
 
 
 
 
 

 
 
 
 

 

 

USTA Mid-Atlantic Adult Tournaments 
 

Thank you for hosting and running a USTA Mid-Atlantic Section Tournament!  

 

Tournament directors are the keys to success at any tournament, impacting the present 

and future of tennis in many positive ways. They are crucial to keeping the event 

running on time and on schedule, and to keeping players and fans alike happy and 

ready to come back for more. Your hard work is rewarded in smiling faces and the 

growth of the sport. Your contributions may often go unsung, but they are never 

unappreciated.  

 

Running successful events, however, is no easy task. That is why we’ve created the 

Adult Tournament Director’s Manual, which provides the tools necessary for tournament 

directors like you to deliver the highest-quality experience to your players, ensuring that 

they will want to come back to our sport again and again.  

 

Please review the following rules and regulations regarding your tournament. Once you 

have read the entire Adult Tournament Director’s Manual, please make sure to sign and 

return your Tournament Director’s Sanction Agreement (see attached).  

 

For help with your tournament and more information please contact Jeff Fowle, the 

Adult Tournament Manager at 301-792-0238 or by email fowle@mas.usta.com  
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Requirements to Host a Sanctioned Tournament  
In the Mid-Atlantic Section, our mission is to improve tennis tournament retention and 

enjoyment. It is important that we, as a Section, provide tournaments where the players 

have a pleasing experience. The heart of a successful tournament is customer service. 
 Tournament venues/sites must be current USTA Org Members 

 Tournament Directors must also be current USTA Members 

» To obtain either an Org Membership or an Individual Membership, please call: 1-800-

990-8782 

 

Tournament Sanctions and the Application Process: 
 Complete the online sanction form for each tournament and pay the $35.00 Sanction 

Fee (+ $3.00 processing Active.com fee) which is charged per approved application. In 

order for the form to be submitted for approval a valid credit card must be entered on 

the Sanction Fee tab.  

 A $3.00 per player “Player Fee” is due to the Section within 30 days of the completion of 

the tournament. There are no “Player Fees” for one day or non-sanctioned events.  

 All Tournament Directors must have attended either an online or in person training within 

the last year. Contact Jeff Fowle at fowle@mas.usta.com for additional training 

opportunities. 

 Events of the same level and same age groups will not be sanctioned less than 75 

minutes apart. 

 Player feedback is strongly considered in making sanctioning determinations. What can 

you offer players to improve the quality of their experience and to distinguish your event 

from others on the calendar, i.e. certified officials, practice courts, hospitality, player gifts, 

good communication, timeliness in posting scores, schedules, etc. 

 

Below is a list of requirements for tournament directors: 

 

All Tournaments  
 ALL participants of a USTA Mid-Atlantic Sanctioned tournament must have a valid USTA 

membership to participate. Failure to comply may result in the Tournament Director’s 

Tournament Sanction being reviewed 

 Tournament Data Manager (TDM) must be used 

 Awards or Prize Money will be presented to the 1st Place Winner and Finalist of the Main 

Draw 

 Draws must be published through TDM/Tennislink within 48 hours of the scheduled start 

date to accommodate players busy schedules 

 Desk staff, court monitors and other volunteers will be knowledgeable as to the format 

and general rules of the event 

 Draws will be posted near the tournament desk and online. They must be updated 

regularly 

 Courts will be inspected and their playable condition will be considered before the 

matches start 

 Officials will be present (one per each site) for any tournaments with Age or Open 

Divisions. NTRP only tournaments do not require an official 

 All Tournament Directors will be familiar with and follow USTA and Friend At Court 

regulations as applicable to their tournament. 

 

State/Designated Tournament in addition to the previous requirements 
 Score tenders will be used on each court 

 Single sticks will be used for all singles matches  

mailto:fowle@mas.usta.com


Sectional Championships in addition to the previous requirements  
 Player social or food amenities (snacks and water readily available to players for 

duration of the tournament) 

 Player gift 

 

Recommendations to Host a Successful Tournament  
 Communication with players is essential. Return phone calls and emails as soon as 

possible, especially as the tournament dates get closer. 

 Promotion of your tournament is important. At a minimum it is recommended that 

Tournament Directors send out emails about your upcoming tournament. You have 

access to player emails from TDM to send a reminder to all previous players. (see email 

procedure at end of manual). For all tournaments, you can request an email be sent 

from the MAS office to promote your tournament. 

 Light snacks and water provided to players is highly recommended (bananas, granola 

bars, etc.) 

 Good on site customer service will help keep players happy and coming back 

 

Take pride in hosting a sanctioned tournament! This is your time to get creative as well 

as competitive with other tournament directors in your Region and Section!  

 

Events/ Divisions 
Adult and Senior Divisions (30, 35, 40, 45, 50, 55, 60, 65, 70, 75, 80, 85, 90) must be open 

to players who have reached or will reach the minimum age limit of that Division on or 

before December 31.  

 

Open Divisions are open to players of all ages. 

 

NTRP Level Tournaments are open to players who are or will be 18 before December 

31st of that calendar year and have a valid NTRP Rating or Self-Rating. Players must use 

their current NTRP rating to enter a sanctioned event. Self-rating is allowed only if the 

player does not have a current and valid NTRP rating. 

 

Draw Types: 
It is recommended that for divisions with up to 5 players, the round robin format be 

used.  

 

For divisions with more than 5 players, the draw format/type will be at the tournament 

director’s discretion consistent with approved formats/draw types found in Friend at 

Court.  It is recommended that all outdoor tournaments use a two match guarantee 

format, (First Match Loser Consolation).  For all Outdoor Sectional Championships in 2016 

this is required. 

 

 
All draws must be posted online within 48 hours of the scheduled start date to accommodate 

players that travel. 
 

 



Match Format: 
It is required that all Sectional Championship tournament matches shall use the best 

two out of three sets. Local and Regional Tournaments and MAS Championship 

tournaments with 70 & over age divisions may, at the discretion of the tournament 

director, employ a 10 point match tiebreak in lieu of a third set.  Regular Tie-break 

format will be used in all tie-breaks.  The intention to employ a 10 point match tiebreak 

must be set forth in the available tournament information, tournament entry forms and 

tennis link homepage. 

In the event of inclement weather affecting outdoor tournaments, the standard format 

may be modified to permit a 10-point match tiebreak in lieu of a third set and/or no-ad 

scoring. 

 

One-day or half day play events may employ alternative formats, which should be 

noted in the tournament information and tournament entry forms.  

 

Balls: 
Any USTA approved ball may be used for tournament play. For tournaments with court 

surface other than hard court and for those playing at higher altitude, the type of ball 

needs to be adjusted accordingly. 

 

Tournament Fees: 
Entry fee is recommended to be no more than $50.00 for singles and $33.00 for doubles 

unless the tournament is offering prize money, then fees may be increased accordingly.  

 

It is recommended that if a tournament director allows players to register past the 

posted deadline, a late fee of no less than $10.00, will be imposed to that player and 

the posting of draws will not be held past the 48 hour deadline to accommodate 

players attempting to register late.   

 

Dress Code: 
All players are required to wear appropriate tennis attire and additional facility 

requirements should be noted to players prior to the start of the tournament.  
 

Awards: 
Awards will be presented to the 1st Place Winner and Finalist of the main draw for each 

division offered. 

  

Officials  
Sanctioned tournaments are required to have a certified referee and at minimum 1 per 

site. 

 

 

 



Seeding  
The number of players seeded shall equal a power of two (for example 2, 4, 6, 8, 16). 

The maximum ratio of players seeded shall be one in three except that any dray may 

have two seeds. (From Friend at Court) Tournament Directors should consider all 

available information including previous years’ rankings, current standings and head-to-

head results. Seeding help is available from the MAS office and is encouraged for all 

tournaments. Sectional Championship seeding will be done by the MAS office. If you 

need assistance or have questions on seeding please contact Jeff Fowle at 

fowle@mas.usta.com.  

 Remember there should never be an odd number of seeds 

The number of seeds is as 

follows: Draw Size  

# of seeds  

Up to 11 players  2 seeds  

From 12 -23 players  4 seeds  

From 24-47 players  4 or 8 seeds depending on 

player information  

From 48-95 players  8 or 16 seeds depending on 

player information  

96 players plus  16 or 32 seeds depending on 

player information  

 

 

Suspension Rules: 
The MAS Suspension Point System will be in effect at all sanctioned age group, NTRP or open 

tournaments in the Section and will be used in all singles and doubles matches (main draw and 

consolation).  Persons authorized to file suspension point reports with the referee or Adult 

Tournament Manager are: deputy referee and roving officials.  All of the above persons will 

report only on violations personally witnessed by them.  Reports will be submitted to the 

tournament referee and the Adult Tournament Manager. Reports should be sent within 48 hours 

of the completion of the tournament and reports received more than 30 days after the 

completion of the tournament will not be considered. 

Violation Type Violation 

Code 

Violation Suspension 

Points 

Code Violations  A1  Each code violation (point, game, or default) except that players who 

receive code violations because of delay immediately after a medical 

timeout 

2  

Defaults*  D1  Default for flagrant unsportsmanlike conduct on or off court  8  

Defaults*  D2  Default for refusal to play or continue to play (for reasons other than 

illness, injury, or personal circumstance)  

4  

Defaults*  D3  Default because of an adult discipline  4  
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Defaults*  D4  Default for no-show  2 

Defaults*  D5  Disqualification for ineligibility  3  

Gross Misconduct  G1  Physical violence against another person on or off court by a player, 

relative, coach, or other person associated with a player  

10  

Gross Misconduct  G2  Illegal use or possession of drugs  8  

Gross Misconduct  G3  Possessing or drinking alcoholic beverages  8  

Gross Misconduct  G4  Gambling activity (see USTA Regulation IV.C.19.)  8  

Gross Misconduct  G5  Destruction of property  8  

Improper Entry or 

Withdrawal  

E1  Being entered when entries close in two or more sanctioned tournaments 

scheduled to overlap unless each Tournament Committee approves the 

multiple entries in writing  

4  

Improper Entry or 

Withdrawal  

E2  Withdrawal from tournament after entries closed for reason other than 

injury, illness, personal circumstance, or previously authorized entry into 

another tournament  

4  

Playing Under 

Suspension  

H1  Playing in any sanctioned tournament while suspended by USTA or one of 

its Sectional Associations  

10  

Unsportsmanlike 

Conduct  

F1  Unsportsmanlike conduct or inappropriate conduct off court at locations 

such as the tournament site, hotel, housing, or tournament sponsored 

event  

4  

Unsportsmanlike 

Conduct  

F2 Unsportsmanlike conduct or inappropriate conduct on court after a 

match that would have resulted in a code violation had it occurred 

during the match  

2 

 

 

Tournament Home page 
TDM Homepage - Please include the following information on the tournament home 

page using messages in TDM. 

 

 Match format to be used 
 Time, date and place of draw publication 

 Hotel information or recommendations if tournament draws from out of town 

 Site abbreviation explanations and directions (Example, PTC – Phoenix Tennis Center)  

 Awards that are provided 

 Dress code 

 Selection process; if applicable 

 Player amenities; if applicable 

 Relevant information about the sites including hours if they are closed the day before the 

tournament or do not open early enough for warm up 

 List practice courts near the sites, if applicable 

 Withdrawal Policy  

 

 



Scheduling  

 
It is important to have a reasonable schedule for the players, giving them enough rest 

between matches if they must play more than once per day is essential. When 

scheduling matches take into consideration the number of matches a player may play 

each day. Basic guidelines are no more than 2 singles and one doubles per day.  

If you play two out of three full sets, a player must be offered one-hour rest between 

each match in the same event.  The rest period is 30 minutes if an alternative format is 

used or the next match is another event.  For older divisions it is recommended to try 

and have more than one hour rest, or one singles match per day is possible. 

When scheduling matches, if possible, make sure players from the same town or 

doubles partners do not play one another first round. There is a setting in TDM, under 

"Groups" that will allow you to set the above-mentioned groupings when making the 

draw. If you have further questions on this, please contact the section office.  

 

NOTE: Please always refer to the Friend at Court handbook for specifics regarding rules 

and regulations for tournament play.  

 

TDM Miscellaneous 
 

Tournament Results - Please make sure you enter all tournament results in a timely and 

accurate manner into TDM. 

 

Tournament Email Addresses - You can use the email addresses in TDM to send out 

information about the tournament to your players.  

Follow these instructions: 

 
1. Pick a previous tournament where you had a lot of participants. 

2. Go to reports, then report wizard 

3. Add the email address field to the report 

4. Click “next” several times and then click “finish.” It’ll take a second but the report will pull 

up 

5. Click on Export and then choose CSV. This will pull up the information in excel 

6. Cut and paste the email address column into an email under the Blind Copy (BCC). 

Once you get your cursor out of the box it will fix the email address so they have semi 

colons in between, 

7. You can repeat this using another tournament in your TDM. Any duplicates will be 

merged after you paste them into an email. 

 

Please do not add a player to TDM manually before they have a USTA Number. Online 

registration is preferred. You will know the player has been inputted wrong if you see a 

red exclamation point next to them. If you need to add a player into TDM, please use 

“add player” under the player’s box on the events page. This locates the player and 

finds their USTA number. A red exclamation point next to a player means that there is no 

USTA number associated with the player. For all sanctioned tournaments all players 

must have a valid USTA number in order to participate in the tournament.  

 



Keys to Successfully Hosting Tennis Tournaments  

 

Provide clear and thorough information on your tournament homepage. Proactively 

answer all common questions players and parents may have. The TDM (Tournament 

Data Manager) program allows tournament directors to very easily publish messages 

on their tournament’s homepage. Directions, schedule of play, on-site and local 

restaurants, hotel information and an inclement weather plan are all examples of 

information that is helpful to publish on a tournament’s homepage. 

 

Plan Ahead. Submit your sanction application as far ahead of the tournament start 

date as you reasonably can. Publish all tournament details to your tournament 

homepage and request the necessary Officials as soon as the sanction has been 

approved. Order balls and awards, and secure staff and volunteers well in advance. 

Check and double check that all court sites are ready for tournament play (singles 

sticks, bathrooms, center straps, nets, scorekeepers, Rol-Dri, etc.). 

 

Welcoming, friendly, knowledgeable and helpful staff can completely set the stage for 

the success of a tournament. From the person that kindly instructs players where to 

check-in, to the tournament desk staff, the court monitors and the persons answering 

the tournament phone and emails…each interaction a player or parent has with a 

member of the staff / volunteers leaves an impression, the importance of which cannot 

be overstated. If you treat every interaction as an opportunity to help someone fall in 

love with the whole competitive tennis experience, your tournaments will be very well 

perceived.  

 

Communication, Communication, Communication. Consistently responding to 

tournament calls and emails very promptly sends the message to players and parents 

that you care about them. Use the website, email and text messaging to communicate 

weather related tournament changes. Take the time to thank all players, parents, staff 

& volunteers. Literally every Tournament Director of the Year nomination the USTA 

receives mentions “outstanding communication”. 

 

 


