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                                      TD # 5 - Sanction Form Update Information
                                               & Submit for Approval – January 2014




          Update Organization membership if needed. 
                                           Add or update bank account information
                                          Add credit card information to pay the sanction fee



 
     Submit the tournament to USTA for approval

1. Login to the Tournament Administration web site to locate your sanction forms
· Navigate to the USTA Account login page
http://tennislink.usta.com/Tournaments/Common/Default.aspx
· Click on LOGIN [gray bar menu at top]
· Login to your USTA Account using your organization or personal USTA # and Password
· On the right menu under Administration - click on My Tournaments

Need assistance or can't log in to your Sanction Forms? 

· Review Linkteam's Sanction Forms "Login Instructions" 
http://assets.usta.com/assets/643/15/Tournament%20Admin%20Login%20Instructions%20-%20Linkteam%20Feb%202012.pdf
· Use the Member Services help links on the Login page (below the password box and LOGIN button).
· Call USTA Member Services for assistance: 1-800-990-USTA(8782) M-F 9:00 am - 9:00 pm ET, Sat 10:00 am - 6:30 pm.
2. A web page showing your current year's tournaments opens.

3. Review the Tournament List and click on a title to “Open” the sanction form
Click on the Summary tab [gray menu bar near top] to review a summary of information 
     New to the sanction form? - click on the Help link on the right above the gray menu bar

Edit individual pages as needed - specifically these items:

4. GENERAL INFO tab
· Updated Notes as needed
· Do not modify the “Category" - typically is listed as "Section Event"
5. ORGANIZATION tab
· Court site address must be listed (not a mailing address or P.O. Box)
· Organization’s membership must be paid through the date of all 2014 tournaments 
     To extend or renew membership: 
· Call Member Services at 1-800-990-8782. Press 3 to reach a representative 
· Provide your Organization’s name and credit card information 
· Renew the membership for one, three, or five years 

6. CONTACTS tab
· Your primary phone must be listed - office phone or cell phone; or list both
· Your current email address must be listed

7. ENTRY INFO tab
· Locate the Registration section halfway down page
Add a checkmark to the Online Registration box if needed. Wait for the page refresh
· Add Bank Information - checking acct info & bank name/address (or review it if listed)
     Do you need to use the bank information from another sanction form? 
Open a new web browser window and log into the tournament administration site a 2nd time. Select an approved sanction form, and locate the bank info on the ENTRY INFO page.
· Review/update the Entry Information and Fee fields
       "Entry Information" and "Fee" fields - see definitions and information in the table below
      Do not modify the “Entry Type,” and “Player Selection” fields 
      Do not modify the “Entry Limits” field (unless you are adding/deleting doubles events)

8. SANCTION FEE tab
· Review the sanction fee & head tax information 

· Enter credit card information to pay for the sanction fee
· Click "Submit for Approval" link [lower right of page]

9. SUBMIT/APPROVAL tab
· Click "Submit for Approval" 
· Then click "Save Sanction Form" [menu near top of page on right]
     USTA New England receives an email when a properly completed form is submitted
     The credit card will be charged $73.00 when the tournament is approved
Jim Purington, Tournament and Ranking Manager
purington@newengland.usta.com

508-366-3450 ext. 32

See the USTA New England Tournament Director Information web page for additional instructions:

www.ustanewengland.com > ADULT Tournaments or JUNIOR Tournaments > Tournament Director Info

USTA New England - Entry Fees for Players

	Entry Fee:
 - The "Entry Information " box on the Sanction Form and on the TennisLink tournament' home page.
 - It is the amount each player pays to register, including Active.com's TennisLink fee.
 - This field completes automatically based on the Fee fields.
	Tournament Fee:

 - The "Fee" box or boxes on the Sanction Form. 
 - It is  the amount per player transferred by Active.com to the tournament organization. 
 -  The tournament director completes/updates this field.


	Amt. in Fee box + $3.00
	$32.00 and less

	$36.00
	$33.00

	$37.00
	$33.95

	$37.05
	$34.00

	$38.00
	$34.88

	$38.13
	$35.00

	$39.00
	$35.81

	$39.20
	$36.00

	$40.00
	$36.74

	$40.28
	$37.00

	$41.00
	$37.67

	$41.35
	$38.00

	$42.00
	$38.60

	$42.43
	$39.00

	$43.00
	$39.53

	$43.50
	$40.00

	$44.00
	$40.47

	$44.58
	$41.00

	$45.00
	$41.40

	$45.11
	$41.50

	$45.65
	$42.00

	$46.19
	$42.50

	$46.00
	$42.33

	$46.73
	$43.00

	$46.73
	$43.50

	$47.00
	$43.26

	$47.80
	$44.00

	$48.00
	$44.19

	$48.88
	$45.00

	$49.00
	$45.12

	$49.95
	$46.00

	$50.00
	$46.05
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