Instructions:

1. Hosts will use this template to write their meet announcements.

a. Blue text should be overwritten and/or edited by the user. Black text is required and may not be edited. Grey text are instructions or prompts.
2. Using meet software, hosts will build the meet database including:

a. Events 

b. Sessions 

c. Session start times  

d. Qualifying times if necessary

3. After building the meet database, hosts will export the meet events file (*.hyv) from software.

4. Hosts will create a Sessions Report, then print to PDF or save to WORD or Excel.

a. Select Reports>Sessions>Select All

b. Check “Include Event Start Times” and “Include Qualifying Times” if necessary.

c. Click “Create Report”

d. Print to PDF or Export to Excel or Word

5. Email ctswim.mccurdy@gmail.com the following using email attachments:

a. Completed template (meet announcement)

b. .hyv or ev3 meet events file

c. Sessions Report. Please include qualifying times if applicable. 
The Connecticut Swimming office must receive meet announcements, session reports and meet files ( .hyv or ev3) by September 9, 2011.. Under no circumstances is a meet announcement to be mailed or posted on a team's web site prior to approval from CSI Program Operations.

Online Meet Acceptance and sanction deposits meets are due by September 9, 2011.

Thank you!

 Your Meet Name Here

Invitational, Qualifier, 8/U meet, Distance Meet, etc.
Month, Day(s), Year

List full address of your pool location. This is for those using a GPS to find your pool.
Held under sanction of USA Swimming and Connecticut Swimming, Inc. #S11-insert your sanction number

EVENTS 
*.hyv
	
	Name
	Email
	Phone 

	Meet Director:
	
	
	

	Meet Referee:
	
	
	

	Entry Chair:
	
	
	

	Safety Chair:

	
	
	

	Officials Contact: (optional)

	
	
	


WEBSITE:  http://     If applicable, list your website address here. 
POOL EMERGENCY NUMBER: 555-555-5555
MEET CLASSIFICATION:  Select one: 1. This meet is open to all USA Swimming athletes and clubs.  2. This meet is open to CT member athletes and coaches of USA Swimming.

MEET FORMAT:  The meet will be swum as (select one) 1. timed-finals or 2. prelim/final format.     List other format items such as, the XX events will be swum fast-to-slow, alternating heats of women and men, etc.. 

SCRATCH PROCEDURES: State your scratch procedures.  State when scratch sheets are due, etc., and you must list any penalties for scratch sheets that are not turned in. 

For meets with prelim/final sessions include the following: Failure to Compete in Finals: Any swimmer qualifying for any heat of finals who fails to compete and who has not been scratched will be barred from all further competition in the meet. A declared false start or deliberate delay of meet is not permitted and will be regarded as a failure to compete. Exceptions for Failure to Compete in Finals: No penalty shall apply for failure to compete in finals if: 1. The Referee is notified in the event of injury of illness and accepts the proof thereof. 2. A swimmer qualifying for a final heat based on the results of preliminarily notifies the announcer within 30 minutes after the announcement of qualifiers that he may not intend to compete and confirms his final intentions within 30 minutes following his last individual preliminary event. 3. It is determined by the Referee that failure to compete is caused by circumstances beyond the control of the swimmer.
FACILITY: The Main Street Competition Pool is an XX -lane, 25-yard pool.  Select One: The competition course has been certified in accordance with 104.2.2C(4). The copy of such certification is on file with USA Swimming; or The competition course has not been certified in accordance with 104.2.2C (4). Water depth at start end is: xx. Water depth at turn end is: xx. Describe your timing system here or state if you are using manual timing.  Describe spectator seating. 

DISABLED ACCESS: Describe handicapped parking, handicapped entrances and whether pool, locker rooms and spectator areas are accessible. List a contact for more information and special arrangements.

COURSE: State the course, SCY, SCM or LCM.

EVENTS: See attached list. [This will be linked to the Sessions Report from Hytek MM or other swim meet software. Order of events typed by hand will not be accepted.]
SESSION TIMES: Type warm-up and start times for each session. Please confirm that this matches the start times in your Session Report.
WARM-UPS: CT Swimming Warm-Up Procedures will be in effect.  
ELIGIBILITY:  All athletes must be current athlete members of (select one) USA Swimming or CT Swimming. Age on the first day of the meet shall determine the swimmer’s age and age group for the meet. List any restrictions, such as age, etc. Any swimmer, who is entered and is unregistered, will be scratched from the meet until registration is completed. See CT Swimming athlete registration procedures. Registrations will not be processed at the meet. All coaches must present a valid USA Swimming coach card to the Meet Director prior to the commencement of any sanctioned swim meet, and must have this card with them while on deck.

ADAPTED SWIMMING:  Any current athlete members of (select one) USA Swimming or CT Swimming with a disability as defined by USA Swimming Rules and Regulations may enter this meet. If modifications to USA Swimming rules are necessary then the coach or athlete must notify the meet referee of any disability prior to competition. Adapted athletes may direct questions to Mark Kinne, Adapted Athlete Committee Chair.
EVENT INFORMATION: Optional. State anything unusual about your meet such as themes, mixed classifications, deck entries, etc.

ENTRY LIMITATIONS: State limitations specific to your meet. [For CSI Qualifiers: Swimmers may enter a maximum of 4 events per day/ 8 per meet. Entries must indicate a swimmer’s fourth event in case over-subscription forces the host to limit swimmers to three individual events.  Timed final meets are 5 per day maximum. Trials/Finals, 3 per day maximum.]  

ENTRY TIMES: Submit entry times in:  SCY, SCM or LCM. State any time standards, eligibility period for times, bonus events, proof of time, etc. If there are no officials times for an athlete, please submit estimated times.  No Times (NT) will not be accepted. 
DEADLINES: Entry deadline is month day, year. Mail hardcopy and payment to the entry chairperson: Bob Smith, 123 Main Street, Anywhere, CT, zip code.  All entries must be typed or printed legibly, and must use full names and registration numbers from USA Swimming registration. State how you will determine the date an entry is received (email receipt, payment receipt, etc.).

CONNECTICUT-ONLY DEADLINE for QUALIFIER MEETS: CT deadline is month day, year.   [SC Qualifiers that are open to all USA Swimming athletes must have a CT Deadline giving CT clubs entry priority.] State how you will determine the date an entry is received (email receipt, payment receipt, etc.). CT clubs meeting this deadline will be entered before out of state clubs.

ELECTRONIC ENTRIES: Electronic entries (such as from Hy-Tek Team Manager or other team management software) that are in CL2 or SD3/SDIF format may be emailed as an attachment to the entry chair at xxxxxx@xyz.com.  Please check that your team name, address, and contact information are listed correctly in this file.  Describe here when payment is expected and what date the entry is considered “in” the meet (before or after payment is received). Also, you may list any other requirements if necessary (hardcopy, etc.). You should request that 4th events be circled, if you will be cutting by 4th events such as for a Qualifier.

ENTRIES FROM ATHLETES WITH NO CLUB AFFILIATION: Athletes entering this meet independent of a USA Swimming club or coach shall: 1.) be under the supervision of a USA Swimming coach for the duration of the meet. It is the swimmer’s responsibility to make arrangements with a USA Swimming member coach prior to the meet. Athletes unaccompanied by a USA Swimming coach will not be permitted on deck.  Please contact the Meet Director for assistance. 2) be certified by a USA Swimming member coach as being proficient in performing a racing start or must start each race from within the water.  It is the responsibility of the swimmer or the swimmer’s legal guardian to ensure compliance with this requirement. The name of the USA Swimming member coach supervising the athlete and racing certification should be submitted to the Meet Director with the entry. 
ENTRY FEES: Electronic entries: $0.00 for individual events, $0.00 for distance event, $0.00 for relays.  Manual entries: $0.00 for individual events, $0.00 for distance events, $00.00 for relays.  No refunds will be given for entries that are accepted, or for entries that are rejected due to improper entry
PAYMENT INSTRUCTIONS: Please make checks payable to My Swim Club and mail to: Jane Smith 123 Anywhere St, Anywhere, CT, zip code. Payment must be received by mm/dd/yy.
CUT PROTOCOL for INVITATIONALS: Description of cut protocol should be typed here. For example, anywhere Aquatic Club will limit the number of swims in the meet to xx or session times to xx hours. Clubs will be notified of cuts no later than Monday before the meet. 

CUT PROTOCOL for QUALIFIERS: If a session is over-subscribed first 7/Unders, followed by relays, and then all fourth events will be cut. If the time line estimate still exceeds four hours teams will be cut based on date of receipt. Clubs will be notified of cuts no later than Monday before the meet.

RESERVE THE RIGHT TO MAKE CHANGES: The meet referee reserves the right to make any adjustments to the provisions of the meet announcement deemed necessary to ensure the fair and efficient running of the meet, with prior approval from Program Operations. Clubs will be notified of cuts no later than Monday before the meet.
RELAYS: Relays will be limited to XX relays per team per event or there are no relay limitations.  All relay swimmers must be officially entered in the meet and attached to the relay club.

SAFETY:

1. Diving will be prohibited during warm-ups except in specifically announced one-way sprint lanes.  There will be no diving in the warm-up and warm-down areas at any time

2. No shaving is permitted at the competition site.

3. No glass containers are permitted within the facility.

4. Swimmers must be under the supervision of a coach.  If a swimmer arrives at the meet without a coach, the swimmer should notify the referee before he/she warms up.  The referee will assign the swimmer to a registered coach for warm-ups.

5. No electronic devices with cameras are permitted in the locker rooms.

RULES: Current USA Swimming rules will govern all competition.  

TIME TRIALS: Yes or No? Time trials will be offered at the discretion of the meet referee if time allows.  Time trials are $0.00 for individual events and $0.00 for relays.  Time trial events count toward the total number of event limitations per session.

TIMERS, OFFICIALS OR WORK ASSIGNMENTS: List your requirements here. Please specify any timers or counters for distance events. 
DECK ACCESS: Only athletes, coaches, officials, and official meet staff actively participating in the meet are permitted on the pool deck.  

SCORING: The meet will or will not be scored. If scoring, please state the individual and relay point values.
AWARDS: Ribbons or Medals will be awarded to the top XX finishers in each individual event, and top XX finishers in each relay event. List additional awards here. List pick-up requirements. Qualifiers: Ribbons or Medals will be awarded to the top 6 finishers in each individual event, and top 3 finishers in each relay event. (For an 8-lane course, it would be top 8.) Awards are required for all Qualifiers and 8&U Meets.
CONCESSIONS: Yes or No.  

HOSPITALITY FOR COACHES AND OFFICIALS: Yes or No.  
MISCELLANEOUS: 

PARKING: List parking instructions. 
DIRECTIONS: The Anywhere College Athletic Complex is located at 123 Main Street……
LODGING: (optional) The following hotels and motels are in the area:
