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UTSI Event Sanction Checklist

Checklist Purpose: To assist event host in completing complete UTSI sanction process in a timely manner.  

The UTSI Event Sanction Information Sheet provides detailed information on the sanction process and answers to frequently asked questions.  The UTSI Sanction Chair can also be contacted if needed.  Contact information for the current Chair is available on the Utah Swimming website.
NOTE: Meet Announcement may not be distributed prior to receiving a sanction number from UTSI.

PRE-MEET

· Determine what type of meet (or event) will be hosted.
· Secure a Meet Director, Meet Referee, Starter and Administrative Official for the meet.

· Prepare Meet Announcement. Templates are available on Utah Swimming website.
· Have Meet Referee and Administrative Official review and accept Meet Announcement. 
· Complete UTSI Event Sanction Application form (available on Utah Swimming website)

· Arrange for fee(s) to be paid. Make checks payable to Utah Swimming, Inc.
· Submit the following to UTSI Sanction Chair
· Editable Meet Announcement document (Email)

· Team Manager Event File (Email)

· UTSI Event Sanction Application (Email OR Mail)

· Sanction fee and other fee(s) if applicable (Mail)

· UTSI Sanction Chair will insert the sanction number into the appropriate place on the Meet Announcement and email it to the event host contact (as listed on UTSI Event Sanction Application) once all items have been received and approved.

· Insert sanction number into appropriate place in Meet Manager file so number will print out on reports, including results. (as per USA-S rules)

NOTE:  USA Swimming rules state the meet program must bear conspicuously the statement: 'Held under the sanction of USA Swimming.'" This statement may be added in Meet Manager Set-up/Report Preferences section.

AFTER ENTRIES HAVE BEEN RECEIVED BUT AT LEAST 3 DAYS PRIOR TO MEET START

· After all entries have been imported into the meet database, send a meet back-up file to UTSI Registration  (contact info on Utah Swimming website.) The USA Swimming registration of all swimmers will be checked. If there are problems, the registration coordinator will make contact.  The meet host is then responsible to inform the team/swimmer who must resolve any registration problem prior to the meet start or not compete.
POST-MEET

· Finalize meet database (i.e. Meet Manager file)

· WITHIN 5 DAYS AFTER EVENT:  Email a Meet Manager back-up file of the finalized Meet Manager database to the UTSI SWIMS Coordinator and “cc” the Sanction Chair on the email. 

· Distribute results and awards to participating teams and/or swimmers.

· Complete UTSI Meet Financial Report.

· WITHIN 45 DAYS AFTER EVENT: Send complete UTSI Meet Financial Report, Meet Summary Report, Meet Manager Entry Fee Summary Report AND accompanying fees to UTSI Sanction Coordinator. Checks payable to Utah Swimming, Inc.
NOTE:  Save receipts and vouchers relating to the sanctioned event in case they are called for.
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