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Appendix 2
TENNIS CHAMPIONSHIP PLANNING GUIDELINES
Conference Office Responsibilities (for neutral site championship)

Six months in advance:
- Secure court reservation
-Secure USTA/ITA official
-Contact host institution AD to plan for ATC coverage, tennis balls, program (SID)

Three months in advance:

-Purchase individual awards

One month in advance:

-Email tournament line-up form to coaches

-Send reminder email to club and official

One week in advance:

-Assign seeds, post draw

-Print draw sheets and point total sheet

One day in advance:

-Order table flowers, balloons


Day of event:

-Bring to club for set-up: team signs, championship banner, AMCC tablecloth, all awards, flowers, balloons, laptop, extension cord, scissors, bulletin board/thumb tacks, USTA/ITA rule book, check for official
-Borrow from club: easel holder for bulletin board (to post results)

Nightly during tournament:
-Post results to AMCC website

Host Institution Responsibilities (for neutral site championship)
- Program listing all team rosters and draw (conference office can provide sample)

-Certified athletic trainer

-2 cases of tennis balls (any brand, as long as approved for collegiate competition; recommended: Penn or Wilson hard court)

Oxford Athletic Club provides:

-locker room/shower facilities

-towels

-ice

-AED

-cups and water on courts

-singles sticks
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