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Dear Tournament Directors, Organizations, & Tournament Staff: 

 

This Tournament Director Manual was produced by USTA Tennessee to assist 

individuals in running USTA sanctioned tournaments.  Although it does not 

cover every aspect of hosting tournaments, we hope that it is a useful and 

helpful reference.  Updates to the manual will be made periodically throughout 

the year.  

The staff at USTA Tennessee, would like to thank you for hosting tournaments 

at your facility.  Our goal is to provide the necessary assistance to tournament 

directors in order to conduct the best event possible.  If you have any questions, 

comments, or would like any additional information, please call or email the 

USTA TN office. 

Sincerely, 

 

Tyler Strong, Director of Junior Tennis 

Jason Ontog, Director of Adult Tennis 
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Tournament Committee 
 
The governing body of a club, organization or an organization conducting a tournament shall 
appoint a Tournament Committee.  The Tournament Committee must consist of at least three 
(3) members.  These members will be: 
 

i. Chairperson - Responsible for all tournament administration prior to the start date of 
the tournament 

ii. Director – Responsible for the administrative details for the tournament once it begins 
iii. Referee – Responsible for event draws & match schedules, conduct players during the 

tournament 

 
Please note that the Tournament Director may only assume the duties of the Tournament 
Referee in 10-and-Under stand-alone events and Entry Level Tournaments. 
 
Duties of the Committee: 

 Supervise all administrative details of the tournament 
 Obtain any required USTA sanction 
 Determine the extent to which officials will be used 
 Determine the type of ball to be used throughout the tournament 
 Determine the seedings 
 Appoint a Tournament Appeals Committee to hear appeals 
 Have broad discretionary powers in carrying out its functions in all cases not covered by 

the Rules of Tennis or USTA Regulations 

Chairperson Duties 
 
The Tournament Chairperson is the head of the Tournament Committee.  This person is the 
official representative of the USTA Organization Member’s Tournament Committee to the USTA, 
Sectional Associates, and State/District Associates.   

 
Tournament Director Duties 

 
The Tournament Director serves as the Chief Executive Officer for the Tournament Committee 
and is directly responsible for the administrative details of the tournament.  In many, but not all 
tournaments, the Tournament Chairperson also serves as the Tournament Director 
 
Duties of the Director include, but are not limited to: 
 -Recruiting and training of all volunteers for the Registration Desk, Tournament Desk, 
and Posting Results to the internet. 
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Referee Duties 
 

The Tournament Referee is also a USTA certified official and is responsible for general 
supervision over all aspects of play. 
 
Duties of the Referee include, but are not limited to: 

 The Referee serves as a member of the Tournament Committee 
 The Referee, assisted by at least one, preferably two, Tournament Committee members 

makes the draw publicly at the time and place specified by the Committee 
 The Referee, preferably assisted by another Committee member, makes substitutions in 

the draw when appropriate. 
 The Referee exercises general supervision over all aspects of play, including, but not 

limited to, the conduct and actions of players, coaches, parents, officials, ball persons, 
groundskeepers, and the administrative crew. 

 The Referee shall use judgment in all situations not specifically covered by the Rules of 
Tennis or USTA Regulations. 

Referee Responsibilities During a Tournament:  If the Tournament Referee appoints roving 
umpires, his/her responsibilities during the tournament include: 

 Measure the net at the beginning of the first matches of the day and at other 
appropriate times 

 Enforce the warm-up time limit by advising the players when they have two minutes 
before play is to begin 

 Exercise discretion when calling foot faults or dealing with any infractions so as not to 
disturb neighboring courts 

 Control Spectators 
 Help resolve scoring disputes by using the following options: 

o Counting all points and games agreed upon by the players, with only the 
disputed points or games being replayed 

o Playing from a score mutually agreeable to all players 

 
Referee Responsibilities After a Tournament:  The Referee’s responsibilities at the conclusion 
of the tournament include: 

 Reviewing & Signing Sportsmanship complaints and point penalties issued by an official 

 Forwarding the names of Sportsmanship winners to the USTA Tennessee Director of 
Junior Competition  
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Tournament Appeals Committee 

The tournament committee shall appoint a Tournament Appeals Committee to decide player 
appeals of the Referee’s disqualification or unilateral default of a player. 

The Tournament Appeals Committee shall be comprised of at least two members.  The Referee, 
Deputy Referee, and umpires may not be members of this committee.  Upon being notified by a 
player that the player wishes to appeal the Referee’s decision, the Referee shall immediately 
attempt to contact at least two members of the Tournament Appeals Committee.  The 
Tournament Appeals Committee may meet in person, by conference telephone call, or by other 
means that will facilitate a prompt decision. 

Tournament Check List 
Before the Tournament 

 Set up tournament in TennisLink using Online Sanction Form (at least 1 month prior 
to the tournament) 

Prior to Entry Deadline  

 Location & Additional Sites  Confirmed/Secured 

 Post Messages to Tournament Website  
o Timeline (important dates: when seeds, draw, schedule will be posted) 
o Sites and Directions to Sites 
o Tournament Hotels 
o Balls Used for each Age Division 
o Scoring Format (tiebreak for third set in MD/BD, doubles) 
o 10U Information (court length, racket length, ball color, scoring format) 
o Tentative Schedule (for example, 1 day event for 10U, and unless draws are 

large, play will be Sat. & Sun. starting at what time and with singles/doubles?) 

 Market Tournament (postcards, flyers, tournament website etc.) 

 Secure a Referee & Officials necessary  

 Get Volunteers to assist with tournament (desk, 10U/8U scoring, etc.) 

 Balls (order from vendor, local company, etc.) 

 Awards/Trophies, Player Gift (T-shirt, Towels, etc.) 
       1-3 Days Before Tournament Begins 

 Prepare for 10U/8U Division (Orange/red balls, lines, extra rackets, court monitors) 

 Prepare for TN 12U L4, L5, L6 (Green Balls) 

 Seed after entries close (based on USTA TN Seeding Procedures)  

 Use TDM to make the draw and schedule with Referee 

 Upload draw and schedule the two days (48 hours) before the tournament begins 
       During the Tournament 

 Educate parents and players & be friendly/welcoming 

 Post results each night (during day preferably) 

 Update Tennislink to inform parents/players/coaches if changes in schedule occur 
(due to weather, etc.)  

       After the Tournament 

 Post final results from tournament 

 Forward Sportsmanship winners to USTA TN Director of Junior  

 Pay Head Tax within 30 weeks of receiving the invoice 
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Determining Number of Matches and Rounds 
 
The number of matches required by a draw can be computed using the following formula: 
 

(# of Entries in an Event)    ̶   1  =  (# of Matches in a Draw) 
(# of Entries in an Event )  ̶   5  =   (# of Matches in Feed-In-Consolation) 

 
In a complete tournament with Feed-in-Consolation through the Quarterfinals and Semifinals 
Playoff in the Main Draw and Consolation events, compute the total number of matches by: 

2 * (# of Entries) – 4  =  (# of Matches) 
To estimate your doubles matches in this type of event: 

0.45 * (# of singles entries)   =   (#of matches in doubles) 
 
The chart below outlines the total requirements for a tournament.   
 
SINGLES 

Draw 
Size 

Main Draw # 
of Rounds 

Main Draw # 
of Matches 

FIC # of 
Rounds 

FIC # of 
Matches 

Semi-final 
Playoffs 

Total 
Matches 

8 3 7 2 3 2 12 

16 4 15 4 11 2 28 

32 5 31 6 27 2 60 

64 6 63 8 59 2 124 

128 7 127 10 123 2 252 

256 8 255 12 251 2 508 

 
 
DOUBLES 

Draw Size # of Rounds # of Matches 

8 2 9 

16 3 7 

32 4 14 

64 5 28 

128 6 57 

256 7 115 
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Tournament Seeding 
 
Seeding in 12s, 14s, 16s, 18s 
 
Singles: 

 STA L1, L1A, L2, L3 
o Use Southern Guidelines – Auto-seed based on most recent Southern Standings 
o For Qualifier & Closed events, only use state rankings if higher level information 

is not available 

 State Open Events (TN L2/STA L4 ) 
o Auto-seed based on most recent Southern Standings 
o Triple Southern Standing Ranking if player is playing up or if Player in Top 100 of 

Southern 

 TN L3/STA L5 
o Auto-seed based on most recent Southern Standings 

 TN L4/STA L5 
o Auto-seed based on most recent Tennessee Standings 

 TN L5 (Novice/One Day) 
o Auto-seed based on most recent Tennessee standings 

 
Doubles: 

 Add together the standing of each player in a doubles pairing  

 If player is playing up, triple TN/STA standing (depending on tournament level; See 
Above)  

 Team with lowest total (i.e. sum of 10 is low compared to sum of 20) are seeded 
 

10U Playing Up:  

 Players from 10U may not be seeded using the age up rule.  Only based on their 12U 
standing 
 

10U Seeding 
 
Singles 

 Auto-seed based on State/Section Standings (determined by tournament level) 
 

Doubles 

 Auto-seed based on State/Section Standings (determined by tournament level) after 
adding together the standings of players in doubles teams 
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Placement of Seeds in a Draw 

 
The Tournament Committee may seed a maximum ratio of one for every four players or a major 
fraction thereof (i.e. two or three players more than an even multiple of four does justify an 
additional seed; one more layer does not).  Even the smallest draw may have two seeds.  Seeds 
are distributed, if possible, so that the same number of seeds will be in each half of the draw and 
in different quarters.  Please refer to the Friend at Court for a more detailed explanation.  
 

Placement of Byes in a Draw 
 
Byes are used to fill out the draw so there will end up being a player on each line for the second 
round of an event.  Byes should be evenly distributed by quarter.  Please refer to the Friend at 
Court for a more detailed explanation.  
 

Making the Draws 
 
All event draws must be open to the public.  Those attending may not interfere or try to 
influence the proceedings.  The Referee shall supervise all aspects of event draws and TDM On 
the Web must be used to make a standard draw.  

 
Consolation Draws 

All Consolation Draws should be set up and timed prior to the start of play.  Schedule 
consolation draws to keep pace with the main draw of an event. The different types of 
consolation formats are listed below. 
 
Single Elimination(SE):   When you lose, you are finished.  There is no consolation draw.  Most 
doubles tournaments are single elimination. 
First Match Losers Consolation:  If you lose your first match, you go to the consolation draw.  
All players are guaranteed at least 2 matches. 
Modified Feed-In Consolation:  The first 2 rounds feed into the consolation draw.  If your frist 
round is a “bye” and you win your first match (played in the 2nd round) and then lose your 2nd 
match (played in the 3rd round), then you are out of the tournament.  All players are guaranteed 
at least 2 matches. 
Feed-In Consolation (through Quarterfinals):  Full Feed-In Consolation through the 
Quarterfinals.  Regardless of when you have your first loss, you will feed into the consolation 
draw.  Most tournaments that are FIC do so through the quarterfinals, if you lose in the semi-
finals then you go into a 3rd/4th playoff.  Each player can lose twice before they are done 
Feed-In Consolation (through Semi-finals):  Full Feed-In Consolation through the semi-finals.  
This follows the same procedure as FIC through the Quarterfinals, but also places the losers in 
the semi-finals into the consolation draw.   
Compass Draw:  All first round players who lose go to their own draw, players who lose from 
that draw go onto their own draw again, and so forth.  Players who win their first round and 
then lose the 2nd round, will go to their own separate draw.  Typically each player is guaranteed 
4 matches.  In addition, players won’t play the same player twice throughout the tournament.   
Round Robin:  All players in the draw play each other.  Round Robins are most common in 

draws with 3-6 players.   
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Limited Draws 
Due to the number of courts at some facilities and rules regarding the number of matches a 
player is allowed to play in a given day, it may become necessary to limit the number of player 
per event.  Limited draws must be noted in the online sanction form.  
 
 

Late Entries 
Acceptance of late entrants into a tournament is at the sole discretion of the tournament 
director.  Late entrants should expect to pay an additional penalty, in addition to the entry fee.  
No late entrant may be accepted who would otherwise affect selections or seeding.  Any late 
entrant will be placed at the bottom of any applicable alternate list. 
 
 

Withdrawal of Players 
If play has not begun and any seed withdraws, the Referee may do any of the following: 

o Replace the withdrawing player with a bye 
o Fill the vacated position with a person not already in the draw whose inclusion 

would not affect the seedings 
o Remake the draw 
o Relocated the seeded players.  For procedures, please refer to the Friend at Court 

 
 

Retirements, Defaults, and Walkovers 
Retirement:  A retirement occurs when a player is unable to continue playing a match or 
resume a suspended match because of injury, illness, personal emergency, or another 
acceptable reason. 
 
Default:  A default occurs when a players is disqualified for cause, ineligibility, through the Point 
Penalty System, or refuses to play for another genuine reason.  
 
Walkover:  A walkover occurs when a player, after completing a match in an event, and before 
the next match in that event (or during the warm-up), becomes unable to play because of injury, 
illness, personal emergency, or another genuine reason.  
 

*The Tournament Director is responsible for indicating this on the draw 
 
 

Omitted Players 
Any player whose entry is received on-time and is otherwise acceptable will not be denied a 
place in the draw due to administrative error or oversight by tournament officials unless the 
Referee determines that play has proceeded too far to make changes in the draw practicable.  
The entire draw does not have to redone.  Please refer to Friend at court for procedures 
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Scheduling Matches 
Scheduling should balance fairness to the players and the need to assure that the event is 
completed on time.  This involves making maximum use of available courts, minimizing “dead 
time” between matches, and assuring appropriate rest for the players.  
 
The Tournament Referee should consider the following factors: 

 Conditions affecting the draw 
 Regulations affecting the schedule 
 Match timing 
 Weather and available light 
 Equalizing, to the extent possible, rest between matches for opponents 
 The availability and desirability of officiating assistance 

 
Various Conditions affect the initial scheduling: 

 Size of draws 
 Draw format including consolations 
 Number of courts and hours that they are available 
 Scheduling guidelines and rest period requirements 
 Match format  

 

Estimating Length of Matches 
 
Two common methods for estimating the length of matches: 
 

1. Scheduling with a consistent amount of time between matches.  Estimates:   
a. Indoors:    1 hour and 15 minutes 
b. Outdoor Hard Courts:  1 hour and 30 minutes 
c. Outdoor Clay Courts:  1 hour and 45 minutes 
d. No-Ad Scoring:   1 hour and 15 minutes 

2. Garman System:  This method is based on a mathematical analysis of national level 
tournaments and is designed to reduce player-waiting times while maximizing court 
usage.  It takes into consideration anticipated defaults, retirements, long matches, 
and short matches.  It schedules a number of matches at short intervals based on the 
probability that there will be courts available.  The system results in a steady stream 
of check-ins rather than large numbers of players checking in at one time.  
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Rest Periods & Daily Limitations 

 

Rest Periods Between Best of 3 Tiebreak Sets 

 Players in all divisions receive a mandatory 10 minute rest period before starting the full 
3rd set 

 Players may receive coaching during the 10 minute break 
 Players may not practice on the court during the 10 minute break 
 If a player leaves the court during the 10 minute set break before a full 3rd set and is late 

in returning, the player will be penalized 1 game (as stated in Friend at Court, page 123). 

Match Tiebreak in Lieu of 3rd Set 

 Players will receive a 3-minute set break after the 2nd set when a Match Tiebreak is being 
played in lieu of the 3rd Set 

 Coaching is allowed, but should occur on the court or near the court.   
 Players should stay on the court or in an area near the court designated by an official 
 A player may receive additional time for a restroom break where the player will be given 

reasonable time to return to the court.  A player’s right to coaching is waived if a request 
for a bathroom break is made during the 3-Minute break 

 If a player is late returning, they will be penalized 

Rest Periods Between Matches 

 A minimum rest period of 120 minutes must be offered between all singles and doubles 
matches that play a full 2 out of 3 sets.  This does not apply to short set matches and 
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 

 A minimum rest period of 60 minutes must be offered for singles matches played with a 
10-point Match Tiebreak in lieu of the 3rd set. 

 A minimum rest period of 30 minutes must be offered before all doubles matches using 
an 8-game pro set 

 For 10U/8U tournaments, reasonable rest should be offered to players between matches.  
Since the matches are very short in nature, the FAC indicates a rest period of no more 
than 15 minutes will be appropriate. 

 A player should be offered a minimum of 12 hours rest from the conclusion of his final 
match and the start of their first match the following day  
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Rain/Inclement Weather & Refund Policy 
 

Inclement Weather:  The Tournament Director and Referee have several options when faced 

with inclement weather or heat advisories on tournament dates.  The Tournament Referee is 

responsible for the final decision and will keep in mind that player safety shall be the top 

priority.  

 If a tournament is unable to be completed within the sanctioned dates, no extensions are 

allowed and the tournament will be over.  The tournament committee decides whether an entire 

tournament is canceled due to inclement weather.  If canceled, the USTA TN Director of 

Competition must be notified.   All scores must be reported (including incomplete matches) and 

will be recorded as abandoned matches 

In the Event of Inclement Weather:  The Tournament Referee may do one or more of the 
following, with consultation of USTA TN office: 
 

 Use No-Ad Scoring 
 Use a Match Tiebreak in lieu of the third set 
 Cancel the consolation rounds of singles and/or doubles 
 Cancel the tournament  

 
**The above options are listed in the order that they should be used. 

 
Refund: In the event that a tournament is canceled and no play has begun in a division, 
a partial refund will be awarded after deductions are made for actual expenses.  In 
divisions where play has begun, no refund will be awarded.  Head Tax is charged for any 
division where play has begun. 
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Number of Courts Required for a Tournament 
 
Experience has shown that for a full feed-in draw, you need a minimum of one court per age 
group for small events (4-8 players) and up to 4 courts per age group for larger events (16-32 
players) if the tournament is to be completed from Friday to Sunday.  The number of courts 
needed is significantly smaller for a single elimination event or a first match consolation event.   
 
 

Facility Preparation 
 
Make sure the courts and facility are clean, safe, and playable prior to the start of play 
Items that are helpful during the tournament are: 

 Score indicators 
 Singles sticks 
 Water coolers 
 Courtside chairs/benches 
 Ice 
 Towels 

Courts 
Washed and/or clean enough to play; free of trash, glass, leaves or other items; cracks are not 
dangerous to players; fences upright; gates safe.  
 
Nets 
Free of holes; have center straps; at the right height; tied to the posts 
 
Teaching Equipment 
Placed out of the way; divider nets pulled back and secured; teaching balls are removed from 
behind the curtains. 
 

 
Tournament Budget 

 
Budgeting is a major factor for many tournament directors and can fluctuate greatly.  Below is a 
list of items that most affect budget for a tournament. 

 Court costs 
 Tennis Balls 
 Awards 
 Officials/Athletic Trainers 
 Ice, First-aid, and refreshments 
 Tournament t-shirts 
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Tournament Desk Set-Up 

The Tournament Desk at the main tournament determines whether an event runs smoothly or 
not.  Therefore, It is essential that it remain organized and be staffed with knowledgeable 
individuals who are capable of assisting the Tournament Director.   
 
Main Desk Set-Up:   

 Large Table  

 Place for cans of tennis balls 

 Match chart showing matches in progress 
 Match cards for the players 

 First Aid Supplies 
 Ice 

 Friend at Court 

 Alternate Site & Practice Site Directions 

 Directions to hotels and restaurants 

 Tournament clock displaying “official” tournament time 

 
Tournament Desk Duties 

The tournament desk is responsible for the following: 
 
Player Registration Check-In:  Collect a Medical Waiver Form and give the player a tournament 
gift bag & t-shirt when initially checking-in for the tournament.  
 
Check in players for matches:  Indicate when the player is totally ready to begin play.  Inform 
all players checked-in to stay close by. 
 
Announce Matches to be played:  Call all players when a court becomes available.  Start the 
clock if necessary.  Assess penalties for late players under the Point Penalty System.  Default only 
after 15 minutes has elapsed from the time a court has become available for a called match.  
 
Assign courts when available:  Both players must be present at the tournament desk before 
sending a match to the court.  Balls are given out by Odd/Even number to Odd/Even Court 
assignment.  Keep anticipated problematic matches nearby.  
 
Announce Match Information:  Number of sets to be played; Tiebreaker at six games all; Ad or 
No-Ad scoring; new balls or no new balls when split sets.  
 
Post what matches are currently being held on which courts:  Some tournaments will 
indicate what matches are currently being played on which courts to avoid constant inquiries at 
the tournament desk.  
 
Record Score of completed matches:  Enter on the tournament desk drop sheets and viewing 
draw sheets.  Enter on TDM on the web, if there is access to wireless internet.  
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Point Penalty System  

 
The Suspension Point System applies to all tournaments sanctioned by USTA Tennessee and all 
other junior tournaments in the Southern Section, USTA National Levels, and ITF Events.  This 
system applies to conduct: 

 During all Matches (main draw, consolation, doubles, etc.) 

 During tournament activities 

 All Tournament Facilities 

 At facilities, such as hotels, dormitories, and private housing 
 
 

Medical Time-Out & Bleeding 
 
Medical Condition:  A medical condition includes, but is not limited to, an injury, illness, or 
heat-related condition or cramping 
 
Medical Time Out:  A medical time-out consists of evaluation time as determined by the 
Referee plus a maximum of three minutes treatment time. 
 
Request for a Medical Time-Out:  A player may make a request for a Medical Time-Out to the 
Referee, Chair Umpire, or other official at any time during the match or warm-up.  
 
*For specific rules and regulations on Medical Time-Outs, etc. please refer to the Friend at Court  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


