W  F 

T• 
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GF""1cH'ri:c Series 5까 ? 

Air 
(econ 。 

20 tickets for 1 Secretary Gener혀,2 0.-e여αs 

’my c.lass) phics, 1。ffiaal 뻐m。gr력에 er, 1 offi여alvide。.5 Operation staff an 
d 3 WTF GMS team members

-녁
바signa ed passe”!Jer c.ar {upon ar

riva” 
Oes'9nated mini-van ‘upon arrival’

6 passer멍er car.; for 1 President, 1 Secretary General‘ 
1 Teφnic펴 D허egate,3 Distinguished guests (IOC members, 
etc.) 
 
 

Designated bus
(up。n arrival}

2 busεs 。r '50 

ln1em뼈아1alReferees 

Transp。π sharin9

F。r WTF coo:n예members,sta.'.f and 

WTf recommends lheꞏor•  n효 5arrange ho1els located 앤hillwalmg distance from the venue to 

therequired transports.. If thal.isnot thecase.theabovefigw-esaresuggested.

The Orga 뼈er sha:J 여늦rate sh이생e buses for teams and 。!her regis염red。,ffici꾀s 。솥 r 

‘
(athle원s,。fticials,gues1s, media) for .llp。n 떠nsportation. 

All·경tspcrts Ylilh a drivꞏer and a.vollmteer each T머nsportation sh여jd be provided t。the par1icipan1s in the 

。빼 퍼 events, ceremoni얹 and rneeis.gs 

Regardless 。f lhe locat 。「l 여 the hoteGs.the Org훌퍼z.er should provide transp。nt。m은 regjst 응red persons 

3 me.als per a day to the peπORS
classified above 

At the hαel before competit onb킷gins a녕 at the venue once 

com
The Organiz.er 야바 pr야•  생relight snacks at the VIP L여 명e and R 
eferee lounge cbi:ng C001pe-tit onperiod. Additi。 
should be avalable rorWTFt 。pu

nal mealcoupons 
rchase. 

f。us 
r technicalde legates
‘1  야f 1 Techmcal 0.벌egate for 。om,pe빼on 

days 

 4 CS 6 for CUilpetit on days

US$100 per diemfor
Refl!f"ees 

50 lntemationalReferees for competition days 

US$100 Dfldiem for
WTF GMS tNm o。3 WTF G.MS members for all days on.site (registration and ∞빼eti

nsl
 
 

 
US$10.355 

Service fee for 2 g더phic techni엉경1s (equipmen1 and services). 3
% m에ation a여uslment applied annual y. 

ll.WTF W tld T>ek'"'°"d 
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Security guaranll!eS 

lnsurancec。ntract 

lnsuranoec。verage 

Inf, Desk 

H,끼ng Organizing Stllff 

SecuringVolumeer 

Visit previ。us 

edition of theevem 
 
 
 
 
 

Delvery 。f Devel。pment 

Program 
 
 
 
 
 
 

Del very 。f Legacy 

Program 
 
 
 
 

Delivery of Sustainab · 
Prꞏ gram 

Security measures to be taken to protect athletes and alother re 
gistered pa 며때ants (of 뼈alhotels and venues) 

 
Contract appropriate  11tematlonaly  reputable llsuranoe corrψany 

 
- Liability insurance 
-에ost llsuranoe 
Liligatlon cont11gency insurance 

 
The Organαer shaJ place info desks at the airport, offie얘Ihotels 
and venues to assisttransport arrangements,etc. 

 
 
 

V이unteers wh a good command ofEngish 

•Costs related to visitllg previous ed 때n of the eventto be cover 
ed bythe Organizer 
•The Organizershal present progress report at the World 
Taekwondo General Assembly and Counci Meeting on  e or twot 

mes‘ 

P빠n and deliver  olowing Taekwondo development programs at 
organizer's own expen 풍s, in consultation with the World 
Taekwondo 
- Contribution to international taekwondo development program 11 
partnership 얘h the World Taekwondo 
- Social engageπient program 
-Taekwondo 서umanitar 삐n Foundation (Tiff ) Promotion 

•Vitormabon booth I table,sαeen11g of THF promotional video, 
깨F banner I flag 11 V1P lounge, event speaker 

 
pan and delrver folowmg legacy programs at organizer's own ex 
penses 
-Domestic  taekwondodevelopment/  lega 양 to the Wor 얘 

Taekwondo national federation 11 hosting country 
- Promotllg taewondo for a  11 local corrvnunity 
- Other Legacy programs related to taekwondo promotion and leg 
acy 

p‘an and deliver Susta.llab빠y programs. 

• Reference guidebook:Sustainab 농 Sport and Events Q미야 

Start Guide(please refer to followllg link) 
htlo//wwwaists oro/sftesldefauψfiles/oubhcat10n- 
Ddf/sset ou1ck start vers 애n 2014  이 
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2018 WTF WORLD TAEKWONDO GRAND-PRIX 3 

GB TAEKWONDO f 흩
 

 

 



 

 

 

 
 

 

 

World Taekwond。 



World Taekwond。

 

 

Manchester 2이8 w。rid T。ekw。nd。Grand Prix Series 

 
 
 

1) Bidder 

Name。f WTF MNA   I GB Taekw。nd。l。n be 벼If 。f British Taekw。nd이 Name 。f City Manchest er 
 

  

 

  
 

’nace。rdanee with Article 22.4 。f the WTF Statutes, We herebysubmitthis Bid Fileforhosti'l! 

2018 WTF w。rid Taekw。ndoGrand-Prix 3 。nthe pr。p。sed dates and place as‘,vritten hereafter 

By submittingthis Bid Fi‘e,we agreethat we are well-acquaintedwith the Bid FileTerms 。!Reference 

and the WTF Events Bid Manualwithits Appendi xes. 

 
 

 

N(。ame 。f the May。r
rthe Equivalent) 

(Leader。 。 
Sir Richard Leese CBE 

f ManchesterCityC uncil) 

Mandat。이 
Signature CV &-- 

c。ntact

Pers。n

Name YawarAbbas 

E-mail Y.Abbas@manchester.g。v.uk 

Ph。ne +44 (0)1612203863 

Name。f the 
President 

Jeremy Beard (N。n Execut ve Chairman) 

Mandat。이 
Signature **얻l &셔. 

c。ntact 

Pers。n 

Name Steve Flynn 

E-mail Steve.Flynn@gbtaekw。nd。CO.Uk 

Ph。ne +44 (이7808773264 
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HOST CITY CON1RACT 
 
 

CONTENTS 

ARTICLE  1: LOCAL  ORGANIZING    COMMI'ITEE ---- •••   4 

1.1  COMMITMENT OFTHE LOC   ... 4 

1.2 GOVERNMENT SUPPORT .................................................................................................................... 5 
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5.4 CONFLICTS ........................................................................................................................................ 7 
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HOST CITY CON1RACT 
 
 
 
 

THIS CONTRACT (hereinafter referred to as Contract), 1s made and effective as  。f N。
vember  14, 2016. 

It 1s hereby agreed by and 와nong the following parties: 
 

1. WORLD TAEKWONDO FEDERATION (''WTF”), a n。n-pr。fit 。땅 arnzati。n 
rec。gnized by the Intemati。nal lympic c。mmittee as the s。le g。、reming b。dy 。f 
Taekwond。in the Olympic Games. Its Headquarters is 1。cated at 5th Fl., I-G。lon Bldg. 15 
Hy。ja-r。,Jongn。→gu, Se。ul, Korea 03044; and, 

2. LOC 요 ORGANIZI NG  COMMITTEE   (hereinafter  referred  t。as  LOC), which 
lS the s。le 。rgarnzmg entity 。f 2018 WTF W。rld Taekwond。Grand←Pnx Senes rec。gnized by 
the WTF and 1s comprised of Manchester City c。uncil and GB Taekwond。 
 

PREAMBLE 
 
Whereas, 1t 1s the mutual desire 。f the WTF and the LOC for the 2018 WTF World Taekw。
nd。Grand-Pnx   Sεnes   φerea 삼er  referred   t。as  Event),  be  。rganized   m  the  best 

p。ssible manner and take place under the best p。ssible c。nditi。ns f。r thε bεnefit 。f the sp。rt 
f Taekwondo worldwide; 

 
Whereas, thε parties agree that the Event 1s to be c。nducted under the Rules  m f。rce 。f the 
WTF and in ace。rdance with this C。ntract; 

Whereas, the Event 1s a w。rld event, with。ut considerati。n of any person's political, religious, 
d。ctnnal, 。r racial backgr。und; 

Whereas, m contributing to the history of the Event, the LOC acknowledge(s) the 
importance   f presenting the Event thr  ugh the use   f techn  1 gy; 

 
Whereas, the LC〕C ackn。wledges and rec。gnizes the imp。rtance 。f ensunng the fullest 
possible news c。,verage by the vanous media, b。th local and mtemati。nal, and the widest 

possible outreach to audiences of the Event; 

Whereas, the LC〕C will c。llab。rate with thε WTF t。ward the devel。pment 。f a 1。mt- 

marketing program; 
 

Now, therefore, the WTF has the h。n。r and the pleasure 。f attributing the 。rgarnzatl。n 。f 
the Event t。the LOC. 

In c。nsequence of which, 1t 1s expressly agreed as f。llows: 
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HOST CITY CON1RACT 
 

ARTICLE 1: LOCAL ORGANIZING COMMITTEE 

 
1.1 Commitment of the LOC 

 

a. ’l'he LUC agrees t。accept and c。mply with the r。le and resp。ns1b1hties 。f the LUC 

as  stipulated  m  벼lS   c。ntr act  and  its  expressly  mc。rp。rated  d。cuments  and  t。 
generate 。r secure the appr。pnate financing necessary f。r the successful h。stmg 。f 

낭1e Eγent. The  L  c accepts  resp 。nsibility  f。r all c。rresp。nding 。bligatl。ns  and 
liabilities. 

Specific cxccpti  ns and amendments t   this standard c ntract d cument are noted 
within  Appendix  d  cument  A   (appended   t   버lS   C  ntract)   and   the   WTF 
ackn wlεdges and accepts these as part  f thε L  c  ffer t  h  st this e rent and  f 
this c ntrnct. These excepti  ns and amendments  shall f nn part   f any approved 
Ho l  City  Conlracl  and peral10nal Manual.  In  the evenl of  any  an1bi 양nly  
or c nflict between this c ntract   r the Operati nal Manual and Appendix A, thε 
terms 

f Appendix A shall prevail between the Parties . 

b. The  L。c shall  maintain  at  its  。wn  expense  appr。priate  。ffices  and  admm1strati 。n 

fa c.ilities >i n n systems as m ay h e n ec.es s>i ry for the effec.tive perfc。rm >i nc.e of its c1nties 

nnc1er this C-:on trnc.t 
 

c. ’l'he LUC shall empl。y a sufficient number 。f c。mpetent and  su1t::i bly  qualified 
dedicated pers。nnel t。ensure  the pr。per  fulfillment  。f  the  L  C's  。bligati。ns  under 
this  C。ntract. 

d. T
。

he LOC shall keep
。
the WTF

。
fully inform ed 。f its actiγ1tles c。ncernmg 난1e h。sting 

。
f thcE

。
γent and pr mp

。
tly pr γide 낭1e WTF with detailed rep。rts, 1 gs, budgets and 

thεr d cuments as rεas nably rεquestεd by thε WTF fr m time t。tim ε. 

ε.   Thε L。C shall kεep the WTP fully and promptly mfonned of any potential problεins, 

delays or adverse devεlopmenls of any kind scopε or nalure m relation lo the hoslmg 
f the Event. 

 
f The L<〕C shall undertake any and all acts and execute any and all d。cuments as may 

be reasonab ly required by the WTF in its sole discretion in order to pr。tect 。r 
en£。rce any 。f the rights (including intellectual pr。per 다 。f c。mmercial rights) 。wned 
or controlled by the WTF 

 
g. The LOC shall at all times act m g。。d faith t。wards, and m the best interest 。t WTF, 

and shall, m additi。n, 。bserγe all fiduciary duties t。IF as if 1t were an agent therefc。re, 
including 。bligatl。ns n。t t。take secret pr。fit m respect t。its dealings under this 
c。ntract, t。이scl。se any interests it may have in the business 。r 。wners h1p 。f any 
p。tential 남urd party with which it intends t。enter a c。mmercial nghts agreement, t。 
c。ntract wi낭1 its empl。yees and their par 디7 c。ntract'。rs 。nly 。n an arm's lcn 왕h and 
transparent basis, dutiεs 。f l。yaltγ and t。makε full and frank discl。sure t。the WTF 

h. The L。c shall ensure tliat neither it nor any of its directors, εmployees or otl1ε[ 

members  or slaff  makes  any  defamalory or derogatory  slalemenls or  Lak℃S  parl m 
any activ1t1es which are r might be detrimental to the reputation, business, image    r 
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g。。dwill 。f the WTF, thζ Eγenζ and/。r anγ 。f 난1ε participating teams 。r WTF 
c。mmercial partners. 

 
1.2 Govern men t Support 

a. Thε L。C shall sεcure the support of thε Host City Govεnunεnt (and when nεcεssary 
Host C:o11nπy Goγern men t) so as to ensure the s11c:c:essβil hosting of the F‘,ven t. 

b. Thε L。C shall, with the supp。rt 。f the h。st city and subjεct t。thε appD。val 。f the WTF, 

m ke   11 nec:ess ry  rrnngemen ts for the smooth running of the even t. 
 

Mn ‘IC LE 2: HOS'J’I N< FEE AND TECH N “;AL CO”’l’” 
 

Th℃ L。C shall pay the hosting fee m accorclancε with  the WTF Event 。pεrations Rul℃s. 

The hosting fee is not refi.mdable . 
 

2.2 Technical Costs 

a. The L。C shall pay all technical c。sts reas。nably  reqmred  f。r the  successful h。stmg 。f 

나 ie ev℃nl. Tlus mclu<leι but 1s not lirmtζ1 d to, the followmg: 

1. c。sts for Techmcal Officials, as pr。vided m the Operah。nal Requlrements. 

11. C。sts  f。r third-party  Technical  Services  Pr。1viders, which  include,  but are  n。t 
limited  t。, the  f。11。wmg: Pr。tect。r and  Sc。nng System, with  headgear  (PSS); 

Instant Vi<leo R℃play  (IVR); W랴〕 Str℃와uing; Il←Ve nu℃  Results 1VR); an<l Gl。bal Membership  System  (GMS) for regisσati。n and accreditation. 

 
2.3 Costs in General 

a. Except as 。therwise expressly pr。vided, all requirements  for the Event set  forth in this 

ε。ntract and i 얹 expresslγ inc。φ。rated d。cuments, are t。be pr。vid ed free 。f  charge t。 
thc WTF and at thc LOC's 。wn cxpcnsc. 

b. The LOC shall settle all 。utstanding questi。ns and disputes c。ncern ing the Event t。the 
satisfacu。n of 벼c WTF w1낭llll SlX (6) m。nths f。11。wmg thc last day 。f c。mpc titi。n s 。r 
the cl。smg cerem。ny 。f the c。mpetition, whichever 1s later. 

 
ARTICLE 3: TITLE OF THE EVENT 

 
 
 

Thε f。ll。wmg 1s 난ie 。fficial titlζ 。f 벼e C。mpeuti。n . In any casε, the “WTF” brand 
shall be included in the title. The L  C is required t。use the following title : 
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 W’l'F World 'l'aekwondo Grand-Prix Series 
 
 

ARTTC.LE 4: PROPERTY RIGHTS; MARKETING R IGHTS 
 
 
 

4.1 Property Rights (including Intellectual Property) 

 
a. Exeεpt as exprεssly grantεd hεrein, thε WTP rεtams all prnpεrty ngh ts to thε Eγεnt and 

t  난 lC Intellectual Pr prictics f the WTF. 

b. The intellectual pr。perties 。f the WTF include all c。pyrights, patents, the WTF l。g。and 

any other  registered  and  unregistered  trndemarks,  registered  designs,  trnde  secrets  and 
know-how, and all other mtζllectual prnpεrties.  Por the a roidance of  doul〕 t, the  followmg pεr 다r   f mε WTF: 
and thεff dεnγatiγes arε 난1ε εxclus1γε pr 

i. The WTF L。g。and Marks 

1i. The WTF brnnd s “World  Taekwond 。Federn tion” and  "WTF” 
ui. Thε ruarks and <les1 짱 1allom of WTF Evζnls, mclu<lin E" the Event 

 
c. WTF grants t。L c a n。n→ exclusive license t。use WTF Intellectual Pr。per 뎌 1ns。far as 

necessary 。r reas。nably desirable for 타 le fulfillment 。f 1ts 。bligati。ns under 삼 llS 
agreement subject t。the written appr。1val 。f the WTF in every case pri。r t。any use by 
the L   C of such WTF Intellectual Pr。perty. 

d. The L。c hεreby abs。lutεly, 1ff εγ。cab ly and unc。nditi。nally assigns t。버ε WTF thε full 

title guarantees (by way 。f present assigr〕ment 。f future c。pyrigh t) all  Intellectual Pr。
perty  Rights  and  all 。ther  nght, mterest and title  m  any w。rks  which  1t creates  。r 

which are created on its behalf, such assignment to take effect from the creation thereof, 
to be m respect to the ℃ntire world and all media (whether known now or heremafter 
dζVlSεd) and t  bε for the full pεn d   f c pynght 남ierem mcluding all rεnewals, rεv1vals 
and extens1。ns there。£ 

4.2 Marketing, Commercial and Media Rights 
 

a. Except as 。thεrw1se agreed m wntmg, the WTF reserve s all marketmg and c。1n1nercial 
nghts. The L c must receive appr。val for any and all marketmg and c。mmercial 
activities and all related c。ntrncts must mclude the WTF as a party. In additi。n, the LOC 
shall submit all marketing and c。mmercial service pr。g 때ns for the WTF's appr。val. 

b. The L。C shall comrmt 1Lself to protecting the nghls of existing and futurζ markellng 

clients 。f the WTF. The WTF shall mform the L C, as s。。n as p。ssiblc, 。n matters c。
ncern1ng, am。ng 。ther  things, advert1smg spaces and pr。duct categ。nes  f。r wh ich the 

WTF reserγes the n링ltS. 

 
c. Except as otherwise agreed m wnting, the WTF resεrves all Media Rights, mclu<ling radio 

and tεlev1s1 n br  adcast mternet and new 1nεdia. 

d. RefiζI to the 。pζrational Manual for detailed gu1dancε. 
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ARTICLE S OPERATION OF THE EVENT 
 
 
 

5.1 WTF Event Operations Rules 

The WTF Even t Operntion s R ules, whic:h is herehy inc.mp。rnteo int。th is c。ntrnc:ζ ts the 

docurnent that εstablishes  the basic  requirements  for hosting WTI' Promotεd  εvents. 
 
 

5.2 Operational Requirements and Bid File 
 

The Operational Requirements fur the  Event  (“Operational  Requirements”) and  the 

Bid Filε, which arε hεreby me rp rated mt this C ntract, are the d cuments that stipulatε 
the  detailed  technical guidelines  and plan  for  the   rganizati n   f  the  hγent.  lt 1s the 
resp  nsibilitγ   f the L   c t   abide by the    perati  nal Requirements and the Bid File unless 

。therw1se appr。ved by 난le WTF m wnting. 

5.3 Outlinε 
 

The  Outline   (“Outline"),  which  is  hereby  inc。rp。rated  int。this  c。ntract,  is  the 
d。cum ent that pr。γides specific guidelines f。r the Eγent. It 1s the resp。nsibility 。f the 

LOC: to abioe hy th e requiremen ts of th e Outlin e un less otherwise apprnveo hy th e WTF 
in wnting. 

 
5.4 Conflicts 

。A ny c:on fl ic:ts hetween or among the tec:h n ic:a l。requiremen ts provioeo in th is C:ontrnc:t, the 

。
perallonal Re4u1r℃Illζnts

。
and Bid Filε, thε u tlin ℃,or oth

。
er WTF 〔lo

。
cuu 1εnts or ru

。
lεs 

r regulati  ns  shall bε res 1γεd by  낭1ε WTF Technical c mm 1ttεe_, r 1n 난 le casε f 

urgency by the Event' ’l'echnical Delegate. 
 
 

5.5 Evolution of Technical Requirem ents 

’l’
삼

he LOC rec。gnizes tha
。
t the c。ntents 。f  the technica l d。cuments 1tem1zed  ab。γe a

。
nd 

。
ler direct!。ns related t the h。sting 。f the Ev

。
en t represent 남le 1χTTF's

。
current p。s1ti  n 

 

n such matters, and that such material may ev 
 

lve as a result f techn l gical 。r 。ther 

c:ha nges, some of whic:h  may he heyono the c:ontrnl of the pa rties  to th is C:on tra c:t. The 
WTF [εservεs the nght t   없nεnd such techrncal d  crnnents and   ther dirεcti  ns. It 1s thε 

resp nsibili 디7 f  the  L   c t adapt  to  such am endments  s 버at 난le  Event will 
be 

rganized m the best p  ssible manner. Anγ amendments w uld be by mutual agreement 
between the WTF and L  c. 

 
 

5.6 Environmental Protection 

The LOC agrees t。carry 。ut their 。bligati。ns and aetivities under this c。ntract m a 

manner which  embraces the concept of environmental su stainable development, and 
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wh1r:h  r:orn pl ts with  appl tr:ahl  nv1ron rn n ta l  l  g1slat1011  a ncl  srv s  to p 「ornot  th 
pr  tect1  n    f the envlt:  nment. 

 
 

The L。C shall c。。rdinate with the appr。pnate authonties 。f thε I I。st City and I I。st 

c untry and shall be resp nsible f r all aspects f security in relati n t the c mpetiti n, 
H1cludin thε planning  and   pernb nal aspεcts  rεlatεd thεret    The aforε TIεnt1 ned 
auth  rities shall ensure that all appr priate and necessary measures shall be taken in  rder 
t  p,uarantεe thε safe and peaceful   perati  n   f the c mpetiti  n. 

 

ARTICLE 6: OTHER   MATTERS 

 
 

6.1 Relationships 
 

The parties ackn。wlcdge that this c。ntract d。es n。t c。nstitute and shall n。t be deemed 
to c。nstitute a partnership, 1。mt γenture 。r agencγ between them. 

 
6.2 Severability 

If at  any  time  anγ  pr。visi。n  。f  this  c。ntrnct  is  。r  bee。mes  inγalid,  illegal  。r 

unenfrirceable u1 any respect u nd er the law 〔[any 1unsd1ction that shall, so long as the 
c  mmerc ial purp   se    f  this  c ntrnct  is  still capable    f  per£ rmance,  n  t in  any way 
affect or uupair 냐 ie vali〔lity, legality or enforceability m tha t 1u nsc.hctmn of any other 
pr  vis1 n   f this c ntrac 낀   r the γalidi 디1, legali 디7    r en£ rceability under the law   f 
any 
〔1ther 1unsdiction of that or any other pr〔>VlSH〕 11 〔,f tlus Contract. 

 

 
6.3 Force Majeure 

 
a. If by reas。n 。f anγ F。rce Majeure Eγent, any party is preγented fr。m 。r delayed m 

perform mg any 。t its 。bl1gat1。ns herζunder, then such delay 。r n。n-pεd(。nnance shall 
n。t be deemed t。be a breach 。f this C。ntract. 

b. N。twith standing the foreg。ing, if the L。C is preγented fr。m 。r dela:γed in per£。rmmg 

any 。f its 。bhgati。ns hereunder by reas。n 。f any F。rce Maieure Event, including 

apparent 。r p erceiγed p。litical instability, the WTF  shall be entitled t。terminate this 
c。ntrac t forthwith with。ut penal 양 。r any liability t。thζ Wl’κ and the LOC shall 
indemrn달 and defend the WTF fr。m any related third par 디7 claims. 

 
6.4 Term and Termination 

a. This c。ntract shall take effect 。n the signature date and shall continue, unless  termin ated 

earlier in accordance w ith its tenus, until the par ties' respective payru ent obligations 
hereunder have been satisfact  rily discharged. 
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b. The WTF shall be entitled t。terminate this c。ntract and t。withdraw the LOC’s rights 
t。타1e Event if: 

i. A f。rce majeure cγent 。ccurs. 

11. The cooperation of thε Host City 〔,r C〔•untry G1〕venunent 1s 1nade〔iuate ti〕  ensu rε 
the   perati  n f the Eγent as required in Article l. 

 
111. ’l'he  h。st c。untry  1s  at any tune, whether  bεfore  tli.e  Openrng Cerem 。ny 。[dunng 

the c。mpetition,  m a  state 。f war,  civil dis。rder, b。ye。tt, embargo。decreed  by the 

。
internati。nal c。mmunitγ 。r m a

。
situati。n 。fficially rec。gnized as 。ne 。f belligerence 

r if tli.ε w’l'F has reas。nable gr unds t。believe that tli.e safety 。t participants rn the 

Eγent w。uld be seri。usly threatened 。r je 。pardized. 

lV.  Sεn。us  safety  issues  arε raised  by  W'l'b‘ membεr  natl。nal  ass。ciat1。ns  expεcted  t。 
attend the Eγent_, 。r there 1s a lack 。f interest m part1c1pating m the E、rent 。n the 
part 。f WTF member nati。nal ass。ciati。ns despite reas。nable efforts 。f the WTF. 

γ. There is a vi。lati。n by the L。c 。f any material 。bligati。n pursuant t。this c。ntract, 

lhe WTF Slalu les, or lhe applicable bw. 

c. If WTF terminates this c。ntract in ace。rdance with the ab。ve Article 6.4(b): 

1.  Such terminati。n shall be with。ut prejudice  t。any 。ther rights 。r remedies t。which 
WTF may be entitled under this C。ntract 。r at law as a result 。f 。r m relat1。n t。any 

h
。

「eac:h o「othe「eve n
。
t wh1c:h give

。
s 「1se to suc:h te 「m1nat1o n

。
, a n<l sh all not a ft c: t any 

ther aecrued nghts r liabilities f any party as at the date f the termination. 

11.  A ny a 셔 a 11 l1c:e ”es a n <l  oth e「 「l형its g「an te<l to T ,OC":  1 n  「elatio n  to T n tellec:h 
rnl Pr。per 디7 。r C。mmerc1al  nghts  shall  immediately  terminate. 

ui.  W'l’F shall be εntitled t。immediatεly app。mt a third par 디7 t。h。st and/。r pr•。m。t℃ 

a replacement Event t。be held anywhere in the w。dd 。n such terms as it may in 
its 
sole <liscrεlmn <leζIll fit. 

d. In  case 。f withdrawal 。r terminati。n 。f this c。ntrnct by the  WTF the L。c hereby 

waives any clauu s an<l nghls lo any fonu of u1<leruruly, <lꞏ uag•εs or O나 lεI corupensation 
and hereby agrees t  indemnify  and  h  ld  harmless  the  WTF,  its  fficers,  members, 
direetꞏ rs, empl  yees, c  nsultants, agents and    ther representat ive s, fr  m any third party 
clannζ  actions   〔>r  Jl.ld 양nents   in  respect  to  such  withd raw  ‘:>r   tennurnhon.   It  is  the 
resp  nsibili 다  f the LOC t   n  ti단 all parties with whom 1t c ntracts   f the c  nten t   f 
this Secti  n. 

 

 
6.5 Warranties and Indemnity 

 
a. Each party warrants and represents it has the full right, p。wer and auth。rity t。enter and 

perform its 。bligati。ns under this c。ntract, which c。nstitutes la vfol, valid and binding 

ohl igatto ns i n  ac:c:o rclanc:e with  its terms; 
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b. The LOζ shall indemrn터7  the WTF, its direct。rs, 。fficers, empl。yees  and 。ther  staff 

a
。
g
[
am
。

st anγ and all liabilities, c。sts and ex
。
penses m res

。
p
[
ect t。clauns ansmg 。ut 。f 1njunes 

1 SSεs suffered by pers 。ns adnutted t thε venue f purp。sεs relating t。the Event, by 

pers。ns adjacent t。the Venue, and/。r by pers。ns mv。lγed m any way m the 。rganizati。n 

a
。
nd staging o

。
f  the Event, as a resu lt of  the LOC's failure to perform  the obligations  set 

ut m this C ntract. 
 

c. Thε LOC shall mderrmify WTF, its directors, officers, εmployeεs and othεr staff agamst 
all  liabilities,  c  sts,  expenses,  damages  and  1 sses  (including  any  direct,  indirect    r 
c  nsequential l  sses, I  SS   f pr  fit, I  SS   f reputati  n and all interest, penalties and legal 
and  ther pr  fess1onal c sts and expenses) (each a “Claim 깐 suffered  r incurred by WTF 
ans1ng out of or 1n connεction with: 

L any breach 。f the warranties c。ntained in 。r implied by this c。ntract; 

11. the L  C's breach 。r negligent perfi。rmance 。r n。n perb。rmance 。f 난l1S c。ntracζ 
ui.  any claun made against WTF for actual 。r alleged m 상mgement 。f a third party's 

intellectual pr。perty nghts ansmg 。ut of 。r m connection with WTF’s use 。f any 
T ,OCs Tn tellechrnl Propertγ or Work s cre>iten  n 서/or comm 1ss1onen hy th e T ,O; 

1γ.  any claun made agamst WTF by a third par 디7 ans1ng   ut   f r 1n c  nnecti  n with 
any f  the L   C's bligati  ns,  services, equipment r resp  nsibilities under 난us 
Contract, mclu<ling without limitation any of  the LOC Deliverablεs, to thζ extent 
that such claim arises   ut of the breach, negligent performance   r failure   r delay 

m   perb rmance f   삼us   c ntract  by   the   L〔1C,  its   empl yees,   agents r 
subc。ntract。, rs; 

v. any claim made against WTF bγ a third party f。r death, pers。nal u11urγ 。r damage t
。pr。perty   arising  。ut   。f   。r   in   c。nnecti。n   with   defective   equipment, 

infrastructu re or Venu e facilities, to the extent that the defect in the equ ipment, 
infrastructure or Venue facilities is attributable t 남 ie acts r missions  t the 
LOC, its empl yees, agents  r subc ntract rs. 

d. The indemnities given  by the L。c under this Contract shall apply whether or n。t the L

〔JC has been negligent 。r at fault. 

 
6.6 General Liability and Insurance 

 

a. The L。C shall secure and mamtam at its expense adequate liabili 다 and h。st insurance 

c。verag℃ m respect 。f all nsks ass。ciatεd with 난le planning, 。rgarnzmg and stagmg 。f the 

Competition. L c shall c。ntract with an appr。pnate internation ally reputable insurance c
。

。mpa ny. This insurance c。v
。
erage shall be 원n well m adγa n

。
ce 。f the    

。
pen
。
mg Cerem

。
。ny 

t the Eγent and for a reas nable time after 낭ie last day t c。mpetiti  n r the Cl  smg 
Cerem。ny (whichever is later). 

A. The L。C shall, pri。r t。the c。mm encement 。f the Event,  ensure that the WTF 

is a  named insured 。n the LC〕C's Insurance p。licies. The LOC shall pr。vide c。
pies 。f the same t。the WTF. 

B. The c。γe rage sh。uld include liability insuran ce f。r all spectat。rs, media, 

volunteers    n n  stff     th letes   tem   offtcils   WTF  Offtcils    nn  Techni cl 
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performance f any  bligati n under this c ntrnct shall c nstitute a c nsent  r wa iver t

 
 

HOST CITY CONlRACT 
 

OHic:1als, an<l 111 sn「e aga 111 st a ny 1n jn 「y O 「clf'.ath 「t'.la tf'.CT to th<". Evf'.n t. 
 

C":. Thf'. coγf'.1 꺼gte shonld mclndte h ost m snrn.ncζ T n thte C 꺼sf'. of total c 꺼.nctellahon, 
p   stp  nement r  partrn.l  curtailment f   the  C mpetiti  n,  the   L   c will  be 
t tespon siblte tlJT  dam agtes and ch1m s th 꺼t Tll ay OCCll 1. 

 
D.   Thε c。verap;e  sh。uld includε  litip;ati。n c。nt1np;ency insurance. In thε eγεnt that, 

related  t。the  Event,  any  judicial,  quasi-judicial,  administrative,  。r  regulat。ry 
pr。cεεdinp; should  arisε  in  which  thε  L   c and/。r the  WTF  is  rεquirεd  t。 
expend res  urces t   defend itself and/  r the sp  rt   f taekw  nd the L   c shall 
bear any and all resp  nsibility for such expenditurε, and mdemrn당 and h ld 
harmless the WTF against any legal acti  n, c  st,  r repercussi  n that may ccur 
as a rεsuit  f such legal act1 n. 

 

 
6.7 Counterparts / Electronic Signatures 

 
a. This c。ntrnct may be executed in 。ne 。r m。re c。unterparts, each 。f which shall be 

deemed an 。ngmal but all 。f which shall c。nstitute 。ne and the S 잉ne mstrument. F。r 
purp 。ses 。f this c。ntract, use 。f a facsimile, e mail, 。r 。ther electr。nic medium shall 
haγe 남1e S 와ne f。rce and effect as an 。ngmal signature. 

 
6.8 Entire Contract 

 
a. Tlus Cunlracl conslilu les lhe final, coruplele, and exclu sive slaleruenl of  lhe Cunlracl of 

the Parties with respect t  the subject matter  here  E and  supersedes  any and all  ther 
pnur and conleruporaneous Conlracls and u nd erslandings,  both  wnllen  and  orn l, 
between the Parties. 

“.9 Successors and  Assi gn s 

a. All rf'.frncn cte s 111 th is C":ontract to th te Pa rhte s sha ll bte df'.f'.Tll f'.rl to mch1dte, 꺼S 꺼 pphca blte, a 
reference t  their respectrγe success  rs and assigns. The pr  γ1S1  ns   f  this  C  ntrnct shall 
be b111.d1np;  up n and  shall  ui.urε  t  the  benefit  t the  success  rs  and  ass1p;ns  t the Parties. 

 

 
6.10 No lmpliεd Waivεr 

 
a. ’l'hε failure 。f ε1thεr Party t。1ns1st 。n stnct pεrformancε 。f any c。vεnant 。r 。bhgat1。n 

under this c。ntrnct, regardless 。f the length 。f time f。r which such failure c。nt1nues, 
shall n。t be deemed a waive r 。f such Party's right t。demand strict c。mplianc e in the 

future. N。c。
。
nsent 。r warγe

。
r, express 。r =

。
plied, t。。r 。f  any breac

。
h 。r de

。
fault m th

。
e 。 。 

r  f any 。ther breach 。r default m the performance 。f the same 。r any 。ther 。bligati。n. 
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6.11 Disputε Rεsolution 

 
a. This C。ntract is governed by the laws 。f thε Rεpublic 。f Iζ。rεa with。ut giving 

eH℃ct t。any c。ntlict 。flaw pnnc1ples. 

b. Any dispute ansmg fr。m 。r related to this c。ntract will be submitted exclusively 
t。the C。urt 。t Arbitrati。n for Sp。rt m Lausanne, Switzerland, and res。lγed 
definitively m ace。rdance with the c。de 。f sp。rts -rclated arbitrati。n. ’l'he Panel 
will consist of three arbitrators. The language 。t the arbitrati。n will be English. 

1. Before g。mg t。binding arbitrati。n.. the  Parties  shall  first w。rk t。gether m 
g。。d faith t。res。lve 남1e issue in a n。n←binding mediati。n under the auspices 

f the WTF Business  Devel  pment and Relati  ns c mmittee r a similarly 
situated b。dy. 

c. LOC will ensure that any c。ntract it enters with third parties related t。this pr。1ect 
shall als。c。ntam a mediati。n/arbitrnti。n identical t。this article (6 .11). 

 
6.12 Interpretation 

a. In 남1is c。ntract, unless 。therwise specified: 

1. the headings are f。r ease 。f reference 。nly and shall n。t be taken mt。ace。un t in 
c。nstrumg 。r mterpretmg this c。ntract; 

ii. the rule 。f c。nstructi。n thaζ m the eγꞏent 。f 잉nbi 양 Ji 다, the c。ntract shall  be 
interpreted against the par 디7 resp。nsib le f。r the drafting there。f, shall n。t apply 
in the mterpretati。n 。f this C。ntract; 

ui. references t。this c。ntract 。r any 。ther d。cum ent shall be c。nstrued as references t。
this c。ntract 。r that 。f anγ 。ther d。cum ent, as 없 nended, γaried, inn。γated, 
supplemented 。r replaced fr。m time t。time; 

iv. references t。any gender includes the 。thers and the neuter; 

v. law includes any legislati。n, any c。mm 。n 。r cust。mary law, c。nstitu ti。n, decree, 
judgm ent, 。rder, 。rdinance, treaty 。r 。ther le。1slatiγe measure m any jun sdicti。n and 

any present or fu tu re d irective, request, requ irement, gu idance or gu ideline (in each 
case, whether or not having the force of law but, if not havmg the force of law, 
compliance with which is in accordance with the general  practice  of  persons  to 
whom the d irective, requ est, requirement, guidance   r gu id eline is addressed); 

γ1. refeno: nces to l egislation  melune any sta tute, hy-law, reg111at10n , rule, suhor<lm ate or 
<lelegate<l legislation or or<ler; a n<l reference to any legislation is to such legislation as 
>IJTl tcTidtcd, TllO〔 li fitcd or ccmsoli〔셔 ted rr〔 Jm I.m i te to tnrw and to any lq1slaJmn 
rq〕1”nng 11. 〔 JT niadtc 1n1〔 ltc r 1t s”v tc 1nso「” ”s ”ny such an1tcnclr11tc11!., n1〔)〔 li fie 씨1〔 )Tl , 

con oli〔lat.ion or replacement. rua<le aft.℃ Lhe <lale of Llm Conlracl woul<l nupo e any 
1ncrεasεd or n℃w liabilit.y on any parly or olh℃rw r s℃ a<lversεly affecl Lh℃ nhls of any 
party; 

vu. references to a person (or to a word unporting a pεrson) shall be construed so as to 
mcludε that person ’s succζssors 111 titlε and ass1g11s or trans fer℃εs; and lεfζrences to a 
pεrson shall also l〕C  construed as mcluding an mdividual,  finn, partnerslup,  trust, 
j。int venture,   c。inpany,   c。rp。ratε1 b。dy,   uninc。rp。rated b。dy,   ass。ciati。n, 

。rganizati。n, any g。ve rninent, 。[statε 。[any agency 。f a g。ve rninεnt 。[state, 。r 
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HOST CITY CON1RACT 

 
any l。cal 。r murnc1pal auth。r 따 。r 。ther g。vernmental b。dy (whether 。r n。t m each 
case having separate legal pers 。nali 다);and references t。a pers。n’s representatives 
shall be t。1ts 。fficers, empl。yees, legal 。r 。ther pr。fess1。nal advisers, sub- contract
。rs, agents, att。rneys and 。ther representatives; 

γ111. the words mclude, including and m particular shall be c。nstrned as bemg by way of 
illusσati。n 。r emphasis 。nψ and shall n。t be c。nstrued as, n。r shall they take effect 
as, limiting the generality 。f any preceding w。rds; 

1x.      the expiration 。r termmabon of this Contract shall not affect such of the prov1s1。ns 

of 난 llS c。ntract as expressly pr。vide that 타iey will 。perate after such expiration or 
termmati。n 。r which 。f necess1다 must c。ntmue t。have effect after such exp1rati。n 
。r termmati。n, n。twithstanding that the clauses themselγes d。n。t expressly pr。,vide f
。r this; 

x. whenever the terms 。f this Contract pr。vide f。r the consent 。r appr。val 。f either 
Party t。be given 。r 。btamed, unless 。therw1se stated, the relevant Par 미 shall 
have an abs。lute discreti。n t。grant 。r withh。ld such c。nsent 。r appri。γal. 

<SIGNATURE PAGE FOLLOWS> 
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Signature Page 

 

For the  Manchester  2018 WTF  World Taekwondo  Grand-Prix  Series 

Effective on the date 삼J:st 1nentioned above, by a」:id bet、"7een: 

 
Representing: 

 

 
World ’laekwondo t’ederation 

 

꺼tr-R 좋 

 

 
GB Taekwondo 

 
 
 

A     / 
 
 
 

Steve Flyn〕fi, Operations Director 
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Appendix 5. OPERATIONAL PLAN 

- (SAMPLE FORMAT) 



 
 
 

 World Taekwondo Grand Prix Series 
 
 
 

 
 
 

Event Operational Plan I / II / III 
(Sample Format) 

 

 

 World Taekwondo Grand Prix Series 
 
 

Submitted: DD/MM/YYYY 
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Introduction 

1. Motivation 
 

 

Describe your primary motivations of hosting the  World Taekwondo Grand Prix Series and 
what sort of benefits you do anticipate by staging the event. 
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2. Vision 
 

 

Describe your vision of hosting the  World Taekwondo Grand Prix Series. 
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3. Budget 

1) Revenues 
 

Category Item Amount (US$) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 Total  
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2) Expenses 
 

FA Item Amount (US$) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 Total  
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FA 1.1. Competition Schedule 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
(Competition Manager)    

(Finance Manager)    

(Venue Manager)    

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Event Date & Schedule 
 

- Competition Outline 
 

- Official Invitation Package 
 

- Contingency plan 
 

- Rehearsal 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.2. Competition Equipment 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
(Competition Manager)    

(Finance Manager)    

(Venue Manager)    

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Equipment 
 

▪ List of Equipment 
 

▪ Brand of Equipment 
 

- Technical Services 
 

▪ 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.3. Technical Officials 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Technical Delegates (TD), Competition Supervisory Board (CSV), Referee Chairman, Referees 
 

- World Taekwondo Sport Director, World Taekwondo Refereeing Coordinator 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.4. Competition Operation Team 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Competition Personnel 
 

- Training program for competition personnel 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.5. Competition Personnel Meetings 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Referee Meeting & Training 
 

- Head of Team Meeting & Drawing of Lots 
 

- Competition Draw 
 

- Screening of Competitors 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.6. Sport Presentation 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Music 
 

- Video Presentation 
 

- Taekwondo Demonstration 
 

- Others 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.7. Doping Control 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- In-competition Doping Test 
 

- Out-of-competition Doping Test 
 

- Media Interviews 
 

- Outreach 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 1.8. Information and Result Management 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Status of Accommodation & Transportation of Participating Teams & Officials 
 

- Entry Status of Participating Teams 
 

- Distribution of Information 
 

- Contract with companies 
 

- Draw Sheet 
 

- Competition result management 
 

- Plan for making Medical Report on Athletes’ Injuries & Anti-doping Report 
 

- Certificates 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 2.1. Securing the Venue 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Venue Location 
 

- Venue Capacity 
 

- Changes of the Initial Plan 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 2.2. Competition Area 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Field of Play 
 

- Warm-up Area 
 

- Training Venue 
 

- Athlete Facilities 
 

- Doping Control Station 
 

- Technical Official Facilities 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 2.3. World Taekwondo Ad-hoc Office 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Office Location & Period 
 

- Equipment 
 

- President’s Office 
 

- Secretary General’s Office 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 3.1. Staff Recruitment and Training 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- The Local Organizing Committee (LOC) Staff 
 

- LOC Office 
 

- Competition Personnel 
 

- Training for Staff 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 3.2. Reports and Meetings 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Event Operational Plan (EOP) 
 

- Site Visit 
 

- Progress Report 
 

- Event Debriefing 
 

- Plan for composing the Final Report (post-event) 
 

- Collection of data for Event Impact Report 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 3.3. Legal Affairs 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Host City Contract 
 

- Fundamental Guarantees 
 

- Compliance 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 3.4. Finance Management 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Accounts Monitoring and Audit 
 

- Approval of Expenditure 
 

- Finance Responsibilities 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.1. Entries & Registration 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Collecting Entry Forms 
 

- Payment for World Taekwondo GMS Designer 
 

- Collecting Entry Fees 
 

- Accreditation 
 

▪ Registration Center 
 

▪ Accreditation Card 
 

- Registration Center 
 

▪ Function 
 

▪ Operation 
 

- Registration Process 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.2. Ground Transportation 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Port of Entry Pickup/Dropoff 
 

- Shuttles between Accommodations, Venue, and Port of Entry 
 

▪ Shuttle Bud Operation and Schedule 
 

- Designated Transportation 
 

- Volunteers 
 

- Transportation Information 
 

- Parking Arrangements 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.3. Arrival and Departure Service 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Transportation Reservation Service 
 

- Airport Pick-up Service 
 

- Welcoming Service on Arrival 
 

- Logistics/Transportation Service 
 

▪ Air Travel for Designated Persons 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.4. Accommodation 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Distance 
 

- Capacity, Hotel Services & Room Rates 
 

- Selection Process of Headquarters Hotel, Referee Hotel, etc. 
 

- Release of Hotel Information 
 

- Accommodation Beneficiaries 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.5. Food & Beverage 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- For World Taekwondo Officials, Staff, Non-Technical Officials, Sponsors & Guests 
 

- For Technical Officials and Technicians 
 

- Catering 
 

- VIP Lounge 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 

     

     

     



   254  

World Taekwondo 

 

 

 
 
 

FA 4.6. Per Diems 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Per Diems to be Paid 
 

- Payment Method 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 4.7. Conveniences 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Local Mobile Phones 
 

- Information Desk 
 

▪ Headquarters Hotel 
 

▪ Airport 
 

▪ Competition Venue, etc. 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 5.1. Official Meetings 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Executive Meetings & Other meetings 
 

- Member National Association Leadership Workshop 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 5.2. Ceremonies 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Opening Ceremony (if any) 
 

▪ Procedures / Venue Setting, Materials & Equipment / Staff & Volunteers 
 

- Medal Ceremony 
 

▪ Protocol / Venue Setting, Materials & Equipment / Staff & Volunteers 
 

- Closing Ceremony (if any) 
 

▪ Venue Setting, Materials & Equipment / Staff & Volunteers 
 
 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 5.3. Protocol 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Protocol order & arrangements 
 

- Ticket Allocation 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 5.4. World Taekwondo Demonstration Team 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- List of potential venues and opportunities to utilize World Taekwondo Demo Team activities 
 

- Logistics & Arrangements for World Taekwondo Demo Team 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 6.1. Promotions 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Website 
 

- Social Media 
 

- Local Agency (if any) 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 6.2. Media Service 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Media Room & Grandstand 
 

- Interview Room & Press Conference Room 
 

- Accreditation for Media 
 

- Media (incl. Photographers & Video Producers) Control & Journalist Invitation 
 

- Daily Briefings & Press Conferences 
 

- Technicians & Volunteers 
 

- News Clipping 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 6.3. Broadcast Services 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Signal Production & Designation of Host Broadcaster (HB) 
 

- Appointment of TV/Broadcast Coordinator / Assignment of Broadcast Rights 
 

- Daily News Feed & Event Highlight 
 

- Provision of TV Production Copies 
 

- Rate Card for Unilateral Services 
 

- Live Streaming on World Taekwondo Youtube Channel 
 

- Mixed Zone 
 

- Photographer / Volunteers 
 

- World Taekwondo TV Team 
 

- Broadcast Revenue 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 6.4. TV Production Guidelines 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Host Broadcaster (HB) Commitment & Guarantees 
 

- Uplink & Satellite 
 

- Commentary & Interview 
 

- Lighting 
 

- On-site Recording 
 

- Camera Configuration / Camera Plan & Replays 
 

- Official ‘Wipe’ 
 

- Running Order 
 

- Highlights 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 7.1. Marketing Programs 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Request for Approval for all Marketing Service Programs 
 

▪ Marketing Plans & Contracts 
 

- Request for Approval for all Marketing Materials 
 

▪ Event logo, designs of AD cards, backdrops, A-boards, banners, printed materials, etc. 
 

- Commercial Zone 
 

▪ Sales & Promotion Booths 
 

▪ Concessions (food & beverage, educational experience, etc.) 
 

▪ Social Engagement Program Area 
 

- Plan for collecting data and composing the marketing part of the Final Report (incl. ticket sales, spectator data, 
marketing materials, tourism statistics, etc.) 

 
- Timeline 

 
Task Due Date Remarks 

     

     

     
 
 

- Budget 
 

Item Cost (or profit) Remarks 
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FA 7.2. City Dressing 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Look & Feel 
 

- Signage, Venue & City Dressing 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 

     

     

     



   266  

World Taekwondo 

 

 

 
 
 

FA 7.3. Licensing and Merchandising 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Request for Approval for Gifts and Souvenirs 
 

▪ Official License Contract 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 7.4. Sponsorships 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Request for Approval of Sponsorship Sales 
 

▪ Sponsorship Agreement with World Taekwondo-Recognized Companies (if any) 
 

- In-venue Advertising Plan & Allocation 
 

- Monitoring agency of marketing & brand exposure (if any) 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 7.5. Ticketing 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Ticket Sales Promotion Plan 
 

- Ticket Sales statistics (incl. spectator data by competition days and sessions) 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 8.1. Security & Safety 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Security Plan 
 

▪ Medical, Policing, Security and Stewarding Plans at the venue, official accommodations and other event 
locations 

 
- Health & Safety Regulations and Policies 

 
- Daily Security Briefing & Debriefing during Competition 

 
- Other Security Measures & Facilities 

 
- Timeline 

 
Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 8.2. Medical Service 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Appointment of Official Medical Director (OMD) 
 

- Organization of Medical Team 
 

- Equipment 
 

- Evacuation Plan for the Injured 
 

- Emergency Plan in case of Loss of Consciousness or Brain Trauma 
 

- Medical Report 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 8.3. Insurance 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Request for World Taekwondo Approval for Insurance Coverage & Policy 
 

- Contract with Insurance Company 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 9.1. Cultural & Legacy Program 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 

     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

- Taekwondo Development Program 
 

- Social Engagement Program 
 

- Plan for engaging of local taekwondo clubs and individual practitioners 
 

- Other Programs Leaving Legacies 
 

- Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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FA 9.2. Sustainability Policy and Management 

Objectives of this FA 
 

- 
 

Persons in Charge 
 

Position Name Roles & Responsibilities 
     

     

     

     
 

- Primary Contact: 
 
 
 

Detailed Plan & Timeline 
 

‐ Sustainability Policy 

‐ Management Plan 

‐ Timeline 
 

Task Due Date Remarks 

     

     

     

 
- Budget 

 
Item Cost (or profit) Remarks 
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THF Promotion at World Taekwondo Events 
Guide for Organizing Committees 

 
The Local Organizing Committee (LOC) shall promote WT's charity foundation, the Taekwondo 
Humanitarian Foundation (THF), and in particular its online signature campaign initiated by WT's 
President, during the event. 

 
The LOC is required to assign a person of contact in charge of communicating with THF team about 
the promotion of the Foundation at the event, and to communicate their contact details as early as 
possible to the THF team (info@thfaid.org). 

 

Minimum promotion requirements: (to be done by 2-4 volunteers assigned by LOC) 
- set up an information booth / table in a well-exposed area in the venue 
- gather signatures, raise awareness about the mission of THF, distribute flyers and collect cash 
donations. 
- screening of THF promotional video at the beginning of each session in the day 
- set up THF banner/ flag in VIP lounge 
- event speaker should mention THF once a day at his/her discretion during the event, to encourage 
spectators to visit THF booth and sign the petition. Script available on demand from THF team. 

 
Encouraged promotion activities: 
- promotion of THF through social media of LOC/ national Federation 
- inform about presence of THF booth at the venue 
- place additional THF promotional visuals in strategic locations around the event’s venue (athlete’s 
hotels, etc.) 
- add a link to the official event's website leading towards THF website 
- a small percentage of revenues from ticket sales or registration fees could be donated to THF after 
the event 
- promotion of THF at side-events (receptions, gala dinners, workshops, etc.) 
- dispatch volunteers in seating areas to gain signatures of petition 

 
For  the  annual  World  Taekwondo  Gala  Awards,  the  following  minimum  promotion 
requirements are: 
- screen the THF promotional video during the Gala Awards 
- set up small donation box & table with print petition sheets, flyers and flag at entrance of venue 
- have the speaker announce about the donation box at the end of the Gala Awards and encourage all 
attendees to donate or sign the petition. 

 
All promotional material can be downloaded directly from the following link: 

https://www.dropbox.com/sh/az6dktzz1hhhqwi/AACALohEOuOZKaQ7znB1pPGma?dl=0 
 

All gathered funds are to be given directly to a person of contact from the National 
Federation in order to be transferred to THF.   

 
THF team will reach out to the LOC about 3 months ahead of the event to liaise about all promotional 
activities. 

 
Contact person: Delphine Schmutz, delphine@thfaid.org, +41216015013 

 
Taekwondo Humanitarian Foundation | www.thfaid.org 
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Sport Presentation Manual 
Knowledge & Toolbox 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

September 2017 
 
 
 
 
 
 

Ver 1.0 
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1. INTRODUCTION OF SPORT PRESENTATION 

Since the 1980, events tend to be bigger and bigger. In order to educate and entertain the attendance at their sporting 
events, organizers have structured the Sport Presentation. At the Sidney 2000 Olympic Summer Games, the first 
manner the organizers have showcased the sport set a milestone in the sporting event industry. From now on, what 
one hears, sees and feels at the event is under the responsibility of this department called “Sport presentation”. 

 
 

C. Historical background 
 

US Professional leagues such as NBA, NFL, NHL and event such as the X Games has changed the vision of sport, 
turning matches and competitions into big shows. In order to be more spectacular, attract more spectators, get more 
press articles, beat world records, get more money and gain more benefits and renown, sporting competitions are 

commercial events that follow marketing and commercial rules as well as rules from media and TV production and 
show business. 

 

 
 

Sport presentation really emerged at the Sidney 2000 Olympic Summer Games and then at the Salt Lake City 2002 
Olympic Winter Games. In the 90s, the raise of the X-Games and major US professional leagues forced the organizers 
and the IOC to raise their attraction level and develop complex Sport Presentation programs linked with TV production. 

The development of technology extends the possibilities and interactions between the Sport Presentation and the 
audiences. Big video screens first appeared confidentially during the 1980s but are nowadays essential to any global 
event. Amplified sound systems play music as loud as at any live music show. In a short time, live interactions based 
on social media or apps specifically developed for the event have become modern ways to better engage with the 
venue audience. 

 
 

D. Definition 
 

The vision of Sport  Presentation is to educate, engage and entertain the spectators in order to enhance their 
experience and make them fully appreciate the sport (In IOC Technical Manual on Sport, November 2005, page 136) 

 

 
 

In other words, Sport Presentation is all the means the organizer put together in order to showcase the event and the 
athlete performances in terms of content and technology directed by craw members in order to enhance the audience’s 
experience at the event. 

In few words, Sport presentation is the link between the public and the athlete with the mission of keeping the athlete 

comfortable and the public informed and entertained.\ 

 
 

E. Goals & limits 
 

A successful Sport Presentation program will be seen as a positive sign. A high-octane atmosphere, with great music, 

pin point accuracy announcements and lighting will bring memorable experiences for all the people attending the event. 

Sport Presentation is the way we put the athletes under the limelight 
and showcase the sport for the audience. 

Nowadays, sport is a show. 
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The success of Sport Presentation will be felt as a positive experience for everyone involved in taekwondo, either 
directly or through media. 

Conversely, failure to present your event could lead to a decrease in public interest, a leak of participants and sponsors 
disinterest. 

 

 
 

When the athletes give their best, delivering powerful, physical and spectacular performances, it generates media, 
sponsors and fan (spectator, audience) interests. This entire ecosystem grows; building up the economy of the sport, 
improve reputation and increase income and budget of the sport and of the event. 

A good Sport Presentation affects: 

‐ performance of athletes whose environment becomes the catalyst, 

‐ atmosphere in the stadium and public reactions, 

‐ media audiences and interests, 

‐ satisfaction of sponsors and funders. 
 

Sport Presentation quickly improves alongside the development of technology. 

Sport Presentation is complex, technical and demanding. It needs time and commitment from the Local Organizing 

Committee (LOC). 

Sport Presentation does not act alone but acts on the recommendations of the OC. It liaises, interacts, helps and 
works in close cooperation with all the other departments of the OC. Sport Presentation develops strong links with TV 
production as they share common strategy, guideline, content, running orders and feeds. 

Sport Presentation is the common area of five audience targets that are: 

‐ Press, media and TV, 

‐ Officials, members from national and international federations as well as sport family, 

‐ Sponsors and partners who have strong marketing interests and/or commercial commitments, 

‐ Athletes, 
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‐ Spectators, fans and followers. 
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2. SPORT PRESENTATION 101: BASIC RULES 
 
 

F. The most important: our athletes 
 

Athletes, International Federations, local organizing 
committees and event partners are all set in a 
global competition in order to achieve the best 
performances and get the best results. They want 
to have their names in the history books and be 
recognized as major actor of the sport. 

A good Sport Presentation production is a well- 
balanced program that enhances the ways the 
sport is showcased, the audience is informed, 
educated, engaged and entertained, commercial 

commitments are reached, partnerships are 
activated and the  sport communication brand is 
extended. 

But Sport Presentation should never compromise 

the athletes to achieve their best performance. 

 
 

G. The ancient Greek theatre 
 

A sporting event is guided by the same rules as the representation of ancient Greek theatre. Ancient Greek theatre 
was composed of 3 golden rules. 3 fundamental units with details such as the place or the date intended to avoid 
scattering the attention of the viewer, and to allow him to concentrate on the action in order to better touch and build it. 

‐ the unit of time: the action must take place within a clearly defined time, 

‐ the unit of place: all the action must take place in the same place: the venue, 

‐ the unit of action: all events must be linked and necessary, from end to end of a contest. 
 

 
 

In Taekwondo, the unit of place is determined by the venue. The unit of time is linked to the competitions days, time of 
tournament. Only the duration of a contest is unknown but we know that it is rare to see a contest that lasts more than 
15 minutes. 

So, in Taekwondo, only the unit of action can vary. Precisely the way the actions are presented, linked, choreographed 
and showcased varies. This means that it is all about Sport Presentation! 

 
 

H. Understand your audience 
 

The planning of the Sport Presentation program must try to see the event and competition from the point of view of the 
audience. Each event, each day is a whole new audience and Sport Presentation must know who is in the audience: 

‐ part of home nation / foreigners, 

< One place, one day, a single fact, hold the theatre filled to the end. > 
Boileau, in L'Art Poétique (chant 3, vears 45-46 year 1674), 
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‐ part of kids / adults, 

‐ part of beginners / experts, 

‐ part of athletes / VIPs / Media, 

‐ etc. 
 

  
 

Sport Presentation builds the bridge between ‘first time spectator’ who are curious about the sport and the ‘great old 
fans’ who already know all the tricks. Sport Presentation must speak to the lowest common denominator but also must 
take into consideration expert fans. 

 

 
 
 

I. Set your production goals 
 

On one hand, the presentation must create a show that integrates the competition and all other activities taking place 
at the venue. On the other hand, the presentation must not compromise the athletes’ chances of achieving their best 
performances. Athletes are above all. They are the heart of our sport and they must compete in the best conditions. No 
exception is made for Sport Presentation. 

The challenges of Sport Presentation are: 

‐ to integrate the traditions of the sport presented in a modern and innovative format, 

‐ to compose a stylish and original program, 

‐ to take into account the temporal components, 

‐ to take into account the dimensional components of the venue, 

‐ to take into account the different actions to be presented and their drama, 

‐ to integrate the level and scope of the organization, 

‐ to meet the expectations of the publics, 

‐ and above all, to respect the performance of the athletes. 
 
 

J. One live show 
 

Sport presentation should take into account that a part of the audience will be away and must integrate both the venue 
and the TV audience. 

It is a mistake to think that there can be two different shows on the same event. The TV audience -by far the largest 
group- should never have the feeling that something different from what they see and hear is happening at the venue. 

Sport Presentation must fully integrate the spectator into the event 
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This explains why Sport Presentation and TV Production work in close cooperation and share the same expectations 
such as: 

‐ Dead times and downtimes (where nothing happens) should be avoided, 

‐ Besides the competition, there shall be a good balance between spectator interactions, information, artists and 
performers, entertainment and other venue activities is essential to the presentation, 

‐ The public should not be constantly pressured by information or overwhelmed by loud music, 

‐ The event must remain user-friendly and affordable so that the audience can understand and fully live and 
appreciate the experience. 

‐ During live TV broadcast, Sport Presentation and TV must follow the same running orders; especially during 
athletes’ walk ins/out and ceremonies. 

 
 

K. Create the show 
 

The Sport Presentation is a functional and vital organ at the heart of the sport. It reveals and designs the sport. 
Sport Presentation production should be considered as important as any other department in the LOC. Minimum 

requirements of the Sport Presentation production are: 

‐ Production technical tables must be set by the jury, scoring and timing tables with a clear view on the field of 
play, walk in and out, contests and ceremonies, 

‐ A high-quality sound system with a mixing console, wireless microphones and a laptop with audio player 
software, 

‐ Scoreboards that show the upcoming contests and scores accordingly to the announcements, 

‐ One or more high-resolution, high-brightness LED giant video screens with a video mixing and monitors system 
allowing seeing and mixing the different sources: TV production feed, presentation camera, data flow, graphics, 
presentations, sponsors, etc., 

‐ Audio and video connection with TV production, 

‐ Communication system (intercom) between all the members of the presentation team as well as the race 
management, the competition jury and the TV production and 

‐ A crew of expert producer, announcer, audio-visual directors and technicians. 

The techniques and technologies used in the presentation of the event are constantly evolving. 

It is essential that the presentation team of the event, especially the presentation producer, have adequate level of 

experience and knowledge which are adaptable and constantly updated. 
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3. BUILD YOUR PRODUCTION TEAM 

Time, money and commitment must be allocated to ensure that a Sport Presentation plan is appropriately put in place. 

The size of the Sport Presentation production team depends on 3 different factors: 

‐ the budget of your event, 

‐ the time and commitment you can invest in the management of the team, 

‐ the size and scope of your event. 

‐ 
 

 
 

 

 
 

For example, at a modest event, often a good announcer who is able to handle with music is good enough to run the 
production alongside with an effective audio system. 

On the opposite, at a World Championship and/or Olympic Games, a larger production team needs to be set up as the 
expectations, the workload, the technology, the scope of the event, the pressure and the presentation program are 
bigger. 

 
 

L. The Producer 
 

The producer is a competent person with the necessary professional skills from an 
event, show or television production background. He/she should be appointed to 
work alongside the competition manager. He/she must be able to combine excellent 
editorial, technical and team management skills. The producer knows the sport of 
taekwondo he produces. He/she builds a Sport Presentation program around the 
competition schedule in a way that compliments and enhances it. He/she is able to 
work under extreme pressure and tight deadlines, while keeping alert, calm and 
clear. 

It is essential that the producer is integrated into the organizing team of the event at 

an early stage so the OC can take into account the presentation guidelines, balance 

It is normal for event organizers to hire specialized professionals or even production companies 
to fulfil highly specialized functions. 
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the human, material and financial resources before producing the presentation plan of the event called script or run up. 

His missions are: 

 Preparation (before the event) 

‐ determines the human and material needs and fixes the organizational chart within the LOC, 

‐ writes the running order (play by play) taking into account the means at his disposal, 

‐ sets the choreography for walk in/out and ceremonies according to rules and customs, 

‐ supervises the pre-production of the audio-visual contents he needs to build his program, 

‐ communicates to his team his expectations and orientations, 

‐ distributes and explains time tables, schedules and running orders to his team, 

‐ organizes the shifts, meals and accommodation. 
 

 Production (during the event) 

‐ coordinates and directs the production in accordance with the running order, 

‐ leads his teammates through the production, 

‐ decides in the event of unforeseen occasions (breakdowns, cuts, program changes ...). 
 

The producer should be an expert in Taekwondo. He/she is a pivotal point of communication between all other “actors” 
of the event: athletes, LOC, officials, technical staff, etc. He/she is the conductor, orchestrating all movements during 
the competition. The crowd must see all movements as “produced”. This includes movements of athletes and technical 
personnel on and off the court. The producer must know exactly what will happen and when. This will be rehearsed 
during the technical and dress rehearsal. 

 
 

M. Announcers 
 

Announcers and presenters are two different types of speakers in the event presentation team. 

They both are key figures and play vital roles in getting the crowd involved and at the same time creating an energetic 
and party-like atmosphere. They should have a good knowledge of taekwondo and be able to provide the audience 
with key information about athletes and their strategies being used as the match progresses in both the local language 
and in English for foreign spectators and athletes in order to build a sense of expectation and excitement. 

The announcers are the bridge between the action and the spectators and must be enthusiastic and committed to what 
they are doing. They must be entertaining, using their personal style and presentation technique to convey the 
excitement of the competition to the crowd. The announcers must at all times remain neutral in all circumstances. 

They must always remember that the crowd is there to watch world class Taekwondo and it is their job to enhance that 
experience. The better this job is performed, the longer the spectators remain in the venue. This is particularly 
important for televised events when the broadcaster requires fully packed venues during periods of transmission. 

During the preliminary rounds the announcers can operate a shift system to give their voices an opportunity to rest. 

Then, both announcers could be used during the final contests. 

 
 

N. Presenter 
 

LOC should also consider engaging an on-camera presenter who acts as an anchor for the coverage to the screen. 

This person should have experience working in live television, of working with floor management and receiving ‘live’ 
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instructions. This Presenter is then able to relieve pressure 
from the announcer, interact with the announcers, pump up 
and put the crowd on his feet and, with the use of a wireless 
camera and microphone, present items from the stands, back 
of house areas, training room, etc. giving spectators a unique 
insight into the sport of taekwondo. 

Both announcers and presenters must be able to animate the 
crowd, particularly during dead time, by feeding them with 
interesting and entertaining information, such as anecdotes 
about taekwondo and the participating athletes. At the same time, they should be able to focus their attention and 

commentate on the courtside activities. 

 
 

O. Floor Manager 
 

An experienced floor manager is an essential member of the Sport Presentation team. 

The floor manager is the “hands” of the producer and should have a background in event or television production. 

He/she follows the instructions from the Sport Presentation Producer over the wireless communications (intercoms) 
system. The floor manager cues and manages all the activities that happen on the field of play: 

‐ follows the presentation program, in constant dialogue with the producer and if required in close relationship 
with the TV broadcast floor manager. 

‐ guides the presenter in the production program, 

‐ organizes athletes walk in and out, athletes’ presentations and interviews, podium presentations, 

The floor manager is required by law in many countries as they also ensure that all activities adhere to local Health 
and Safety restrictions. 

 
 

P. The Video Director 
 

The Video Director is responsible for mixing the presentation and information images for the video screens in 
accordance with the script of the event and under the direction of the producer. He/she mixes and distributes the video 
sources: 

‐ clips and videos, 

‐ slides and still pictures, 

‐ Interactive modules (question, jargons of taekwondo, social media, ...), 

‐ explanatory animated modules (rules of taekwondo, time to follow, ...), 

‐ live TV production program footage, 

‐ dedicated Sport Presentation cameras and feeds. 
 
 

Q. Audio Director, Music Director / DJ 
 

The Audio Director is responsible for broadcasting audio in the venue in accordance with the script of the event and 

under the direction of the producer. He/she realizes the audio program by mixing: 

‐ microphone sources: voices of commentators, presenters and interviewees, 
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‐ music sources: 

▪ music, music stings and sound effects, 

▪ audio skins, messages and audio recordings, 

▪ national anthems 

‐ audio signal from the TV feed and/or a video tape, 
 

The Music Director / DJ is in charge of the preparation for the appropriate music and, alongside the producer, prepare 
some dressings (stings, skins, interstices) of the competition. 

During the live, the music director must be able to feel the mood of the audience in order to adapt the choice of music 
to the moment. A good music director / DJ plays the appropriate music at the right time and adapts and prepare 
beforehand the music to the atmosphere in the venue. 

With the evolution of the technology, it may be possible for a member of the production crew (i.e. the audio director or 
the producer or an announcer) to second or replace the Musical Director / DJ, thus improving the coordination between 
these functions. 

 
 

R. The Scoreboard Operator 
 

Scoring is an essential part of understanding competition and its issues. The operator of the scoreboard is in charge of 
presenting the information on the alphanumeric instrument panel under the direction of the producer. The scoreboard 
operator is normally under control of sport operation team who manages field of play operations. 

 

 
 
 

S. Presentation Camera Operators 
 

The Camera Operators of the presentation team are responsible for field shots under the direction of the field 
coordinator / floor manager. 

The images are internal to the presentation and they are broadcasted at the competition venue. 

A dedicated Sport Presentation camera: 

‐ provides additional shots of the audience, backstage, training rooms and athletes’ preparation area, 

‐ helps to fully include the audience as an active part of the event by strengthening the links between athletes and 
spectators. 

When a sport presentation camera is used at an event, the LOC should not forget that the operation of this camera 
requires: 
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‐ a camera operator, 

‐ a presenter who faces the camera and presents the show, 

‐ a floor manager that will guide the filming crew on the field of play, 

‐ an assistant (depending on the venue) who helps the persons above. 

If the crew can roam in the venue, the LOC must take into consideration having a RF (wireless) camera even if a RF 

cam is most expensive than a wired camera. RF Camera might also require a RF technician on site. 
 

 
 
 

T. Ceremony Manager 
 

The person in charge of the ceremonies, the Ceremony Manager follows the instructions from the Sport Presentation 

Producer. If necessary, he/she must be in close connection with the production of the direct TV. 

The ceremony manager is responsible for: 
 

‐ filling in the ceremonial script drawn up by the producer -at the latest at the end of the competition- by providing 
the names: 

▪ of the athletes concerned, 

▪ and the names of the personalities rewarding the podium concerned, 

‐ checking the presence of athletes, personalities, flowers, trophies and medals, 

‐ directing the ceremonial presentation team by relaying the orders of the producer: hostesses, personalities, 
flags, athletes, ... 

‐ following the producer's orders in accordance with the established script and choreography. 
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4. CREATE YOUR OWN PRODUCTION CONTENT 
 
 

U. Announcements / Commentaries 
 

This could be odd but a voice is a part of the content of the event. 

Inside the venue, the announcer gives specific vocal information to the attendance. By his vocal presence, personal 
style and tone, he catches the spectators’ attention. Often called “the voice of god”, spectators hardly identify who and 

where is the announcer. 

His/her announcements can be of different types, classified in fields such as: 

‐ housekeeping announcements (including Health and Security), 

‐ competitions announcements: program of the competition, sessions and breaks, etc., 

‐ announcements of the in venues activities such as food and beverage concessions, 

‐ presentation of all the athlete entries and results with scores, 

‐ introduction of sponsors and partners, 

‐ Medal ceremonies and other ceremonies. 
 

Announcements must be consistently short and precise. Words must be appropriate and specifically chosen. If the 
announcer doesn’t know something, then he doesn’t say something! The announcer must keep in mind that the 
audience shall not be flooded with constant information as other visual information and sensitive emotions already 
catch their attention in the venue. 

In order to be very accurate and have the bigger impact, all the announcements must be scripted in advance by the 
production. This happens particularly when the announcements must be synchronized with video, music or when the 
announcements must be made in a certain amount of time, known and scripted in advance. The announcer must also 
read the script in advance and know what he/she will say/announce. 

The announcer can have his/her own notes made of his/her own words in order to be more comfortable when pressure 
rises. 

Example of pre-scripted official announcements: 
 
 

# 
 

HOUSEKEEPING MESSAGES 
 
 

0 

 
 

0 

 
 

0 

 
 

 
0 

 
 
 

0 

 
 

Also, the announcer must ensure that he/she masters the correct pronunciation of athletes and officials. 

In some cases, the event requires several announcers, especially in the case of several languages (please try to limit 
the language to host country and English). The announcers must be coordinated and must share the stage. 

  TIME DUR. 
ACTION / 

AREA 
FR / EN ANNOUNCERS 

DJ/AUDIO
> PA 

CAMERA V'BOARD S'BOARD 
PISTES 
LGTN' 

LIGHTING NOTES 

 
 
 

00:00:30 

 
 

00:00:00 

 
House 

Keeping 

> HOUSEKEEPING / Non smoking 
> Ladies and gentlemen smoking is not permitted 

anywhere inside this venue. Please use the designated 
areas outside the venue. 

 
Instru music 
Ann. On mic

 
1: SPP Cam
on F.Talent

 
 

SPP Feed 

 
1 - Hoosekeeping / 

Smoking 

 
 

All ON 

 
Theatrical 

Lgtn' 

ANN. 
message is on

scoreboard

 
 
 

00:00:30 

 
 

00:00:30 

 
House 

Keeping 

> HOUSEKEEPING / Spectator Belongings 
> Please take your bag and any rubbish with you when 
you leave, or put your rubbish in the correctly coloured 

bin. Thank you for your assistance. 

 
Instru music 
Ann. On mic

 
1: SPP Cam
on F.Talent

 
 

SPP Feed 

 
2 - Housekeeping / 

Spectator Belongings 

 
 

All ON 

 
Theatrical 

Lgtn' 

ANN. 
message is on

scoreboard

 
 
 

00:00:30 

 
 

00:00:30 

 
House 

Keeping 

> HOUSEKEEPING / Mobile phone 
> Ladies and gentlemen, please ensure that all mobile 

phones and similar devices are turned off or set to silent 
during the competition. 

 
Instru music 
Ann. On mic

 
1: SPP Cam
on F.Talent

 
 

SPP Feed 

 
3 - Hoosekeeping / 

Mobile phones 

 
 

All ON 

 
Theatrical 

Lgtn' 

ANN. 
message is on

scoreboard

 
 
 

00:00:30 

 
 

00:00:30 

 
 

House 
Keeping 

> HOUSEKEEPING / Shop closing 
> Please be aware that the spectator zones close 15 

minutes before the end of competition. Make sure you visit
the London 2012 Shop to buy your souvenir before then.

 
 

Instru music 
Ann. On mic

 
 

1: SPP Cam
on F.Talent

 
 

SPP Feed 

 
 

4- Hoosekeeping / 
Shop closing 

 
 

All ON 

 
 

Theatrical 
Lgtn' 

 
ANN. 

message is on
scoreboard

 
 
 

00:00:30 

 
 

00:00:30 

 
 

House 
Keeping 

> HOUSEKEEPING / End of session - exit 
> After you’ve left the arena, please turn right to exit the 

venue. For services to central London, please go to Prince
Regent DLR station. For services to Stratford, go to 

Pontoon Dock DLR station

 
 

Instru music 
Ann. On mic

 
 

1: SPP Cam
on F.Talent

 
 

SPP Feed 

 
 

5 - Hoosekeeping / 
End of session - exit 

 
 

All ON 

 
 

Theatrical 
Lgtn' 

 
ANN. 

message is on
scoreboard
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In taekwondo, announcers do not make live sport commentary over the speakers (P.A.) when contests take place on 
the mats. 

That said, in order to deliver the best experience to the audience, wireless (RF) in-ear type earpieces can be at the 
spectator’s disposal (or sold?) in order to deliver live commentary through this audio device without sending the 
commentaries over the venue’s sound system. In that case, announcers must have excellent taekwondo knowledge 
and analysis as well as a good communication style. Expert Taekwondo commentators can be hired to bring high 
caliber expertise to the earpiece program. 

At last, announcers must bear in mind that the presentation is not all about them! They have to share the stage with 

audio, video, presenters, performers and entertainment. They should never forget that our athletes are above all. 

 
 

V. Presentation 
 

A second type of in-venue vocal information is performed by the presenter. It is mandatory that the presenter is seen 
on the video screen(s). This means, as we have seen before, that the presenter’s job is linked to a dedicated Sport 
Presentation camera and operator that follows and films the presenter. Then the presenter is mobile in the venue and 
can be in the seats, on the field of play, backstage, etc. Once the spectators can identify the presenter his/her tasks 
are: 

‐ to greet and welcome the crowd, 

‐ to present the event and immerge the audience into the atmosphere, 

‐ to introduce video tapes and make links between different sequences of the program, 

‐ to present artists and performers and 

‐  to direct interviews of athletes and attendees. 

Presenter’s segments are planned and programed in advance, scripted in the running order. 
 
 

W. Introducing Athletes and Officials 
 

The start of a session and obviously, the start of a contest is one of the most exciting parts of the event. Before the 
athletes and officials are introduced (and even before they walk in) the crowd's attention must be focused on the field 
of play. The production must carefully plan the action that builds up to this critical moment before the action begins. 

A protocol for the announcement of contestants and officials must be established in accordance with the choreography 

of the walk in and the TV production. This protocol then includes music, visual effects and lighting. 

Artists, performers, dancers and musicians can be used to create a staged entrance for the athlete. This puts the 

athletes at the centre of the production, under the limelight and gives them their ‘rock star’ moment. 

When introducing the athletes and officials, production and announcers should care that names are properly spelled 

and correspond to TV graphics, scoreboards, etc. 

 
 

X. Audio & Music 
 

The musical atmosphere is an integral part of the Sport Presentation. 

Music is a vital ingredient in setting the mood and animating the audience. Music generates emotions. It can be used 
to mark the upcoming action, suspense and drama, excitement and celebration. When music is accurately selected 
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and precisely played at the right time, they have the strong power to generate emotions. Emotion is the strongest 
feeling and souvenir that a spectator can keep from an event. 

The Sport Presentation plan and the music director must take this element into consideration. 

A music library should be compiled prior to the competition and arranged in categories (spectators’ ingress, ‘walk in’, 
‘tension’, ‘energize’, ‘winner’s celebration’, ‘chill out’, etc.). In Taekwondo, pre-made audio stings of 1 minute long can 
be prepared. They will be used during the contest’s minute break. In this case, two types of emotions emerge from the 

action: 

‐ suspense/drama when scores are levelled or tight, 

‐ domination/energy when an athlete shows a comfortable advantage over his/her opponent. 

The purpose of music and sound effects serves the Sport Presentation to 

‐ raise the atmosphere in the venue, 

‐ create and underline a special atmosphere (i.e. before a contest or a victory ceremony), 

‐ maintain a level of intensity at times of lesser interest (i.e. immediately after a contest or before a victory 
ceremony), 

‐ enhance the atmosphere (rhythmic beat or drums during a contest) and 

‐ create emotions on the spectators faces. 
 

Ideally, the Sport  Presentation production should be a balance between continuous music, low  level music or 
background music and musical highlight used to introduce an event or wake (catch, hook) the audience. In any case, 
no music or 'stings' are to be played during inappropriate moments of the contest: especially when the contest is on 
and when the contestants fight. 

The type of music and songs used should be planned in advance. Ideas can be obtained by asking the top athletes for 
the music they like the most or based on the playlist of the radios in order to stick to the tastes of the moment. 

Music can also take into account the tradition of the host country in order to avoid hearing the same tunes in different 
part of the world. 

Music can also be made of mixes or pre-made jingles, stings and music effects to highlight certain instants of the event: 
presentation program opening, announcement of a contest, walk in, winner’s celebration, competition minute break, 
medical break, etc. 

The LOC must ensure that the songs selected and ‘stings’ are cleared with the record company and music publisher 
and rights, suitable and without offensive lyrics. Music can be played at the venue after obtaining the necessary 
permissions from the LOC and host country. 

It is the LOC’s responsibility for obtaining license or equivalent agreement for music use within the venue. This will also 
clear the music for ‘background’ use for broadcast. If the LOC wishes to give the broadcaster a clean feed of the audio, 
then all music will need to be cleared with rights holders and fees paid to the relevant bodies. 

Any music that is used in video tapes for playout within the venue will also require a license (synchronization licence). 
 
 

Y. Interviews & Flash interviews 
 

Interview is a big asset to the event. It highlights the interviewees and generates inspiration, passion and admiration of 
the audience with the great advantage of filling dead time and time out. However, interviews are mainly conducted by 
an on-camera presenter. 
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An interview must be short and be even if it presents many questions, it 
must be focused on one idea. For example: 

‐ Geography: where do you come from? Is it your first time visiting 
the country? Have you visited the region yet? 

‐ Cheering: who are you cheering for? Who is your preferred 
athlete? Could you show us how much noise you can make? 

‐ Family: I see you are with kids, can I talk to them, do they like 
taekwondo? Do you practice taekwondo? Can you show us some 
great moves? 

‐ etc. 

A ‘Flash Interview’ is a short interview of an athlete, usually performed 
straight at the end of a medal contest and before ceremony commences. 
This interview can be synchronized and broadcasted both for sport 
presentation (in the venue) and TV (international feed) purposes. (we 
talk about unilateral interview). 

Flash interview lasts about 60 to 90 seconds and is made of 3 to 4 quick 

questions and answers, in English, in order to be understood from a large audience. 

In the event of flash interview, technology set up must be prepared in advance regarding audio and visual feeds that 
must be both connected to the Sport Presentation audio and video mixing consoles. The background must be properly 
chosen (usually a backdrop made of sponsors’ logo) and questions prepared in advance (picture above). 

 
 

Z. Entertainment & live performance 
 

Entertainment and live performance regroup all kinds of other animations such as dance groups, music bands, 
mascots, jugglers, singers, magicians, cheer leaders, etc. that the Sport Presentation production uses to mingle with 
the crowd and retain spectator attention and interests. A well-planned high quality of entertainment generates bigger 
crowds and has the ability to raise the event to a truly magical way. 

Entertainment can be used throughout a session, from athlete entries to time-outs. The performers must have the 

opportunity to rehearse on and off the site. Then, the LOC should consider any additional costs that may be incurred 
by booking them. This may include wardrobe, hair and make-up, art dept costs etc. The LOC must ensure that all 
these costs are covered prior to booking any talent. 

If your broadcast partner agrees to cover and transmit this entertainment you may also be able to bring in world class 

entertainers for world class sessions. 
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AA. Technical rehearsals and Dress rehearsal 
 

In order to bring all of the elements of Sport Presentation together in a professional and orchestrated way it is vital to 
allow for rehearsals involving the whole Sport Presentation team to be included within the tournament schedule. 

There are three different types of rehearsals: 

‐ the technical rehearsal: once the running order 
has been completed by the producer a ‘walk- 
through / technical’ rehearsal can be carried 
out by the Sport Presentation production crew. 
This is when the content is tested and played 
for the first time, technical  equipment is 
checked, elements are timed, routes and 
entrances are walked through and planned, 

‐ the dress rehearsal: once the technical 
rehearsal is completed and the sequences are 
properly set, performers can be brought in for 
a  full-dress  rehearsal.  The  dress  rehearsal 
involves all of the Sport Presentation team and the sport technical officials and volunteers (or OC staff) that play 
the athletes’ role, 

‐ a final rehearsal involving the Host Broadcaster –called TV rehearsal- can be achieved in order to make sure 
that everyone knows one’s role. Ceremonies are rehearsed at this time so the TV production can have a clear 
view on the choreography and confirm the camera positions. 

During the rehearsal, last minute issues are identified and solved and all the expectations are met. 
 
 

BB. Information and Research 
 

Athletes are the most important and they must be presented as ‘stars’. The announcers should be equipped with 
athlete information, bios, statistics and numbers. They must be organized to instantly access to any information 
regarding any competitor. The announcers can therefore make a major contribution with information and background 
anecdotes to fill dead time. 

The Press Director and the World Taekwondo Communications Director must ensure that the announcers have a good 
supply of background material to educate the crowd, explain the essential rules of taekwondo and the referees’ 
decisions, and thus avoid hostile behavior towards players or referees. 
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Information concerning the tournament, the ceremonies, the history of taekwondo, the event, the competition system, 
the qualification system, the final results, the current contests on the mats and the following ones should be 
communicated to the spectators. At last, the spectators should be explained this simple question: “how is the winner of 
the contest declared?” 

 
 

CC. Graphics and Film (Video Tapes) Production 
 

The content that is played into the screen is an exciting part of the Spot Presentation program. 

This content can be divided into 4 different parts: 

‐ Still pictures or slides: they are the quickest, easiest and cheapest video content to produce. Slides can show 
the daily tournament program, program of the full event, Grand Prix calendar, sponsor logos, appreciation to 
volunteers, etc. 

‐ Video tapes or films: series of films about the host nation, city and local interesting stories or sponsors 
commercial or presentations. Video that tells the story of taekwondo or explains, educates the spectators about 
the sport and the competition. Films from ‘what’s behind the scene’ and athletes in their backstage preparation 
and warming up. A presentation teaser of the event can also be used as a promotional clip or a powerful video 
prior to the introduction of the contests. Played out in the sessions either during the preshow or before the 
athletes’ entrance, video tapes  engage the spectators.  All the video can subsequently be put online for 
ticketholders to download and keep. 

‐ Graphics or animations are more complex and expensive to pre-produce. Mixing original taekwondo tapes with 
3D animations in order to explain and depict the sport is always a big asset to the Sport Presentation program. 
Big screen animation can be used to introduce key moment and should also be created in the look of the 
tournament. These would incorporate for example ‘semi-finals’, ‘finals’, ‘ceremony, etc’. 

‐ Live feed from: 

▪ the dedicated Sport Presentation camera, 

▪ the TV production (host broadcaster). 

It should be taken care when using type in VTs and graphics that they are legible from a distance. Messages should be 
kept as simple as possible to ensure that as many people as possible can understand them. 

 

  

LOC must never assume that the crowd has a complete understanding of the sport. 
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DD. Venue Attendance 
 

The LOC of the event should do its best to ensure that there are the less empty seats in the venue. Before a televised 
match, the LOC should do his/her best to position the spectators so that the stands most captured by the main TV 
cameras are full. 

This means the LOC should have an action plan with all front-of-house staff in order to gather the spectators in this 

camera covered seats. 
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5. CHOOSE YOUR APPROPRIATE TECHNICAL EQUIPMENT 

Technology used in presentation is constantly evolving and improving. It is vital that the presentation team and the 
producer are experienced and up to date. The technology must be seen as a formidable tool to empower the event 
and not as a hurdle to cross. 

World Taekwondo works with an IT manager who deals with LOC for all technical equipment at venue. His involvement 
from early stage with sport presentation is essential. 

 
 

EE. Sound System 
 

The sound system is the basic tool of the presentation. It must primarily cover the spectator areas with sufficient sound 
pressure. Depending on the type of event, athlete areas may not be soundproofed. 

A good, well-tuned sound system for both the announcer's commentary and the music is extremely important to ensure 
the Sport Presentation‘s success. 

The choice of the location of the sound speakers should be made according to: 

‐ the specificities of the venue (spectator seats, rigging access, location of ceremonies, etc.), 

‐ the specificities of the sport and 

‐ the recommendations of the TV production (cameras and audio sockets). 

The sound system is positioned inside the venue in a way that does not interfere with the spectators' view or 
enjoyment of the event. 

The PA should incorporate zoning into its design. This will enable the sound operator to control the level of sound that 
is played out over the positions that the broadcast commentators are seated in. 

There are two methods of sound diffusion: 

‐ Multicast, a number of speakers are aligned at regular intervals to broadcast the sound signal. 

‐ The line array, a linear acoustic speaker network, allows multiplying the sound level from a single point of 
diffusion. 

The current sound systems are software managed. During the conception of the production, this allows visualizing via 
laptop the level of sound pressure inside specific zones of the venue in order to predict if all seats are well covered. 
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FF. Video board 
 

Color video boards are used to broadcast images: 

‐ produced by TV production, 

‐ filmed by the Sport Presentation cameras, 

‐ videos of partners and sponsors, 

‐ video tapes of the event, 

‐ slides (still pictures) graphics, 

‐ entertainment activities, such as noise contests, mascot songs, countdown until the start of a contest, time-outs, 
competition schedule and any other relevant information. 

Current technologies allow installing any type of giant screen surface, from 6 to more than 200m², on truck or on 
scaffolding structure. 

If multiple screens are in use, all giant screens must show the same image. 

The video board is mandatory when there is a TV production at the event. The video board can help to entertain the 
onsite spectators and to increase sponsor exposure. 

 
 

GG. Audio sources and mixing 
 

The choice of high quality audio sources is essential. Amongst them: 

‐ DJ’s mixing desk, 

‐ microphones and roaming FM microphones and 

‐ mixing console (analogic or digital). 

DJ can mix from a CDJ desk but music stings and musical 
effects need an audio sampler to ensure the music director can 
have an instant access to those elements. 

RF microphones should also be used to enable announcers 
and presenter to move around the crowd interviewing fans and 
conducting interviews on the field of play. Where radio 
microphones are in use, the LOC should ensure that they are 
provided with the frequencies of all radio equipment being used 
on site and also that frequency rights are covered by the LOC. 

The choice of the mixing console depends on the knowledge of the Audio Director. Digital mixing consoles gather a 

maximum of technology in a minimum space. What will guide the choice is the number of input and output required by 
the Sport Production. 

Inputs could be: 

‐ microphones, 

‐ DJ desk, 

‐ audio sampler, 

‐ audio feed from TV, 

‐ audio feed from Sport Presentation audio mixer and 

‐ audio feed from Sport Presentation camera (if not routed into the mixer). 
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Outputs could be: 

‐ P.A. zones, 

‐ sport Presentation In-Ear Monitor (IEM), 

‐ DJ’s PFL (pre-listening) and 

‐ TV Broadcaster. 
 
 

HH. Scoreboard 
 

Up to a recent time, scoreboards were alphabetical boards 
before being LED characters. Nowadays, scoreboards are high 
resolution TV monitors or LED video boards. 

A scoreboard can be used to present information about 
athletes, match scores, etc. but now can also be used to show 
videos, advertisements of the international and local partners 
and add-ons to large screens. 

The alphanumeric scoreboard of scores is used to provide 

written information: 

‐ starting lists and upcoming rounds 

‐ World rankings 

‐ results of the contest / results of the day / medal standings 

The commentators must pay particular attention to the information displayed on these tables and not focus solely on 
the action in the stadium or on the images of the giant screens. 

Care should be taken that the display of information does not take place at a time when it would detract attention from 

a competition. 

The information must remain on the scoreboard long enough to be read completely, without exceeding a reasonable 

time. Precautions must be taken to ensure that information is not displayed at a time when attention is diverted from a 
major event. 

 
 

II. The production technical tables 
 

This space is dedicated and reserved to the production of the presentation. Technical tables must have a direct view of 
the entire mats and must be sufficient to receive: 

‐ the entire production crew: Producer, Commentators, Audio Team and Video Team, 

‐ the audio-visual equipment: audio and video mixing consoles, DJ’s desk, production laptops, microphones racks, 
TV monitors and intercoms. 

The production crew requires internet access for researches, bios of runners and confirmation of information. 
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JJ. Communication / Intercom 
 

It is essential that everyone understands the role and responsibility of the producer. A system of radio (wireless) 
communications should be used to enable to the presenters and entertainers to roam as far as possible into the crowd. 
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1. STEP 1 - AUDIO 

The first -and probably the easiest- step to reach regarding Sport Presentation is to build a good audio program. Here 

you will read all the key information to secure your first steps and develop confident moves. 

As you have read above, you are planning a production so you will have to balance and deliver those 3 domains: 

‐ Build your production team 

‐ Create your production content 

‐ Choose the appropriate technical equipment 
 
 

KK. Build your audio production team 
 

Let’s build a cost effective but efficient audio production team. 

At first, you need: 

‐ 1 announcer 

‐ 1 audio and music director 

‐ Audio technicians from the audio company that sets up the sound system in your venue. 

Before hiring them, communicate with them and tell them what your project is (the destination) and how you want them 
to accomplish the work (the route). As the LOC, you should provide: 

‐ the announcer: 

▪ quick facts and stories about your event (numbers, athletes to watch, 

▪ entry list as soon as available (so the announcer can start building the bios of the athletes), 

▪ scripted information about your sponsors and partners so he/she is comfortable speaking about them, 

▪ scripts and running orders of the important part of the presentation so he/she can read them in advance, 

▪ list of audio equipment that will be installed on site (handheld or headset microphone, IEM, mixing table, 
etc.), 

▪ resources at his/her for his/her researches (media releases, stats from scoring, internet connexion, etc.), 

▪ organization of accommodation and meal at the event, 

▪ parking lot, if required. 

‐ the audio and music director: 

▪ the equipment he/she needs (in the event the audio and music director is not from the audio company) 

▪ the contact of the audio company so they can get in touch to determine the cables connections and other 
technical specs they have to coordinate. They need as well to discuss the type of equipment that will be 
installed, 

▪ the style of music / playlist you want to be played during your event, 

▪ the list of audio elements (music and ‘stings’) he/she needs to build and when he will have to play them: 
read ‘Create your production content” below. 

‐ the audio company: 

▪ what zones in the venue you want to cover: spectator seats, media seats, field of play, ceremonies, 
backstage? 
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▪ drawings of the cables routes (cables can’t run over the competition mats!), 

▪ lay out of the venue when fully loaded in at competition time, 

▪ exchange your point of view on the organization of the production tech table: what space for the 

▪ ask about the sound pressure in the seats. How many dB and where? Keep in mind that the sound should 
accompany the noise made by your spectators: 70dBs is too weak. More than 105 becomes very loud and 
hot!    A good crow can reach 115-120dBs!!! 

▪ the details schedules, times and deadlines for the rig in and out. 
 
 
 

If you are comfortable with your budget, you can develop your team and hire: 

1) an audio director separately to the music director (or vice-versa) 

2) a second announcer in order to build a powerful team in 2 languages 
 
 

LL. Create your production content 
 

Here, we focus on the musical content: musical playlist, music, audio stings, pre-made jingles and musical effects. 

Music should go with what happen inside the venue and more precisely the action on the mats. 

In taekwondo, we have identified moments where the music can catch the audience’s attention, showcase the 
performance of the athletes and reveal the intensity and/or drama of the sport. 

The following tree shows how we come to identify key musical moments at a Taekwondo event. 
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Each musical effect has a start and an end. The moment the music must be played is often timed at the second. 

The tab below shows what to play, when to play, when to stop and comment on the atmosphere set by the music. 

WHEN STARTS ENDS COMMENT 

 
PRE-SHOW 

 
When doors open 

15 min before the first 
contest of the session 

Soft / Chill out music at 
mid-level 

 
HARD SHOW 

15 min before the first 
contest of the session 

Before the 1st athlete walk 
in 

Energy and dancing music 
at good level 

 
ATHLETE ENTRIES 

 
At the 1st athlete walk in 

When athletes are on the 
mat 

Energy and dancing music 
at good level 

 
COMPETITION BREAKS 

When a break during a 
contest 

When athletes are ready 
for action 

Must reflect the action: 
drama, domination, 

tension, intensity, etc. 

WINNER’S CELEBRATION 
(only when final rounds, 
with one mat available) 

When an athlete wins a 
contest 

When the athlete ends its 
celebration 

Must be the climax of the 
event at the end of the 

gold medal match 

PODIUM BUILD UP 
Straight at the end of the 

winner’s celebration 
When ceremony music is 

played 
Solemn and celebration 

COMPETITION WRAP UP At the end of the ceremony When venue is empty 
Emotional, chill out, cool 

down, etc. 
 

Now you have identified what strong moment you have to highlight with the music, you can assign the music into your 
musical plan. 

Below is the musical plan played at the taekwondo during the London 2012 Olympic Games. 
 

Taekwondo  Musical  Plan  -  London  2012 
ACTION MUSIC LINK 

Doors 
open 

Pre-made playlists  

Minus 
30min 

As  per  running  order  

Interviews 
&  links 

Instrumentals  

Mascot 
appearance 

Mascot  song  

 
 
 
 
 

Athlete 
entry 

THE  CLASH  -  london  calling https://www.youtube.com/watch?v=4vHvzybkqfo 

DAVID  GUETTA -  little  bad  girl  (instrumental) http://www.youtube.com/watch?v=fbafd6UV3w4 

ONLY  ONE  NIGHT  -  say  you  don't  want  it https://www.youtube.com/watch?v=wF1WzzrLmpk 

NERO  -  you  and  me http://www.youtube.com/watch?v=bE47er6qnqg 

NERO  -  guilt http://www.youtube.com/watch?v=r1ATFedwjnk 

SKRILLEX  -  bangarang https://youtu.be/YJVmu6yttiw?list=RDYJVmu6yttiw 

Preliminary 
athlete celebration 

MUSE  -  feeling  good http://www.youtube.com/watch?v=CmwRQqJsegw 
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Bronze medal 
walk in 

DAFT  PUNK  –  aerodynamic http://www.youtube.com/watch?v=L93-7vRfxNs 

Bronze medallist 
celebration 

 
TAIO  CRUZ  -  higher 

 
http://www.youtube.com/watch?v=KRBS5WZMdik 

Gold medal 
walk in 

 
SWEDISH  HOUSE  MAFIA –  one  (extended) 

 
http://www.youtube.com/watch?v=dg7XO1zgJHA 

Olympic champion 
celebration 

 
TINIE  TEMPAH  –  written  in  the  stars 

 
http://www.youtube.com/watch?v=cMg5cQd5f50 

Podium 
build  up 

 
STUART  PRICE  -  languages 

 

Medal 
ceremony 

 
CHARIOTS  OF  FIRE 

 
https://www.youtube.com/watch?v=KwRSOZJBKg0 

 
 

Exit 
(venue egress) 

 
FLORENCE  AND  THE  MACHINE  -  spectrum 

 
https://www.youtube.com/watch?v=iC-_lVzdiFE 

THE  SMITHS  -  there  is  a  light  that  never  g 
oes  out 

 
https://www.youtube.com/watch?v=y9Gf-f_hWpU 

 
 

MM. Choose the appropriate technical equipment 
 

The choice of the audio technical equipment is essential. A smooth, non-aggressive, well balanced and comfortable 
sound is a great advantage to your event. 

Audio technology is divided into 3 parts: 
 

‐ Audio sources: microphones (wired and radio frequency), laptops including broadcasting software, DJ’s mixing 
console, audio feeds from video and TV production, 

‐ Audio mixing: the audio mixing console is the electronic device used for combining (also called "mixing"), 
routing, and changing the volume level, timbre (tone colour) and/or dynamics of the different audio signals and 

‐ The sound system made of the amplifiers and the speakers that broadcast the audio program in the venue. 

The role of the producer is to take into account all the needs in terms of audio inputs and outputs in order to choose 
the appropriate audio mixing console. 
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Microphones: 

Wireless (or RF, for Radio Frequency) microphones are very common nowadays. They run on batteries and can 
encounter frequency perturbations. This is why a wired microphone is always used as a spare microphone at the 
technical tables. 

Also, be aware that due to their types of capsules, microphones are all different and you should ask your Audio 

Company what type of microphone suits the best your needs. 

For example, if your presenter is in the stands in the middle of a very noisy crowd it is recommended to choose a 

cardioid capsule to avoid capturing too much of the background noise. 

DJing console: 

The mixing console (or CDJ) used by the music director or DJ is a choice of the music director or the DJ. Often the 
music director possesses his equipment and brings it at the event. 

Laptop with broadcasting software: 

Good piece of audio software is available on the market. They allow to play ‘on demand’ audio skins, stings and effects. 
They are all very easy to set up and use, at the same time very intuitive and practical. On some of them you can set 
keyboard shortcuts. Some are tactile and very convenient due to the fact that the music plays as you touch the screen. 

To name a few of them: 

‐ Soundboard, only for Macs & I-pads (49USD) 

▪ http://www.ambrosiasw.com/utilities/soundboard-mac/ 

‐ Acoustic Live Audio Player, only for PCs (49€) 

▪ Please contact: production@sevessand.com 

‐ Audio cards, freeware, in French 

▪ https://www.sonelec-musique.com/logiciels_freewares_audiocards.html 

Audio mixing console, amplifiers and speakers: 

Often venues are well equipped. Some of them might request some additional sound cabinets, especially if you like to 
add sound in some areas such athlete’s waiting zone or ceremonies. 

Your partner audio company is the best advisor you have on the choice of the best audio equipment. The more 
precisely you communicate your project and ideas, the more efficient the result will be. 
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7. STEP 2 - PREPARATION OF THE PRODUCTION, SCRIPTS AND RUNNING 
ORDERS 

 
 

NN. Preparation of the production 
 

It is always a mistake to think that a good Sport Presentation can be conceived at the last minute or, as is too often the 
case, simply on the day of the event itself! 

A successful event presentation implies precision in the coordination of a complex set of elements that can only be 
achieved with the care of detailed planning and meticulous preparation. 

Sport Presentation is like an iceberg. What you see at the event is 30% of it. What you can’t see, the preparation takes 
70% of the project. 

 
 

OO. Project planning 
 

The following steps are the normal steps in the preparation of the Sport Presentation: 

‐ Before the event: 

▪ the LOC hires an experienced person responsible for the production of the presentation of the event: the 
producer, 

▪ the Producer selects his team members in order to produce the technical nomenclature of the audio-visual 
equipment required, 

▪ under the direction of the Producer, the presentation team develops its presentation plan, 

▪ the Producer explains his plans and actions to coordinate their work to the Event Director, Sport Director 
and the TV Producer, 

▪ when the production plan is shared and approved, the Producer finalizes the presentation plan (including, 
music, video, lighting, effects), running orders and scripts, 

▪ the presentation team carries out the material tests and conducts the rehearsals. 

‐ During the event: 

▪ the presentation team produces the Sport Presentation program. 

‐ After the event: 

▪ the presentation team provides feedback to the Producer who participates at the debriefing with the LOC. 
 
 

PP. From the competition schedule to the production running order 
 

The Sport Presentation team and the other department and people involved in the event must be able to see and 
understand the concept of Sport Presentation. Everyone at the event must be aware of all the implications and know 
exactly what is expected of them. 

It is very important that the LOC is in charge of the overall responsibility of an event comply with all the elements of the 

presentation plan and cascade the plan to the event departments. 

Without approval and plan control, ineligible events may occur, compromising the expected experience and reducing 

the overall value of the event. 
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‐ Competition schedule: One of the first tool the producer uses to determine his production plan is the competition 
program (below, from Muju 2017 Taekwondo World Championships). The competition program gives the first 
instruction on: 

▪ when the event starts and ends, 

▪ how long last a competition day, 

▪ where are breaks in between sessions, 

▪ when are the medal contests, 

▪ when are the medal/award ceremonies 
 

Date Time Event Location 

6.23 10:00 - 12:00 Weigh-in (W:-46kg M:-54kg) T1 Arena 

 
 
 

6.24 

09:00 - 14:00 Competitions (W:-46kg M:-54kg) T1 Arena 

10:00 - 12:00 Weigh-in (W:-49kg M:-74kg) T1 Arena (Basement Level) 

16:00 - 18:00 Opening Ceremony T1 Arena 

 
 
 
 
 

 
6.25 

09:00 - 12:30 Competitions (W:-49kg M:-74kg) T1 Arena 

10:00 - 12:00 Weigh-in (W:-67kg M:-68kg) T1 Arena (Basement Level) 

12:30 - 14:00 Lunch break  

14:00 - 18:00 Competitions (W:-49kg M:-74kg) T1 Arena 

19:00 - 20:30 Semi-finals and finals (W:-46kg M:-54kg) T1 Arena 

20:40 - 21:00 Awarding Ceremony (W:-46kg M:-54kg) T1 Arena 

6.26 09:00 - 12:30 Competitions (W:-67kg M:-68kg) T1 Arena 

 

At bigger events, organizers can provide a more detailed Daily Competition Action Schedule (or DCAS) as 

below (from London 2012 Olympic Games). 

The presentation plan (script) must be meticulously prepared. 



 

 
 
 
 
 
 
 
 

Time 

Excel Taekwondo Competition 0 8 / 0 8 / 20 12 
 

Activity Descr iption/ TASK Responsible FA esponsible Individu Location FA Inter action 
Star tFinish0 Time Match No: oom Cod 

05:30  Overnight Clean 

05:30  ‐ 03:30    Venue Opens to LOCOG Staff  Venue Management 

05:30  ‐ 03:30  Media Accreditation Zones activated 

06:00  ‐ 03:00 

06:00  ‐ 03:00  Full Arena lighting test for broadcast and audience theatrical lights  SPP/OBS  FOP 

07:00  ‐ 02:00    Sports Press Access to FOP for Rehersalls 

07:45  08:00  ‐ 01:15  FOP Clean and Lockdown  FOP Group Leader  FOP  Access Control to FOP 

07:45  ‐ 01:15  Security on Post  FOP 

07:55  ‐ 01:05  Arena theatrically lit for spectator ingress and OBS unilateral feeds  SPP/OBS  FOP 

08:00  ‐ 01:00 

08:00  ‐ 01:00  Sport Presentation Starts  SPP  SPP  Sport Presentation FOP  Limit non essential 

08:30  ‐ 00:30  Demo team move to Call Room  SPP  Warm‐Up to Call Room 

08:40  09:00  ‐ 00:20  Theatrical lighting for Demonstration team performance  SPP  FOP 

08:40  08:48  ‐ 00:20  TKD Demonstration  SPP  FOP 

08:48  08:55  ‐ 00:12  Clean FOP following Demo 

08:55  ‐ 00:05  Broadbact signal goes live 

08:55  ‐ 00:05  Arena Theatrically lit in preparation for Athlete entry (each match)  SPP 

09:00  00:00  Lighting set to Broadcast levels(each match)  SPP 

09:00  13:00   00:00   Comp  Start of Session One (TK001) 

09:00  09:13    00:00   Comp  ITOs Exit Call room for contest TK W 049 401  1  FOP  Match One 

09:15  09:27    00:15   Comp  ITOs Exit Call room for contest TK M 058 401  2  FOP  Match Two 

09:30  09:42    00:30   Comp  ITOs Exit Call room for contest TK W 049 402  3  FOP  Match Three 

09:45  09:57    00:45   Comp  ITOs Exit Call room for contest TKM058 402  4  FOP  Match Four 

10:00  10:13    01:00   Comp  ITOs Exit Call room for contest TKW049 403  5  FOP  Match Five 

10:15  10:27    01:15   Comp  ITOs Exit Call room for contest TKM058 403  6  FOP  Match Six 

10:30  10:42    01:30   Comp  ITOs Exit Call room for contest TKW049 404  7  FOP  Match Seven 

10:45  10:57    01:45   Comp  ITOs Exit Call room for contest TKM058 404  8  FOP  Match Eight 

11:00  11:13    02:00   Comp  ITOs Exit Call room for contest TKW049 405  9  FOP  Match Nine 

11:15  11:27    02:15   Comp  ITOs Exit Call room for contest TKM058 405  10  FOP  Match Ten 

11:30  11:42    02:30   Comp  ITOs Exit Call room for contest TKW049 406  11  FOP  Match Eleven 

11:45  11:57    02:45   Comp  ITOs Exit Call room for contest TKM058 406  12  FOP  Match Twelve 

12:00  12:13    03:00   Comp  ITOs Exit Call room for contest TKW049 407  13  FOP  Match Thirteen 

12:15  12:27    03:15   Comp  ITOs Exit Call room for contest TKM058 407  14  FOP  Match Fourteen 

12:30  12:42    03:30   Comp  ITOs Exit Call room for contest TKW049 408  15  FOP  Match Fifteen 

12:45  12:57    03:45   Comp  ITOs Exit Call room for contest TKM058 408  16    FOP  Match Sixteen 

12:45  03:45  Spectator Zone access door closes for Session 1    SSV 

13:00  04:00  Spectator Zone access door opens for Session 2 

13:00  End of Session One (TK001) 

13:10   04:10  Sport Presentation / International Brodcast Ends  SPP 

14:00  05:00  Sport Presentation Starts SPP FOP

14:30  05:30  Demo team move to Call Room SPP Warm‐Up Area to Call Room

14:40  05:40  Theatrical lighting for Demonstration team performance SPP FOP

14:40  14:48  05:40  WTF Demonstration SPP FOP

14:48  14:55  05:48  Clean FOP following Demo SSV

14:55  05:55  Arena Theatrically lit in preparation for Athlete entry(each mtach) SPP

14:55  05:55  International Broadcast Live for session 2

15:00  06:00  Lighting set to Broadcast levels(each match) SPP
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Based on that information, the producer starts building the Sport Presentation running order. 

‐ Running order: 

The running order is the master document of any production. It is a tab where a line contains an action and 
columns depict the action. The running order shows: 

▪ when the production starts and end, 

▪ orders related to audio production 

▪ orders related to video production: TV streams, field cameras, partner videos on giant screens, etc. 

▪ orders relating to the scoreboard operations, 

▪ all the other production sequences: official announcements, competition program, start lists and results on 
scoreboards, video screen content and other activities: awards, crowd contests, logistics activities, music, 
announcements, flash interviews, crowd reactions 

 
07:50 > All SPP @ FOP Desk

TAEKWONDO - SESSION #1 08:00 > Gates Open 
08:00 > SPP PGM Commences 

London 2012 Olympic Games 09:00 to 13:00 SESSION #1 

Excel - Thursday 8th August 2012 13:05 to 14:25 > SPP Break
 

# TIME TRT ANNOUNCERS / FLOOR DJ/AUDIO SCOREBOARD LIGHT NOTES 

101 08:25:00 ALL Crew at desk on FOP Put on your Headphones !!! 

102 08:30:00 00:03:10  
music 

low level 
Welcome loop - 6 Welcome PGM - 1 

Light music in loudspeakers, 
logo/ rolling graphics 

 
 
103 

 
 
08:33:10 

 
 
00:01:00 

SPP OPENING WELCOME 
> Ladies & Gentlemen … Welcome ... 

> Announcers presents himself 
> Short expl. on what is London / Excel venue / London prepares 2012 

 
Instru music 
Ann. On mic 

 
 

Welcome loop - 6 

 
 

Welcome PGM - 1 

 
welcome to volunteers 

and staff working on the venue ?

104 08:34:10 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 
 
105 

 
08:34:15 

 
00:00:30 

HOUSEKEEPING / Non smoking 
> Ladies and gentlemen smoking is not permitted anywhere inside this venue. Please 

use the designated areas outside the venue.

Instru music 
Ann. On mic 

 
HouseKeeping -1 

 
Welcome PGM - 1 

Ann. This message is on 
scoreboard 

106 08:34:45 00:03:30 music mid level Welcome loop - 6 Welcome PGM - 1 

 
107 

 
08:38:15 

 
00:00:30 

TIME TO FIRST CONTEST OF THE COMPETITION 
(check official time before) 

> About XX min to the start of the competition

Instru music 
Ann. On mic 

 
Welcome loop - 6 

 
Welcome PGM - 1  

108 08:38:45 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 
 
 

109 

 
 

08:38:50 

 
 

00:01:00 

COMPETITION'S SCHEDULE 
> Tease and explain … 

> Session#1 from 9am to 1pm 
> Session#2 from 3pm to 6pm 

> Session#3 from 8pm to 11pm 

 
 

Instru music 
Ann. On mic 

 
 

Session's Schedule - 9

 
 

Welcome PGM - 1 

 
 

Ann. This message is on 
scoreboard 

110 08:39:50 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 

 
111 

 
08:39:55 

 
00:00:30 

HOUSEKEEPING / Mobile phone 
> Ladies and gentlemen please ensure that all mobile phones and similar devices are 

turned off or set to silent during the competition. 

Instru music 
Ann. On mic 

 
HouseKeeping - 3 

 
Welcome PGM - 1 

Ann. This message is on 
scoreboard 

112 08:40:25 00:03:30 music mid level Welcome loop - 6 Welcome PGM - 1 
 
 
 
 
113 

 
 
 
 
08:43:55 

 
 
 
 
00:03:00 

TAEKWONDO'S RULES 
What is the aim of the contest ? 

What are the targets ? 
How to qualified for next round ? 

How many atheltes involved today ? 
Why 2 bronze medals? 
How to won the gold ? 

 
 
 

Instru music 
Ann. On mic 

 
 
 
 

Welcome loop - 6 

 
 
 
 

Welcome PGM - 1 

 

114 08:46:55 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 

115 08:47:00 00:00:30 INTROCUDE DEMO TEAM 
Instru music 
Ann. On mic 

Welcome loop - 6 Welcome PGM - 1  
 
116 

 
08:47:30 

 
00:10:00 

WORLD TAEKWONDO DEMONSTRATION TEAM 
> Ladies and gentlemen please welcome your WTF Taekwondo Demonstration Team 

for 10min of great teakwondo demo 

 
Specific Music 

 
???    

117 08:57:30 00:00:30 APPLAUD DEMO TEAM 
Instru music 
Ann. On mic 

Welcome loop - 6 Welcome PGM - 1  
118 08:58:00 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 
 
 
119 

 
 
08:58:05 

 
 
00:01:00 

COMPETITION'S SCHEDULE 
> Session#1 from 9am to 1pm 
> Session#2 from 3pm to 6pm 

> Session#3 from 8pm to 11pm 

 
Instru music 
Ann. On mic 

 
 

Session's Schedule - 9

 
 

Welcome PGM - 1 
 

120 08:59:05 00:00:05 Stand by announcer Welcome loop - 6 Welcome PGM - 1 

121 08:59:10 00:00:30 
HOUSEKEEPING / Athletes and officials 

> Ladies and gentlemen please respect athletes and officials 
Instru music 
Ann. On mic 

Athletes & Officials - 4 Welcome PGM - 1 
Ann. This message is on 

scoreboard 
122 08:59:40 00:00:20 Stand by announcer Welcome loop - 6 Welcome PGM - 1 

 
The Sport Presentation running order is shared with: 

‐ the competition manager, 

‐ the head of sport operations, 

‐ the entire production crew, 

‐ the TV Producer (or his/her assistant), 

‐ the Head of Ceremonies and 

‐ any other relevant persons. 
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8. STEP 3 - CEREMONIES 

The ceremony follows a protocol usually set by the federation in close relationship with the TV production and Sport 

Presentation. 

A single document should present: 

‐ number of athletes involved, 

‐ number of presenters, 

‐ number of steward and hostesses, 

‐ paths and locations of officials, 
hostesses, recipients, etc. 

‐ recorded or live music, 

‐ presentations of personalities (multiple languages might be required) 

‐ official announcements of athlete, ranking and nations (multiple languages might be required) 

‐ national hymns with presentation of flags 

‐ hymns, 

‐ videoboard feed and scoreboard animations 

‐ and, additionally, TV camera positions and movements. 
 

This protocol is generally choreographed, scripted and directed under the direction of the Sport Presentation Producer. 
 

 
 

The ceremony must be timed and be conducted into a relevant time agreed by the TV production. 

At a ceremony, the announcements, the music and music transitions, the video animations and lighting effects must be 
carefully prepared, written down in the running order and rehearsed order so everyone in the Sport Presentation team 
and Ceremony team knows its part. There is no improvisation during a ceremony: 

‐ the announcer must never invent or finds his words; everything is pre-scripted and written down in the running 
order, 

‐ the routes and positions must be known by the hostesses/stewards (use coloured tape on the floor if required) 

‐ the national anthems must be prepared, checked in advance and signed off by every Team Captain before 
competition commences, 

‐ when flags are presented, a dedicated crew must handle all the flag operations, 
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‐ the length of the production must correspond to the rehearsed time as well as to the time scheduled in the 
running order. 

Therefore, great attention must be paid to the time between the end of the gold medal contest and the beginning of the 

ceremony: the shorter, the better. 

For example, if podium set up operation must take place between the end of the contest and the medal ceremony, 
then actions such as winner celebration followed by flash interview of the winner can be scheduled in order to fill up 

this time and keep the audience’s focus in the arena. 

Sample Run Order for Medal Ceremony – Muju 2017 World Taekwondo Championships 
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9. STEP 4 - VISUAL ELEMENTS & THEATRICAL LIGHTING 

Theatrical (or stage) lighting is the craft of lighting as it applies to the production of theatre, dance, opera, live music 

concert, arts and other performances taking place in live performance venues such as sports. 
 

 
 

It is essential to consider the lighting requirements at the earliest possible stage in the design of the venue, as 
incorrect allowance for the positioning of the lighting could severely affect the broadcast image and the athletes. Your 
TV broadcaster can guide you through the broadcast lighting technical requirements. 

Broadcasted sporting events use 2 different type of stage lighting: theatrical and broadcast lighting. 

 theatrical lighting: 

‐ includes basic lighting and special effects, such as lasers and fog machines, 

‐ has multiple functions: 

▪ selective visibility: ability to see what is occurring on the field of play, 

▪ revelation of forms: altering the perception of shapes, 

▪ focus: directing the audience’s attention to an area of the stage (or distracting them from another, 

▪ mood: setting the tone of a scene, 

▪ location and time of day: establishing or altering position in time and space, 

▪ projection / stage elements: lighting may be used to project scenery or to act as scenery onstage, 

▪ plot (script): a lighting event may trigger or advance the action on the field of play and off, 

▪ composition: lighting may be used to show only the areas of the stage which the designer wants the 
audience to see, 

▪ effect: colored lights and lasers may be used as a visual effect. 

 broadcast lighting: 

‐ is the lighting requested for broadcasting operations. The ideal situation is for the lighting to achieve the best 
possible standard relative to the events that will be regularly televised. 

‐ the lighting requirements for broadcasting are usually the main consideration in most venues and will be the 
main driver for the lighting design 
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▪ quantity of light required (illuminance) is the amount of light (measured in lux) that is required for the sport 
to be played. 

▪ average maintained horizontal illuminance (Eh) is the average quantity of lux over the horizontal playing 
surface, 

▪ average maintained vertical illuminance (Ev) is divided in to two principal types: 

▪ Illuminance in the direction of a camera. This calculation is undertaken for fixed camera positions. 

▪ The second is the quantity of light on a vertical plane and should be used for unrestricted camera positions. 

▪ color temperature (color appearance): is the apparent color of a light source and is measured in Degrees 
Kelvin. A consistent color temperature should be utilized throughout an installation. 

▪ color rendering is the ability of a light source to reproduce surface colors accurately. A color rendering 
index is used to describe the performance of the lamp. 

During sport action, broadcast lighting is mandatory on (known as: full broadcast lighting). In order to allow a smooth 

and quick transition between theatrical and broadcast lighting, it is essential that the broadcast lighting technology 
must use dimmable broadcast lighting (and avoid the sufficient time to ensure the lamps have warmed up). 

During all other operations, the venue can be on theatrical lighting: 

‐ spectator’s arrival and beginning of session 

‐ preshow and presenter segments, 

‐ athletes’ walk in, 

‐ athletes’ walk out and celebrations, 

‐ awarding podium build up 

‐ spectators’ departure and end of session. 
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10. CHECK LIST 
 

  NAME DEFINITION 
CHECK if 
required 

 
ST

A
FF

 

 
 

Producer 

The very first person to book. 
Responsible of the preparation of the project and its planning. He conceives the musical, 
video and lighting content, working with the relevant people. 
During the competition, the producer heads the Sport Presentation production and directs 
the production team accordingly to the running order. 

 

Associate 
Producer 

In the case of large and complex production the producer can be assisted by an associate 
producer. 

 

Audio Director Responsible for audio mixing and broadcasting in the venue, in accordance with the running 
order of the event and under the direction of the producer. 

 

 

Music Director 

Responsible of the musical content played in the venue. 
During the preparation he/she works alongside the producer to determine the musical tone 
and colour and choose the relevant tracks. 
During the event, he/she plays the audio elements accordingly to the running order of the 
event and under the direction of the producer. 

 

Video Director The Video Director is responsible for the presentation and information on the video screen 
under the direction of the Producer. It mixes and diffuses the different video sources 

 

 
Announcer 

The announcer performs all the venue announcements. 
Based at the technical tables, he/she provides information on the sport, the tournament, the 
competition, venue H&S and housekeeping in the host language, under the direction of the 
Producer. 

 

 
Presenter 

Presents the framework of the event from the field of play or the spectators zones (seats). 
He/she works in the local language, conducts flash interviews, organizes crowd games and 
introduces advertisements at appropriate times, under the direction of the Producer and 
following the running order. 

 

 
Camera operator 

Dedicated to the Sport Presentation program, the camera operator is responsible for 
shooting of the presenter’s segments and other shots required by the Sport Presentation 
program. He/she works under the direction of the producer and is assisted by the Floor 
Manager for any flied of play operations. 

 

 
Floor Manager 

Directs and coordinates all the sport presentation field of play operations under the 
producer’s orders: athletes’ entries/exit, performers, presenter and sport presentation 
camera operations, etc. 

 

Head of 
Ceremony 

Responsible of all the medal ceremony operations: podium set up, choreography, medal and 
flower presenters, flags, hostesses and stewards. 

 

 
TE

C
H

N
IC

A
L 

EQ
U

IP
EM

N
T 

Production Tech. 
Tables 

Tables where the Sport Presentation team is based. The tables are on the field of play with 
direct view on the action on the mats. 

 

 
Sound System 

High quality audio broadcasting system (sound system) adjusted in advance, preferably set 
up in different zones in order to adjust the levels in the case of cooperation with a TV 
production 

 

 
Big video screen 

High resolution and high brightness LEDs big screen show the Sport Presentation video 
program. When a TV production broadcasts the event, the TV feed is shown of the screens. 
Every video screen inside the venue must show the same content. 

 

 
Scoreboards 

Alpha-numeric scoreboard and screens are used to provide starting lists, scores and results. 
The announcers and commentators refer to it to inform and guide the public during the 
competition. 

 

Entertainment 
 
Show made of artists and performers. Entertainment is a part of sport show. 

 

Intercoms  
Intercom is the internal communication system of the production team. 

 

Internet 
connection 

An internet connection is mandatory at the production tech. tables. It allows the exchange of 
documents inside and outside the  production  team. It allows the announcers to make 
researches and access additional information. 
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11. PLAN YOUR PRODUCTION 

LOC is responsible of the planning of the Sport Presentation Production. Therefore, the OC must accurately follow a 
strict schedule to avoid any malfunction. The table below indicates the timeline of the fey milestones of your Sport 
Presentation project preparation. 

 

AVERAGE TIME 
prior to your event 

ACTION 
Requested by the LOC 

 
 
 

-10 to -8 
months 

 
- Meet with World Taekwondo Sport Presentation Specialist to get instructions on sport 
presentation. 
- Recruit the person who can lead your Sport Presentation team: an independent producer or 
a Sport Presentation company can be suitable. 
- Read through the manual to check requirements, needs and guidelines. Discuss: crew, 
content and technical equipment. 
- Get an estimate of the total costs and see if it fits in your budget. 

 
-8 to -6 
months 

- Take your decision: negotiate with the company, determine what is essential and what won’t 
affect the event presentation (the expensive bits you can avoid!). 
- Sign the contract with your sport presentation partner. 

 

 
-6 to -2 
months 

- The Sport Presentation team is created and presentation plan is designed. 
People at the key positions (producer, announcer and presenter) are approved by the OC. 
- Sport presentation plan is incorporated into the LOC’s Operational Plan to be submitted to 
World Taekwondo for approval. 
- The list of the audio-visual equipment is finalized. 
- The   audio-visual   contents   are   being   developed:   musical   plan,   video   content, 
announcements, etc. 

 
 
 

-3 months to -15 
days 

- The Sport Presentation team develops the program. 
- Sport  presentation  plan  with  more  details  is  incorporated  into  the  LOC’s  updated 
Operational Plan to be submitted to World Taekwondo for approval. 
- Audio visual contents are finalized and ready to be played. 
- Sponsors’ commercials are incorporated into the program. 
- The Sport Presentation producer is in touch with the TV producer. 
- Installation plans and bump in schedule are shared and explained to other departments of 
the OC. 

 
-15 to -5 

days 

 
- Latest details are added in the presentation plan. The running order is updated and 99% 
ready for the event. 

 
-5 to -3 
days 

- The Sport Presentation team arrives on site and begins his work under guidance of World 
Taekwondo Sport Presentation Specialist. 
- The tech equipment is installed. 
- The producer meets TV production, Ceremony manager, Sports manager and attends OC 
meetings. 

 
Days -2 and -1 

- The Sport Presentation team operates technical tests and rehearsals, then rehearses the 
athletes walk in/out and ceremonies and proceeds to the final adjustments. 
- Rehearsals must be conducted and synchronized with the TV production. 

Day 0 - Everyone is ready for action; the show is on! 

+1 month - Debriefs and feedbacks 

 

Seek for and work with Sport Presentation specialists who will help you to build a clean program, with less risk, errors, 
improvisation and other malfunctions. 
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12. GLOSSARY 
 

Announcer 
 

An announcer is the voice of the event. He announces  the housekeeping messages, introduces the contests, 
comments the action on the mats during breaks as well as the results especially at the end of the fights. He/she 
announces the medal ceremonies under the producer’s orders accordingly with the running order. 

 
 

Audio Director 
 

An Audio Director is the person who mixes and broadcasts the audio sources. He/she works under the producer’s 

orders accordingly with the running order. 

 
 

Audio stings, skins and effects 
 

Audio stings (skins and effects) are used to highlight the key moment of the event. They are played to increase the 

action, drama, tension, of the sport. They are planned to reveal the emotion of the sport to the spectators. 

Intercom 
 

Intercom is the internal communication system of the production team. It can be RF (wireless) or wired (cables). When 
full duplex, it allows users to speak simultaneously (as over the phone). The intercom is used by the production crew to 
exchange information and particularly by the producer to “call the show”, reading the minutes by minute sequences of 
the running order. 

Music Director / DJ 
 

The Musical Director / DJ works with the producer. During the event, He/she plays at the times defined in the driver the 

pieces of music as well as the audio tracks of the skins of the event. 

Presenter 
 

A presenter is a public announcer, welcoming the audience, presenting the event and its outline, in interaction with the 

audience. 

Producer 
 

Head of the production, the Producer is the person who orchestrates and directs the Sport Presentation production. He 
puts together the human resources, technology needs and program contents. He choreographies the show (walk in/out, 
ceremonies, entertainments, etc.) and act on recommendation of the OC and IF and follows TV scripts and running 
orders. 

Running order 
 

A written guide, key element of production, it is designed prior the event, by the producer, according to the elements of 
presentation plan. It is the main thread of the presentation of the event including the pre-competition, the competition 
and the ceremonies. This common thread is shared by all the Sport Presentation production team. 

Sound System / Audio public address (P.A.) 
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Sound system is made of the audio mixing console, the amplifiers, the cables and the broadcasting speakers 
(cabinets). The sound system is the mean to amplify and broadcast the audio content of the program. 

Sport Commentator 
 

A Sport Commentator is the expert in the presented sport. He/she brings high calibre expertise in the sport and in 

technical commentaries on the sport’s technique and strategy. 

Video Director 
 

A Video Director is the person who works under the producer’s orders accordingly with the running order. He mixes 

and broadcasts all the different video sources. 

Video tapes (V.T.) / Video records 
 

Video tapes are pivotal contents of the Sport Presentation program. Nowadays digitally recorded into laptops they are 
launched by the Video Director and can show many different aspects of the sport such as sponsor commercials, rules 
of sport, presentation of the OC from behind the scenes, etc.. 
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