
1

Tournament 
Director’s 
Desk Guide

A Reference 
for the 

Tournament Desk



2

Table of ConTenTs

I.    Tournament Checklist ............................................................. 4

II.   Sanctioning a Tournament....................................................... 5
 a. Advantages of sanctioning
	 b.	Sanctioning	status	and	editable	fields
 b. How to submit your online sanction form

III.   Helping Someone Register for Your Tournament ....................... 9
 a. Finding your tournament on the searchable schedule
 b. Registration steps
 c. Registering someone after the deadline (batch entry)

IV.  Preparing For the Event in TDM ............................................. 10
 a. Selecting players
 b. Selecting/Changing the draw type
 c. Setting up playoff matches
 d. Grouping players

V.  Seeding Your Tournament ..................................................... 14
 a. Seeding chart
 b. Using autoseed
 c. Seeding doubles

VI.  Making, Publishing and Editing the Draw ................................ 16
 a. Making the draw
 b. Publishing to the web
 c. Editing the draw after a withdrawal
 d. Adding and updating the alternates list

VII.  Draw Terminology and Ranking Program ................................ 18
 a. Ranking program default table
 b. Draw sheet terminology and codes
 
VIII.  Scheduling ........................................................................... 20
 a. Junior match formats chart for section events
 b. Junior scheduling guidelines for section events
 c. Max matches per day and minimum rest times

IX.  Online Suspension Point System ............................................ 22

X.   Reports ............................................................................... 24

XI.  NTRP Adult Tournament Guidelines ........................................ 25

XII. Going Above & Beyond ......................................................... 26

Published December 2014



3

Dear Tournament Directors;

We want to take a moment to thank you for all your efforts in promoting 
tournament play for both juniors and adults. Our customers have many 
choices when it comes to choosing an avenue of competition and it is 
important that we provide a quality experience for them at each and 
every event. 

We have put together this Tournament Director’s Desk Guide in the 
hopes that it will assist you as you run your events throughout the 
year. The guide contains helpful information ranging from tips on TDM, 
to scheduling, to publicizing your event. We hope it will be a great 
reference tool for you. 

We did our best to cover the most frequently asked topics, but as 
always, please let us know if you have additional questions or concerns 
that are not covered in the book.  We look forward to working with you 
to promote and grow the game of tennis!

Sincerely,

USTA Missouri Valley 
Competition Staff
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TournamenT CheCklisT

 Complete and submit sanction form by August 15 of year prior to   
 the tournament
 Begin working on any sponsorship opportunities
	 Notify	district	officials	chair	of	your	event	dates
 Update Tournament Homepage
 Update any and all social media outlets with info
	 Secure	and	confirm	officials	for	the	event
	 Secure	staffing	for	the	event
 Order awards (Check with section/district for requirements)
 Order t-shirts or player gifts (Check with section/district for requirements)
 Contact USTA Missouri Valley Marketing Director for 
 logo use and approvals
 Select Players (if applicable) after registration deadline (for section junior  
 tournaments, USTA Missouri Valley completes this step)
 Pair doubles teams (for section junior events, doubles deadline is later  
 than singles deadline & TD must pair teams in TDM)
 Set up draw (for section junior tournaments, section will complete)
 Check and correct all invalid players (players with red exclamation mark)
 Seed players according to number of seeds per draw size
	 Set	up	groups	to	avoid	district	on	district	play	in	first	round
 Edit draw information according to draw type (playoffs, etc.)
 Create draws (for juniors make sure they are hidden from web)
 For section junior events, the USTA Missouri Valley staff will email TD  
 when draws are created
 Enter times and sites on the draw (follow junior bid contract and   
 maximum matches per day chart)
 Notify appropriate contact of when scheduling is ready for review   
 (for section junior events, contact Program Manager)
 Once reviewed and approved by staff, publish the draws
 Print draws and post them for players
 Run Event Entrant Report and notify all players who did not pay 
 Run Match Time Cards Report
 Run Daily Match Schedule Report
 Update scores online as they come in
 Update paper draws
	 Update	final	scores	within	two	hours	of	completion	of	the	tournament
 Enter any Code of Conduct forms online and notify USTA Missouri Valley
 Elect sportsmanship winner, post to homepage and notify the USTA
 Missouri Valley (section events)
 Keep most updated Friend at Court at tournament desk (available at  
 MissouriValley.USTA.com
	 Define	tournament	committee
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sanCTioning Your TournamenT
Advantages of Sanctioning Your Tournament:
•	Provides	publicity	for	your	event	by	listing	it	on	the	USTA.com		 	 	
  Searchable Schedule
•	Enables	players	to	easily	register	online	for	your	event
•	Allows	the	tournament	to	operate	under	an	established		 	 	
   set of rules
•	Permits	the	use	of	the	USTA	logo	for	promotional	purposes
•	TDs	can	utilize	the	USTA	Missouri	Valley	or	their	USTA	district	as	a		 	
  resource for any issues before, during and after the tournament

*Once you’ve determined that you want to sanction your event, you must 
go through the process of submitting your form online. As a tournament 
director, there are several pieces of the sanction form that will be locked 

once it is submitted. The charts below outline the process.

Status What It Means
Pending Form has been submitted but not approved

Incomplete Form has not yet been submitted by TD

Approved Form has been approved and added to calendar

Rejected Form has been rejected by administrator

Resubmitted Form was rejected previously & has been resubmitted

Statuses During the Online Sanction Process:

Status Pending Incomplete Approved Rejected Resubmitted

Change director X

Start date(s) X X X

Breaks on date X X X

Resumes on date X X X

End date X X X

Time Zone X

Entry Info X X X

Entry fee method X X X

Base fee X X X

1st singles fee X X X

Add’l singles fee X X X

1st doubles fee X X X

Add’l doubles fee X X X

Max fee X X X

Locked Items Based on Sanction Form Status:
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How to Submit the Online Sanction Form: 
1. Go to www.usta.com, or any of the section or district websites
2. Find the tab that says “TennisLink” 
3. Login with your Tournament Director credentials 
  (typically your USTA number and password)
4. For questions or issues with your login, email Linkteam@usta.com 
5. Click on the “Tournaments” tab
6. Once logged in, go to the “Admin” box on the right hand of the   
  screen and click “New Sanction Form”

You	will	now	need	to	enter	all	information	specific	to	your	tournament	
on the sanction form so that anyone viewing your tournament on the 
searchable calendar will have the relevant info.

Status Pending Incomplete Approved Rejected Resubmitted

Online registration X X X

Entry type X X X

Closed by X X X

Player selection type X X X

Events X X X

Categories X X X

Tournament ID X X X X X

Change org. X X X

Sanction type X X

Fee payment type X

Fee payment date X X X X X

Payment ref. # X X X X X

Credit card info X

Sanction fee X X X X X

Non-sanction fee X X X X X

Hide	homepage	flag X X X X X

Locked Items Based on Sanction Form Status (cont’d):
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7. Enter the tournament name, the start date of the tournament, and   
  the USTA number of the sanctioning organization and click “Create   
  Tournament”

8.  After you select the “Create New Tournament” button, you will 
be taken to the remainder of the sanction form (if it’s a junior 
section	event)	where	you	will	fill	out	all	relevant	information	for	the	
tournament. Please make sure that you select “Section Event” under 
categories for sectional tournaments and “District Event”, “District 
Championship”,	or	“District	Qualifier”	for	district	events	as	the	
category determines who will approve the form. 

9.	 Now	you	will	need	to	fill	out	all	tabs	on	the	sanction	form.	Below	is	a			
  description of what each page contains:
   - Summary Page is a snapshot of the information contained in the   
    various pages that make up the complete sanction form. You do not  
    enter any data on this screen.
   - General Info includes the basics of the tournament and is also   
    where you can update any notes such as Hotel Info, Point Level,   
    Selection process etc. You will need to select whether the event is   
    a district event or a sectional event at this point. You will also need   
    to denote if it is entry level, intermediate, or advanced. 
   - Organization page is mostly auto-populated from information   
    associated with membership. It is not editable and a link to the   
    Membership Department is provided if errors are detected in the   
    database.  
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   - Contacts page contains contact information for the tournament   
    director, the organizer (if applicable), and the referee. Most of the   
    information is auto populated based on the USTA number. 
   - Dates Page	defines	the	start	and	end	date	of	the	tournament,		 	
    entry deadlines, and the date draws will be posted.  The entered   
    dates are strictly enforced in the online registration system so make  
    sure you enter the correct entry deadlines as no one will be able to   
    register online after this time. 
   - Entry Info Page sets parameters for registration. It describes   
    the entry fees, the entry limits, entry method, and inquires banking   
    information for any online registrations. There are three different   
    types of fees you can utilize. The fee type you select will determine   
    the amount a player is charged upon registration. You must also   
    check the box that indicates use of online registration for the fees   
    to be charged electronically.  If you want to limit the amount of   
    events in which a player can participate you can set entry limits on   
			 	 this	page	as	well.	You	can	also	require	identification	of	doubles		 	
    partner, indication of t-shirt size, and whether or not the event is   
    closed to only members of a particular district or section. Make   
			 	 sure	the	appropriate	banking	information	is	filled	out	because	all		 	
    fees charged via credit card will be  deposited to this account.  
   - Events Page	defines	the	events	and	divisions	offered	at	the		 	
    tournament. You must highlight all offered divisions and move   
    them over as “selected divisions” using the arrow. On this page   
    you can also specify the draw type, draw limit, court surface, and   
			 	 ball	color	offered	at	the	event.	The	final	step	is	to	indicate	the	Draw		
    type and limit again for each division you have selected. Whatever   
    limits you set here will communicate with TDM and will prepopulate  
    when you go to work with your tournament. Make sure you save   
    your changes.

- Sanction Fee Page displays the sanction fee information, the 
sanction period, who is responsible for approving the sanction, 
and allows you to choose how you wish to pay the sanction 
fee. If you choose the online method, it allows you to input 
credit card information that ONLY THE PERSON INPUTTING THE 
INFORMATION has access to. An attempt to charge the card is 
not made until the sanction is approved. Who is responsible for 
approving the sanction is dependent upon the Category denoted 
on the General Info tab. Please make sure you make this selection 
accordingly. 
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 - Submit/Approval Page is where you will submit the sanction for 
final	approval	once	all	your	information	has	been	entered.	Please	
cross-check the name listed to make sure the appropriate contact is 
listed. The event does not become part of the searchable schedule 
until the sanction has been approved. Your form will have a “pending” 
status until that time.

 

Once your sanction form has been approved, it will appear on the 
searchable calendar and players will be able to register for the event. 
There are several different features that allow you to search for your 
tournament.
1. Go to www.usta.com, or any of the section or district websites and   
		 	find	“TennisLink”
2. Go to the “Tournaments” tab and click the “Tournaments Advanced   
  Search” Feature
3. From here you can search for your tournament by any of the following  
  methods:
  - Filter by section or district, month of the event, location, division,   
		 		category,	and	surface.	(You	do	not	need	to	fill	out	all	fields	to	bring			
    back results.) 
  - Input the Tournament ID number directly into the search box

help someone regisTer for Your TournamenT
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Registering for the Event: 
1. Once you have found the tournament online, click on the name to be   
  taken to the tournament homepage
2. Click the “Register Now” box on the homepage
3. Enter the USTA # of the person registering. The system will validate   
  the players eligibility
4. Select the events for which you wish to register. Also, make sure   
  contact information is accurate. This contact info will be used for   
  contact during the tournament
5. The Cart Summary will show what a player has registered for and   
  allows one to edit the registration if it is incorrect
6.	 The	final	step	is	to	enter	credit	card	information	so	that	the	player		 	
  can be charged electronically for the tournament. A player is not   
  charged unless they are selected for the event

How to Register Someone after Entry Deadline: You have the  
option to “batch enter” a player after entries close if you wish (This 
is not done for section junior tournaments as late entries are not 
permitted.) 
1.	 Follow	the	steps	above	to	find	the	tournament
2. Once you have clicked on the tournament, select the “Batch Entry”   
  blue hyper link on the sanction form
3. Choose the appropriate event and enter the player’s USTA #
4. If the player is eligible, they will appear on the list of batch entered   
  players, if not, then an error message will appear in red

preparing for The eVenT in TDm

Selecting Players: If there is a selection process, you will now need 
to select players into the tournament. Make sure you do not select until 
after the entry deadline has passed. The credit cards of the players 
will not be charged until they are selected. To select players into the 
tournament follow the steps below:
1. Find your tournament in TennisLink. (Make sure you are logged in   
  with your Tournament Director credentials)
2. Select the “Entrant Processing” link in blue above the sanction form
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3. Select the appropriate event (B12, G12 etc.) and move the eligible 
players from the available players column, to the selected players column

4. Select “Verify Selections” once you have selected all players or all age  
  groups
5. Select “Process Player Selections” once you are sure all selections   
  are correct. Once you hit this button, you can no longer edit   
		 selection	and	all	players	are	notified	via	email	of	their			 	
  selection and their credit card is charged
6. Once selection is complete, you can run the “Event Entrant” report to  
  determine any failed credit card authorizations so you can    
  appropriately collect entry fees from these participants 
 

Select “Event Entrant Report”
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Selecting Draw Type: 
Any players you selected will automatically appear in TDM as players 
in the various events. Any players you did not select will automatically 
appear as alternates. To set up draws do the following:
1. Select Draw Type: Below are the accepted Missouri Valley Draw Types:
  - Single Elimination (doubles only)
  - Feed-in through the Round of 16
		 -	 Feed-in	through	the	Quarterfinals
		 -	 Feed-in	through	the	Semifinals	(events	with	8	or	fewer	players)
  - First Match Losers Consolation
  - Round Robin (Recommended for four or fewer players)
  - Non-elimination formats are encouraged for entry level events

You can select the appropriate draw type by selecting the desired event 
in TDM, selecting “Edit Event”>Event Information. In this same window, 
you	can	alter	other	information	specific	to	the	tournament	including	
playoffs. 

 

Playoff matches are generally used in FIC-QF and FIC-SF draws to give 
players the opportunity for more match play. It is important that you edit 
the draw information in TDM correctly for each type of event. Ranking 
points are assigned according to draw type selected so if you 
do not set up the tournament appropriately, the ranking points 
could be skewed.  



13

If using a FIC-SF: This draw type is recommended for draws with 8 
or fewer players as it gives the opportunity for more matches with a 
smaller draw size. In this draw type, the consolation winner gets 3rd 
place and players are fed into the back draw all the way through the 
losing	semifinalists	in	the	main	draw.	To	create	a	playoff	for	the	losing	
consolation	semifinalists	(5-6),	make	the	following	edits	in	TDM	under	
“Edit Event”
 

If using a FIC-QF: This draw type is recommended for draws of 9 or 
more participants. It creates a third and fourth playoff for the losers of 
the	main	draw	semifinals	and	allows	the	consolation	winner	to	get	5th.		
To create the playoff for 3rd and 4th make the following edits in TDM 
under “Edit Event”
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GROUPING: We use this feature in TDM to separate players from the 
same	area	and	avoid	them	meeting	in	the	first	round	of	the	tournament.	
For section events, we group by district, but below are the other options 
that can be used at the tournament directors discretion. Always double 
check the draw to ensure your grouping was applied.

 
  

seeDing plaYers for Your eVenT

Number of Seeds: The number of seeded players shall equal a power 
of two (2,4,8 etc). The maximum ratio of players seeded shall be one in 
three, except that any draw with seeded players must have two seeds.

Draw Size Number of Size

2-11 players 2 seeds

12-23 players 4 seeds

24-47 players 8 seeds

48-95 players 16 seeds
 
How to use the Autoseed Function in TDM: If you choose to use 
the computerized list method of seeding for your tournament you can 
use the Autoseed function in TDM. Complete the following steps to 
autoseed players:
  1. Access TDM and click on the “Events” tab
   2. At the bottom half of the screen, select the “Autoseed” Box
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3.  Fill in the search boxes based on the list you plan to use for    
		 seeding	(Confirm	with	your	section	or	district)

4. Type in the appropriate number of seeds based on above    
     chart and click “ok”

   

  5. Players are now automatically seeded based on chosen list
  6. Repeat for each age division as well as for ordering the    
   alternates list

SEEDING DOUBLES: To seed doubles you will need to complete the 
following steps: 
 1.  Login to TDM and click on the “Events” tab
 2.  At the bottom of the screen select the “Autoseed” Box
 3.  Fill in the search boxes based on the list you plan to use for    
  seeding (same list as singles)
 4. Type in the total number of players in the number of seeds    
  box (this is different than singles)
 5.  Click ok and go to the “Reports” link at the top of the screen    
  in TDM
 6.  Select the “Tournament Seedings” Report from the dropdown   
  and generate report
 7.  Print the report and manually calculate the combined singles    
  rankings of each doubles team by adding singles rankings together
 8.  Determine the appropriate number of seeds based on draw    
  size (teams) and seed the top teams accordingly
 9.  Select the “Manual Seed” button and type the appropriate seed   
  number next to the players who are seeded. NOTE: Only one player   
  in the team will appear in the manual seed function, however once   
  you select “OK” you will see it seeded both teams

*NOTE: For Section Junior Events players must play in same age 
division for singles and doubles. Please cross-check.*
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making, publishing anD eDiTing The DraW

Once you have cross-checked all players, grouped them (if applicable) 
and seeded, you can now make the draw by selecting the “Draws” 
tab, selecting the “Make/Unmake” button, and electing which draws to 
create. TDM automatically generates the draws placing seeds accordingly 
and randomly placing the remaining players. Cross-check the draws to 
make	sure	there	are	no	first	round	match-ups	that	violate	your	grouping	
properties.

TDM automatically hides your draws for you so you can work on 
your scheduling. Once you have scheduled the tournament to your 
satisfaction, you may choose to make the draws public by selecting the 
“Display Options” tab under “Draws” and checking the boxes for the 
draws you wish to make public to players. Do not check this until you are 
completely ready for the draws to be viewed by players. 

 

Changes in the draw: If you have players withdraw from the 
tournament and you need to make adjustments to the draw please 
follow the guidelines in Friend at Court. Below is a basic outline of your 
options for when a player withdraws:
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WITHDRAWAL OF A SEEDED PLAYER: 
 1.  Fill vacated position with person not already in the draw whose   
  inclusion would not affect seeds
 2.  Remake the draw
 3.  Relocate the players whose seeding groups have changed    
  (different procedures pending draw size)
	4.		Replace	withdrawing	seed	with	next	eligible	seed	and	fill	in	the		 	
  new seed’s former position in the draw with an alternate

WITHDRAWAL OF A NON-SEEDED PLAYER: 
 1.  Add player to the draw if player’s inclusion would not affect    
  seeding
 2.  Leave player in the draw and advance opponent by a    
  withdrawal
 3.  Remove player if there are no players awaiting entry and    
  removing would eliminate a round of play
 4.  Move unseeded player if there are no players awaiting entry    
  and withdrawal would create a double bye

ADDING ALTERNATES: Once you have followed USTA Missouri Valley 
policy	for	confirming	an	alternate,	you	will	need	to	add	this	player	in	
TDM by completing the following steps: 
 1.  Highlight the appropriate event 
 2.  Under the “Events” tab, highlight the name of the player you    
  wish to withdraw
 3.  Select “Withdraw Player” button
 4.  You will then need to highlight the name of the alternate and   
  drag them under “players” using the drag and drop feature

UPDATING THE ALTERNATES LIST: Once you have added an 
alternate, you will need to update the alternates list online.  
 1.  If you have not already autoseeded the alternates, you will    
  need to select “autoseed”
 2.  A new window will appear and you will need to select the    
  bubble that says “alternates”
 3.  Select the appropriate ranking list and make the number of    
  seeds the total number of alternates
 4.  Go to “Reports” link and select “Alternates by Event”
 5.  Review report and select “Publish to Web”
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DraW TerminologY & ranking program

DRAW TERMINOLOGY & CODES: There will be times when a 
player cannot complete a match. The code you enter in TDM for these 
instances is very important because it affects how ranking points are 
assigned. Below are several tables that will help you in determining the 
right code to use. 

Table 1: Ranking Program Default Table: This shows which players 
receive points for certain codes. 

Codes Winner gets 
points

Loser gets points for 
previous matches

Default X

Walkover X X

Withdrawal X

Retirement X X

104 USTA REGULATIONS III.B. (Referee Responsibilities After Draw Made)
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B. After Entries Close But Before Draw Is Made

TABLE 10
Draw Sheet Terminology and Procedures (Cont’d.)

Withdrawals because of injury, illness, or personal circumstance normally do
not need to be reported but should be documented in tournament records.

A player who withdraws for a reason other than illness, injury, or personal
circumstance must be reported. See USTA Regulation V.A.3. The withdrawal
will not be shown on the draw sheet and will need to be reported separately.

Withdrawals in order to play in another tournament or because the
player was entered in two overlapping tournaments must be reported unless
both tournaments agreed to the arrangement.

Withdrawal
 because of injury, 
illness, or 
personal 
circumstance

Refusal to play
for other reasons

C. After Draw Is Made But Before Play Begins

What Happened TDM Code

Disqualification Def [dq]

Misconduct before first match Def [cond]

Refusal to start match for reason other than injury, illness, personal 
circumstance, or adult discipline Def [refsl]

Adult discipline for a Junior to not start a match for disciplinary reasons Def [ad]

Tournament administrative error (e.g., tournament entered player in wrong
division) Wd [admin]

Injury Wd [inj]

Illness Wd [ill]

Personal circumstance Wd [pc]

Double withdrawal Wd/Wd

Note: In a tournament without any alternate available to play, the Referee may allow a player who
does not play a first match in the main draw because of injury, illness, or personal circumstance to
play in the consolation draw. In this case the first match in the main draw is treated as a walkover
instead of a withdrawal.

Note: If an alternate is placed in the draw, the default or withdrawal will not be shown on the draw.
The default or the withdrawal must be reported separately, if the action would result in assessment
of suspension points under the USTA Suspension Point System or penalties by any of its Sectional
Associations or District Associations.

FAC Comment III.B-3: Until TDM is reprogrammed, use the code [emerg] for
personal circumstances.

Table 2: Draw Sheet Terminology and Procedures
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USTA REGULATIONS III.B. (Referee Responsibilities After Draw Made) 105

What Happened TDM Code

Injury Wo [inj]

Illness Wo [ill]

Personal circumstance Wo [pc]

Tournament administrative error (e.g., tournament told player 
incorrect time) Wo [tae]

Double walkover Wo/Wo

Disqualification for cause or ineligibility Def [dq]

Misconduct before or between matches Def [cond]

Failure to start match because of adult discipline Def [ad]

Refusal to start match for reason other than adult discipline, injury,   
illness, or personal circumstance. (After the Referee has conclusively 
confirmed that a player refuses to play a match, the Referee need
not wait until the scheduled time of the match to record the result.) Def [refsl]

Not showing up Def [ns]

Lateness for match including, but not limited to, intending to play 
but mistakenly arriving at the wrong time, location, or without 
proper equipment Def [late]

Lateness for resumption of suspended match or after Score +
rest period Def [late]

Double default Def/Def

Refusal to continue playing a match for reason other than injury,
illness, personal circumstance, or adult discipline Def [refsl]

Default for receiving an injection, IV, or supplemental oxygen Def [med]

Default under Point Penalty System Score + Def [pps]

Injury Score + Ret [inj]

Illness Score + Ret [ill]

Personal circumstance Score + Ret [pc]

Retirement because of adult discipline Score + Ret [ad]

A player who retires from a match remains eligible for consolations, place playoffs, doubles
and subsequent round robin matches.

Abandoned match Abandoned

Unplayed match Unplayed

Note: When a player is unable to play because of injury, illness, or personal circumstance, it is
good practice to document on the draw the nature of the injury, illness, or personal circumstance.
If a trainer or doctor is present at the tournament, it is good practice to have the trainer or doctor
examine the player to confirm the injury or  illness.
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TABLE 10
Draw Sheet Terminology and Procedures (Cont’d.)

Table 2: Draw Sheet Terminology and Procedures (cont’d)
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sCheDuling

The USTA and USTA Missouri Valley have very strict guidelines regarding 
scheduling for junior tournaments. We have established schedules for all 
section events and also use a consistent set of match formats for section 
tournaments. For sanctioned district tournaments, you must still follow 
the USTA maximum matches per day chart. Below are several tables that 
will assist you with scheduling your tournament.

Table 1: Match formats for Junior Section Events

MATCH FORMATS
This chart shows 

formats to be used in 
USTA Missouri Valley 
section tournaments. 
A referee must get 

the authorization from 
the Jr. Comp Program 
Manager to use other 

formats to complete the 
tournament.
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Best of 3 
tiebreak sets X X

Best of 3 
tiebreak sets 

w/ 10-pt. 
matchbreak 
in lieu of 3rd 

set.

X X X X X X X

D
ou

bl
es 8-game Pro 

Set w/ 10-pt. 
tiebreak at 8 

games all

X X X X X n/a X n/a X
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Table 2: Scheduling Guidelines for Section Junior Events

Type of Tournament Day 1 Day 2 Day 3 Day 4

Futures/Indoor Super - Main 12-18 2 sgl/2 dbl 2 sgl/2 dbl 1 sgl X

Futures/Indoor Super - CONS 12-18 1 sgl 2 sgl 2 sgl X

Outdoor Super - Main Draw 3 dbl 2 sgl/1 dbl 2 sgl 1 sgl

Outdoor Super - CONS X 1 sgl 2 sgl 2 sgl

November Sweet 16 - Main Draw 1 sgl/2 dbl 2 sgl/1 dbl 1 sgl X

November Sweet 16 - CONS X 2 or 3 sgl 1 or 2 sgl X

Winter Team Championship 2 rds 1 rd X X

12s/14s Team Event 1 rd 3 rds 3 rds X
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TABLE 8
Scheduling Guidelines for Junior Divisions:

Maximum Number of Matches per Day
Match Format 12s Divisions 14s, 16s, & 18s Divisions

2 singles 2 singles + 1 doubles

1 singles + 2 doubles 1 singles + 2 doubles

3 doubles 3 doubles

3 singles 3 singles + 1 doubles

2 singles + 1 doubles 2 singles + 2 doubles

1 singles + 3 doubles
3 doubles

4 doubles

2 main draw singles
2 main draw singles +

2 doubles and/or
consolation singles

1 main draw singles 1 main draw singles
+ +

3 doubles and/or 3 doubles and/or
consolation singles consolation singles

4 doubles and/or 4 doubles and/or
consolation singles consolation singles

3 main draw singles
3 main draw singles +

2 doubles and/or
consolation singles

2 main draw singles 2 main draw singles
+ +

2 doubles and/or 3 doubles and/or
consolation singles consolation singles

1 main draw singles 1 main draw singles
+ +

3 doubles and/or 4 doubles and/or
consolation singles consolation singles

4 doubles and/or 5 doubles and/or
consolation singles consolation singles

117 games, no more 117 games, no more
than 88 of which than 115 of which
should be singles should be singles

All Matches: Best of 3
tiebreak sets

All Matches: Tiebreak in
lieu of 3rd set or short
sets

Main Draw Singles:
Best of 3 tiebreak sets

Doubles and/or
Consolation Singles:
8-game pro sets

Main Draw Singles:
Tiebreak in lieu of 3rd 
set or short sets

Doubles and/or
Consolation Singles:
8-game pro sets

Combinations of singles,
doubles, and consolation
singles not shown above.*

If a player enters more than one division, these guidelines apply separately to each division.

Completion of suspended matches. When a match is carried over from a preceding
day, it is counted as a match for these scheduling guidelines if the player so elects and if 16
or more games of singles or 20 or more games of doubles are required to finish the match.

*  Calculate the maximum number of games for  specific combinations of formats not
shown in the chart. The maximum number of games for a best of 3 sets match is 39; the
maximum number for a match with a tiebreak in lieu of the 3rd set is 27; and the
 maximum number for an 8-game pro set is 17.

106 USTA REGULATIONS III.C. (Rest)

TABLE 11
Minimum Rest Between Matches

The Referee, Sectional Association, or District Association should permit additional rest 
when any of them concludes that the length of a match, heat, humidity, total time  

on the court during the day, or other condition justifies more rest. *See also Recovery Rule

Divisions

Juniors 60 minutes except 30  minutes in  doubles
only  tournaments*

Senior 35-45 & 60 minutes*
Parent-Child

Senior 50-90
Parent-Child with 
minimum parental age 90 minutes*
Grandparent-Grandchild
Husband & Wife 
(Combined Ages)

Wheelchair • Match of 60 minutes or less: 
30 minutes*

• Between 60 & 90 minutes: 
45 minutes*

• 90 minutes or more: 
60 minutes*

NTRP without 60 minutes*
age restrictions

NTRP 35-45 60 minutes*

NTRP 50-90 90 minutes*

All other divisions 30 minutes*

Pro set
formats

30 minutes

30 minutes

45 minutes

• Match of 60 minutes or less: 
30 minutes

• Between 60 & 90 minutes: 
45 minutes 

• 90 minutes or more: 
60 minutes

30 minutes

30 minutes

45 minutes

30 minutes

Red, Orange, or Green Ball Tennis formats: The Referee shall offer the players reasonable rest, which in many
cases will be no more than 15 minutes. See USTA Regulations VI.C.8., VI.D.8., and VI.E.8. and FAC Comments
VI.C-2, VI.D-2, and VI.E-3.

For any other format, the rest is at least 30 minutes.

A player is governed by the amount of rest allowed for the division in which the player plays.

Players who participate in more than one division are entitled to at least 30 minutes rest between matches in different
divisions, unless the Recovery Rule applies in which case the Referee shall offer the player a rest of two hours.

When more than one match format is played, the match format of the preceding match shall govern the minimum rest.

*Recovery Rule: After all singles matches in Junior, Adult, Senior, NTRP and Wheelchair Divisions in which the match
format is two out of three standard tiebreak sets or more, the Referee shall offer a rest of two hours before the player’s
next singles match. This rule does not apply to short set matches, matches that play a tiebreak in lieu of a final third set,
nor to any match played indoors where the duration of the match is less than 120 minutes.

C. Rest
1. Rest between matches. The Referee shall offer the players at least the

minimum rest between matches as set forth in Table 11. 

• Best of 3 set matches
• Best of 3 set matches when a Match

Tiebreak is played in lieu of 3rd set
• Best of 5 set matches
• Any of the above formats with No-Ad

scoring

Table 3: Friend at Court Maximum 
Matches Per Day Chart 

Table 4: Minimum Rest Between 
Matches
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usTa Junior online suspension poinT sYsTem

The USTA Junior Suspension Point System applies to all sanctioned USTA 
Missouri Valley junior tournaments. It applies to conduct in all matches 
(main draw, compass draw, consolation, qualifying and doubles), during 
tournament activities, at tournament facilities and at facilities such as 
hotels, dormitories and homes where players stay. When a violation 
occurs that involves a doubles team, suspension points shall be 
assessed only to the doubles player who was responsible for the 
violation. 

Persons who observe misconduct on or off the court should report it to 
the Referee. The suspension point system will apply points based on the 
following table:

198 USTA REGULATIONS IX.B. (Junior National Suspension System)

TABLE 31
Suspension Points

Violation Suspension
Points

Each code violation (point, game, or default) except that
players who receive code violations because of delay 
immediately after a medical timeout or because of obvious  
cramping are not assessed suspension points. 2

Default for flagrant unsportsmanlike conduct on or off court 8

Default for refusal to play or continue to play (for reasons 
other than illness, injury, or personal circumstance) 5

Default because of an adult discipline 5

Default for no-show 5

Default for late arrival 1

Disqualification for ineligibility 3

*Suspension points for defaults are in addition to points previously assessed for
code violations.

Being entered when entries close in two or more sanctioned 
tournaments scheduled to overlap unless each Tournament 
Committee approves the multiple entries in writing 5

Withdrawal from tournament after entries closed for reason 
other than injury, illness, personal circumstance, or previously 
authorized entry into another tournament 4

Unsportsmanlike conduct or inappropriate conduct on court
after a match or off court at locations such as the tournament
site, hotel, housing, or tournament sponsored event 5

Not using best efforts to win 2

Physical violence against another person on or off court by a
player, relative, coach, or other person associated with a player 10 

Illegal use or possession of drugs 8

Possessing or drinking alcoholic beverages 8

Gambling activity (see USTA Regulation IV.C.19.) 8

Destruction of property 9

Playing in any sanctioned tournament while suspended
by USTA or one of its Sectional Associations 10

Each suspension point assessed at ITF tournaments and 
USTA International Tournaments becomes one suspension 
point under the USTA Suspension Point System 1
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Should any player receive suspension points during the tournament, the 
tournament should have Code of Conduct report forms available on site 
should a violation occur (form available online). The tournament director 
and/or referee must now enter codes online in real time by completing 
the following steps:*

1. Login to TennisLink
2. Under the Administration Box click “Player Violations”
 

3. Enter the Tournament ID and the name of the player
4. Click on the USTA # of the player that appears after the search
5. Enter the appropriate information based on the submitted form

 

6. Click “Save”
7. Email the section and/or district administrator and notify them of   
		 the	codes,	so	players	can	be	notified

*Section	staff	must	still	be	notified	of	players	who	receive	codes	and	
players	must	be	notified	by	the	referee	of	suspension	points	received.
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reporTs

TDM has a lot of helpful reports that can help you throughout the 
tournament, from contacting players, to quickly viewing schedules, to 
publishing seeds. Below is a list of reports available in TDM. Simply click 
on the “Reports” tab and select the appropriate report from the drop 
down.
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2015 nTrp aDulT TournamenT guiDelines

USTA Missouri Valley League regulations will be applied to all NTRP Adult 
Tournaments beginning in 2015. USTA League Regulations are posted 
on the USTA League Tennis/Regulations page on www.missourivalley.
usta.com. League Regulation booklets can be acquired from your District 
League Coordinators. Some of the common issues occurring are:

1. Adults 18 years or older are eligible to register. Any Junior    
  registering, must play in the Open division if they have not completed  
  the TennisLink Self-Rating before registration. 
2. Tournament Directors should always click on the box “CHECK NTRP   
  RATINGS” when completing their sanction form. If they want 18   
  year olds to be able to register, they must click the Junior NTRP   
  box as well. This appears on the ENRTY page and will automatically   
  check each player’s most recent NTRP rating published for any   
  player registering on line. The section highly recommends that   
  ALL NTRP Tournaments use the online tournament registration only.
3. Mixed Division Teams must be made up of players with NTRP ratings   
  that are only one full point away from each players rating. Example:   
  a 3.5 player and a 4.5 player are eligible to play in an 8.0 division.    
  But a 2.5 and an Open player cannot play in an 8.0 division. Or a 3.0   
  and a 5.0 cannot play in an 8.0 division.
4. Check all players' current ratings upon registration. New players may   
  Self-Rate to enter an NTRP event. Contact your Local League    
  Coordinator for instructions for Self-Rating for tournaments. Players   
  with self-ratings and that play at least three matches in an NTRP   
  event, against computer rated players, will receive a computer   
  rating at the end of the year. These ratings will be posted on the   
  web in TennisLink/Leagues/Find a Rating at year end, usually by   
  December 5th. 
5. NTRP divisions must be one level only for players to be eligible   
  for ranking. Any tournament with Combined NTRP levels, example:   
  Women's 3.0-3.5 Doubles, will not be eligible for rankings.  
6. Any player may register for a division that is one level higher than   
  their current rating. No player may play in a lower division in an   
  NTRP tournament or two levels higher.



26

going aboVe anD beYonD

It is important that players have a good experience at your event, 
which means organization and communication are KEY. Listing your 
tournament on the searchable calendar is not enough to guarantee 
success. Below are some useful methods for promoting your event and/
or communicating with your customer.

1. Update the “Notes” Section of the Sanction Form: There is   
  a visible note section on each tournament homepage where you can   
  update info about other events in the area (sporting events, theatre,   
  player parties, discounts etc). You can post to the general notes,   
  or add a new tournament message where you can edit color etc.

2. E-mail: Contact your District Executive Secretary with information on   
  your event. The information can be e-mailed to the district members. 
3. Social Media: You can use your district Facebook page (if you have   
  one) to promote the event and add pictures and statuses. You might   
  also try using Instagram and Twitter as many people use social   
  media as their main form of communication and can access it on their  
  phones anywhere they go!
4. RainedOut: This is a free text messaging app used to communicate   
  with players about any and all information related to the tournament.   
  Players volunteer their number and you can send a text alert to any   
  participant who has registered
5. Sponsors: Any special offers or discounts you can offer to    
  participants are appreciated. Work with local vendors well in advance   
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  of your tournament and establish relationships that can be utilized   
  each year. Be sure to include data about how their business    
		 will	benefit	from	the	partnership	and	work	for	monetary	and/or		 	
  in-kind donations that can improve the player experience. 
6. Email: TDM offers the ability to access player contact info. You   
  can utilize “Report Wizard” to quickly copy and paste the emails of   
  all participants and send out reminders and other info related to the   
  tournament, or you can use the “Player Explorer” window. Player   
  Explorer generates contact information associated with membership   
  while Report Wizard shares the email with which the player registered  
  for the event.
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usTa missouri ValleY ConTaCTs
CompeTiTion program managers

Adult Competition   
Lori Therrien    
913-322-4829 
therrien@movalley.usta.com 

Junior Competition  
Nikki Chambers
913-322-4832    
chambers@movalley.usta.com

Heart of America  
Helen Elliott
hoatennis.usta@gmail.com 
 
Iowa     
Mark Blume
markblume@mchsi.com 

Kansas
Diana Christman
dchristman10s@att.net

Missouri 
Linda Peters
lpmotennis@mediacombb.net

Nebraska   
Steve Hossack
sehossack@cox.net 

Oklahoma
David Minihan
westwoodtennis@gmail.com

David Urich
ustaoklahoma@gmail.com

St. Louis   
Martha Davis
juniors@sldta.com

Mary Vassar
director@sldta.com

DisTriCT ConTaCTs

Tennislink ConTaCTs
1-800-990-USTA (8782)

linkteam@usta.com

missouriValleY.usTa.Com


