The National USA Swimming Top 10 and Times Coordinators want ALL sanctioned meets be named in a uniform manner for meet search capabilities. Please name your meet in the following manner:  Year first, LSC code second, then your club code and any meet name you choose.  This is very important – if it is not done in this manner, it will be returned to you.   Example:
2013 (This should be the year we are currently in)   MN   XYZ  (Club Code)  Spring Opener  (Name of your meet)
The following is required to be sent to the people listed below each paragraph for ALL sanctioned meets (this includes MSI’s weekend bid meets, invitational meets, dual, tri, quad, intrasquad etc.).

BEFORE THE MEET  - 
Send to:  MSI Webmaster at Webmaster@mnswim.org
· MM Event Setup file  (Found in MM, File\Export\Events for TM)
· Meet Time-line – (after you have completed importing all entries)

· Information from Team List:  Total # of athletes, total # of splashes 
(total # of entries plus total # of relays x 4).  (Found in MM, Reports\About MM 2.0 
(or About 1.4 for older levels)

· Generate and send meet time line.  (Found in MM, Reports\Sessions)
Send to Cassy Shapley at  cshapley@mnswim.org
MM  .sd3 file  - (Found in MM File\Export/USA-S registration)  Do not send roster – only meet file.  Send this as soon as you get most of your entries loaded from your first entry deadline.  This is used to complete the meet registration recon.   Please also send Cassy a team list (from Hy-Tek) with the teams participating at your meet.  
If entries were emailed to you, did you remember to send the entering team an email reply confirmation?  

When your meet is sanctioned you will be sent a “pdf” of your meet information with the sanction number already typed on it – this is the copy that you must send to teams that are being invited to your meet.  I will copy the MSI’s Webmaster, Michael Bougie and Cassy Shapley so they have a copy of what has been sanctioned.  This is what will be put on the MSI website.
If you are hosting an MSI scheduled weekend meet, don’t forget to call the MSI office 952.988.4184 to make arrangements to pick up your meet supplies packet.
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