USEA!

ORGANI ZERDO

GUIDE

Revised 2020



TABLE OF CONTENTS

Chapter 1Planning the Event...............ccoooiiiieeeeeneee. 4

Chapter 2Setting the Stage.........ccooevvvvviiiiiiieeee e 7

Chapter 3The Organizer.........cccoeevviiiieeeiieeeeeeee e 14
Chapter 4Secretary........ccccooveeeviiiiiiiiicceee e, 20
Chapter 5Volunteer Coordinator.............ccccceeeevevvveeee.. 29
Chapter 6Chief Dressage Steward...............ccccvvuneene 30
Chapter 7Chief Crosscountry Steward....................... 37
Chapter 8Chief Jump Judge Stewatrd........................ 43
Chapter 9Chief Show Jumping Steward.................... 47
Chapter 10Chief Timer........ccoovviiiiiiie e 52
Chapter 11Chief SCOrer........cccovvvviiiiiiiiiieeeeeee e, 59
Chapter 12Stabling Steward...............coovvviiiiiceeeeeeee, 60
Chapter 13Grounds Steward...........cccooeevvvieeviieecennnnnn. 62
Chapter 14Hospitality Chairman................ccceeeevvieea 64
Chapter 15ANN0UNCEL..........cviiiieieeiiie e cceee e 66
Chapter 16CrosscountryController...............ccccevvvnnn... 68
Chapter 17Safety Coordinator............ccccevviiieiiieennnee. 68
Appendix A: Crisis Plan...........cccccceeevvievviieeeeeeiienn 3
Appendix B: Budgeting............ccoeevvviiiiiiiniieeeiiinnn D
Appendix C: EventRegistrationPrize List.................. 78
Appendix D: Sample Event Timeline........................Z9
Appendix E CheckIist...........cccoeviiiiiiiiiiieee 83
Appendix E CompetitionSupples........ccccceevevvvvinnnnnnn. 84
Appendix G Processing Entries............cccoeeviviiiiieennd 85
Appendx H: Basics of Scheduling............ccccoeeevvennne 88
Appendixl: Voluntees: Job Descriptions................. 94
FOREWARD

Organizing an event is a complex effort somewhat akin to orchestrating an entire Beethoven symphony.
Regardless of the size or scope of the competition, however, the ground rules remain the same, and for a
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first-time organizer, no matter how extensive drisier exposure to the sport may have been, these rules
can be confusing.

This guide has been put togetirean effort tosort out some of the organizational process for you. Many
people have contributed to this publication; organizers that have deifimoeigh many years of

experience, secretaries that have dealt with entries and compétithbrscaldelegates with their

knowledge of the rules of Eventing and expertise in their application, the USEA Board of Governors and
the USEA office staff.

As you read through this material keep in mind that whtheventsof today many of the described jobs
are done by professionaf®ot volunteers. This is where you'll need to create your own manual and use
what information pertains to your unique event.

Thefirst chapter is designed to test the strength of your intent to put on an event. Should your resolve
remain undaunted, what follows should be a cakewalk! The remaining information is offered to help you
get started and stay on track in producing afallyeprepared and wellun event. At times, the job
descriptions in this guide walk the fine line between intimidating and helping a new organizer.

Hopefully, the latter will prevail. They are intended to help you define the many details involved with
achieving that weltun event and will suggest to you a plan for dividing up and delegating

responsibilities among your organizing committee. Perhaps you will have better solutions for the unique
conditions of your event. More power to you! The mainghs to DELEGATE!!!

You will want to get a threeing binder and develop a manual for your competitidaving everything in

one place ishekey to producing a good event. Next, run copies of your job descriptions; put them in a
threering binder alongvith a supply of blank paper; give this binder to the designated steward with your
request that the steward keep an informal, running record and commentarherfviisk plus a final
commentary/report/recommendation; collect tr@se wa r d 6 s onadebuiediig sneeting vy

following the event, and you are ready with an updated, improved plan for your next event. Meanwhile,
your own manual containing all the job descriptions you have assigned serves as your checklist in making
sure the preparations asa schedule.

This guide is not a rulebook. YOU MUST HAVE A CURRENT ISSUE OF THEBFRULE BOOK;
BE FAMILIAR WITH THE RULES FOR EVENTING THATARE PERTINENTTO THETYPE OF
EVENT YOU ARE PRODUCING AND THE LEVELS YOU ARE OFFERING. If there is anything in
this guide that seems in caflwith the USEF rulegsontacteitheryour technicaldelegate or the USEA
Office for clarification.

There is nothing more satisfying to a bemeary orgaizer than to look back at a job well don® know

that all the pieces that seemed to jumble a magthfit together, andnostcompetitordeft the grounds

with smiles on their faces. At that point, you can take the time to pat yourself on the lmack6 ¥ e
earned that privilege. To quote a noted event,
on. 0 The best is yet to comeé
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CHAPTER 1 - PLANNING THE EVENT.

There are manthings to be considered and dealt with when planning a Horse Trials. Read
through the list to determine: A) The strength of your resolve, and B) Your willingness to
oversee and coordinate all the individual details.

Site Cho | Evaluations

AcreageRequirements

T

il
T

Crosscountry course(s) Refer to the USERules for Eventindor distances and

number of obstacles for the level(s) you wish to run. This will determine how much land
Is needed to host your competition. Plan no less than 100 acres unles® gonsulting
with an experienced course designer who knows from experience how to best use the
terrain. The key here is USABLE TERRAIN.

Dressage Arena($)Depending on how many horses you want to run you must have
enough flat space to house yourrags). Small arenas are 20m x 40m and large
(standardprenas are 20m x 60m. The level(s) you run and dressage tests you choose
will determine what size arena(s) will be needed. You then need enoughuwamace

to accommodate the competitorBhe ruks require the exercise area to be a convenient
distance from the competition arena. A practice dressage arena should, if possible, be
placed at the disposal of the competitors.

Show Jumping Approximately75m x 3@n or 90m x 50nmarea will be required, ptu
warmup and holding areas.

Stabling Ared While figuring space for stabling, make sure you allow room for parking
big trucks and trailers. Stalls made from rope, string, or wire, are not permitted. Off
grounds stabling may need to é&elored.

Exercise/hacking areas with legal and safe parameters (see USERdRiHgenting
Camping and parking space

Choosing Dates

T
1

T
)l

Topography/Weather conditions to be anticipated. Times of year when too hot or too wet
for anEvent.

FarmSchedule and availability of land for construction, mowing, tilling, grooming, etc.
How much time necessary to get ready for Event.

Availability of public land, i.e., state parks

Financial Considerations

Choosing Footing

T
1
T

How easy is it to maintain, ipnove or alter footing, if necessary?
Will the footing remain good in certain weather conditions?
What equipment does the venue have to work the footing?
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What you will need to build, borrow, buy or rent.

1. Dressage areng(and letters: build, borrow, rent or buy.

2. Crosscountry Course: design and build. This necessitates not only building materials
buta course designer and a builder as wed mactor, winch, truck, tools, etc., all of
which requireknowledgeable operators.

3. Show Jumping Equipment: build, borrow, rent or buy.

4. Flags/Numbers: for each cressuntry fence, each show jump and all warm
jumps.

5. Timing Equipment: borrow, rent or buy

6. Scoring Equipment and Facilitie€omputerequipment, sdivare,and/or @lculators
that print out and a quiet place to sc@reuse RV, van, etc.)

7. Communications Hegpment:GOOD radiocommunication is paramoutitroughout

the competition. You carentor purchasetateof-the-art radios Some events do

buy inexpensive radios thatrk but not always well It is important to check

coverage of the venue BEFORE the evéhyou have an emergency during your

event, good radio communication is imperative.

Restroom Ecilities: Build or rent

Event Crisis Plan(See Appendix A Crisis Plan)

a. You must have an emergency vehicle with E&Obr paramedic, stretcher
and recommended equipment available any time an ambulance is not on
grounds.

b. Vehicle and equipment for traporting injured odeceasetiorse.

10.Water: for both human and animal consumption either on site, water truck or water
trailer. Tanks of water required at stables areas andrsparking areas. Ice should
be available for very hot weather and when upgeel competitions are run.

11. Shelters for Officials: during Dressage or Show Jumping tests; judges booth, gazebo,
car (higher cars are better to see from) or horse trailer.

© ©

122Shel ter for Secretaryoés Office: rent offi
13. Stabling: stalls on grounds (either permanent or temporary) or nearby at neighboring
farms.

14.Competitor Numbers: bridle numbers or armbands can be used for Dressage and
Show Jumping. Pinnies are required for the Comstry phase. You can purchase
or male.

15. Directional venue signs: signs for event venue; show office, stabling, stabling chart,
parking, water, potties, etc.)

16. Official Time Clock: large face clock either satellite or battery operated

17.Food on Grounds: Food is required on groundseteice competitors in the barns as
well as spectators and officials. Arrangements need to He foafeeding all your
volunteers as well.
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Manpower

The key to manpower lies in securing a strong and reliable organnignittee of key
personnel. Thedeey positions include:

Secretary

Volunteer Coordinator

Chief Crosscountry Steward

Chief Dressage Steward

Chief Show Jumping Steward

Chief Jump Judge

Chief Timer

Chief Scorer

Stabling Steward

Grounds Steward

Announcer

Crosscountry Control

SafetyCoordinator

Hospitality Chairman
Program/Advertising/Sponsorship Chairman
Public Relations/Publicity Chairman

=2 A -A8-5_5_9_4_9_42_2_-2_2._-2_-2°_-2°_-2-

Personnel will be required to work before, during and after the event, for the following:

1 DRESSAGE: set up arena(s) before event and dismardlstare equipment
after the completion of dressage.

1T CROSSCOUNTRY: mow gallop tracks, trim weeds around fences, and flag
and number fences. Act as fArepair cre
appropriate vehicles and repair equipment.

1 SHOW JUMPING: haul andet up jumps, last minute repairs, decorate jumps
with shrubs, flowers, etc. Act as repair crew during the competition and reset
jumps after knock downs.

1 DISMANTLING: work after event to return grounds to geent condition.

Budgeting
1. Initial Investmenm Estimate(See Appendix B Budgeting)

2. Estimated IncomgSee Appendix B Budgeting)
3. Budget Estimate(See Appendix B Budgeting)

So, if you decide you really want to deal with all of this (and more) and your answer is, YES, |

WILL ORGANIZE AN EVENT, read ori bear in mind that you need at least 12tari@ nt h s 6
leadtime before the idea becomes a reality. Actual experience ihadkp of an event is

invaluable, so volunteer your help at other events. For your first horse ttials t@thredevel
competition is the easiest o6éentry |l evel 6 ende
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CHAPTER 2 - SETTING THE STAGE.
When to start
If you are faced with land development, land acquisition (public lands), and building the cross

country course from scratch, 18 to@2b n t niingmium is necessary before being ready for an
event date.

How to Start
1. Contactknowledgeableactive eventerdd o n 6 t h e sforthartinput. t o a s k
2. Call or write: United States Eventing Association (USE5 Old Waterford Road,

NW, Leesburg, VA 20176Phone: (703) 779440 Email: info@useventing.com

3. Ask forthename of:

a. Your Area Chairpersan

b. Board ofGoverrors from your Area

c. Local Eventing Associations

d. List of Course Designers and Competition Officials
e. Neighboring Technical Delegates for input

4. Join the Wnited StatesEventingAssociation (USEA% United States Equestrian
Federation (USEF)

5. Become familiar with th&) SEF Rules of Eventing. The USEpublishes the Rules for
Eventingfrom the parent USEF Rule BooKRhe Rules for Eventing are available on
www.useacomandwww.usef.org(the General Regulatiorsse published on the USEF
websitei certain sections do apply to EvenjindKNOWING THE RULESIS A MUST.

I

1. Analyze the history of entries in your Area and estimate the number of entries that you
can hope for. Remember, your event may be accessible to several Areas.

If there is a need for certain levels in your area?

What levels are well filled?

What ages are competing?

How does your anticipated date fit with school schedules?

Is you scheduling in conflict with other events'he Area Council is responsible

for approvirg your event forecognition;they will help to ensure conflicts are

kept to a minimum.

2. Study the entry fees that are chargeyour region. This will tell you what competitors

PO T®

are willing and able to pay. willbedrs i mport a
3. Define whatever els®ver and above the entfige that mighbe alegitimate fedor
service
4. Define the monies that are due to the USEA and USEF, supplementary stabling, hay and
bedding, etc.
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5. Determine your entry fee and expensesathers such as officialsyeterinarians
medi cal p er s on aedcompueydur estamatygd ineome. 6 s

6. Create a budget for yogompetition and review with all that are involvitkee
Appendix B: Budgeting)

OFFICIAL DEADLINES
1271 18 Months Prior
1. SELECT A DATE SUBJECT TO APPROVAL

Refer to the US Equestrian General Regulations, Subchapter-3)(G&mpetition
License Applications for a complete explanation of the application, review and mileage
exemption processes.

Most Areas hold an annuface to facaneeting oforganizers to work out the coming
y ear 0s 18monhtesdutltiESSENTIAL that you participate and, as a new
organizer, enter the process with some flexibility. Organizerstwork around many
factors (working farm schedules, public land restrictjomeather, etc.). Itis to the
advantage of albrganizers involved to agree to a schedule that is witfayuhinimal)
conflicts and which is inviting to competitors.

Evening competition applications are located on the Etfsiestrian (USEF) website.
USEF Licensing is required for modified, preliminary, intermediate, advanced and FEI
levels, endorsed designation is for training, novice and beginner novice levels. Upon
receipt of the competition application, USEA is notified and begingethiewproces

which comprises of a sev4ier review system

US Equestrian will inform the applicant and USEA if the date application has been
approved.Upon notification of approvalhe USEA willcreate an online event profile
that contains the USEEBvent RegistationFormandPrize List format. As a new event,
theprize listpage is a blank slatéhe USEA office will send you agvent template
explaining each section of tipeize listand what information should be inclutleThe
event registration must be colafed and the prize list edited for online posting 30 days
from the opening date of the competition. The registration fee mystiddefore the
prize listis posted to the USEA website.
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2. HIRE OFFICIALS

Immediately afterbeingppr oved itdéds very important to
One year ahead is not too eaiGdnsult the USEF list of Official®\ list is available

from the USEA upon requeahd on the USEF websit8elect your TD from the

Eventing TD list For the frstrun nationakvent, he USEA will reimbuseup to $500

towards the technical delegate expensBse President of the Ground Jucgin be found

onthe Eventing Judges list, other Dressage Judge(s) from the Dressage Judges list and/or
EventingJudges lis Your Show Jumping Judge is commonly your President of the

Ground Jury but if not, can be selected from the Eventing JuHgesting Technical

Delegats list, and Federation Licensed Show Jumgpludges.

When selecting officials consider the following:

a. Suitability for your competition

b. President of the Ground Jury (PGWMlake sure the judge is the appropriate level
of officials for the level(s) your competition will be running. Itis also VERY
important to hire a judge that ingats and is approachable for quetitors as well
as being supportive and proactive to éhganizer running &irst-time event.

c. The TechnicalDelegate (TD) This person also needs to be the appropriate level
of officials for the level(s) your competitios running. They should have a
reputation forentering therganization process, moving things along fitst-
time event and being supportive and proactive. It is very advisable to consult
with otheror gani zers about TD6és and Judges.

d. Dressage Judges: tal judges are more economical because they can drive and
wonot i ncur,bitdotyeul reseaxcmake sure they are good, well
respected judges as well. Bad judges make for a bad event.

e. The fees thgcharge.

Traveling distances, transportatioosts and availability of TD fqore-cross

countrycourse inspectiagré weeks would be ideal, but not mandatory

g. Contact the officials you have chosen and explain to them the type of event you
are planning to have. Try to get a sense of the person andlyitity to work
with that person. Again, otherganizers will be a huge help in your choosing
appropriate officials. Secure a commitment for your event date and send a
contract.

h. Confirm in writing the date and their agreement to officiate plus thelslef that
agreement (arrival and departure dates, fees and expenses to be paid, and per
USEF Rules, a general statement about the housing you expect to provide, (i.e.
private home, hotel, etc.) plus assurance of any necessary transportation. Make it
clear who is responsible for the purchasing of plane tickets. Discern from the TD
when the prenspection will take place and necessary details of this. THESE
ARE PROFESSIONALS AND ONCE A DATE IS AGREED UPON, YOU
MUST CONSIDER THIS A CONTRACTUAL AGREEMENT Send the
officials two copies, request they sign a copy and return it to you and provide a
selfaddressed/seftamped envelope which will assure the response.

—
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CHOOSE YOUR EVENT SECRETARY

This persorshouldbe someone comfortableith paperwork and be willing to commit

being available to competitors and officials throughout the evEeme. Event Secretary is

the 60faced6 of your event. They will i nter a
pleasant, strong and faifhe monh prior to the event requireamajor time commitment

as entries are received and competitors need information. Refer to the job description
provided in this guide. A good secretary is equally as important asgaeizer to a

well-run event and in assng help for theorganizer.

. PRIZE LISTS

Research and complete all information required for the UBEZe List(also referred to
as Omnibus) Theprize listmust includespecific information as requirdxy the current
US Equestriarrules.Rememberfor the USEA the prize list is due 30 days from the
opening date of the competitidior USEF,the prize list is due 30 days prior to the start
of the horse trialgprizelist@usef.or Start collecting all necessary information now.
(See Appendix C: Registration/Prize List Instructions)

a. DIVISIONS : Beginner Novice, NovigeTlraining levels require USEA
recognition only(for judicial purposeghese levels are under thSEF/USEA
Endased Agreemeit Modified and above require USHiEensing in addition to
USEA recognition|f you are a firstime event, confer with experienced people in
your areato helpestimae the levels and numbers of entries you might expect and
whetheryousho| d di vi de divisions and how. I
Informatiordsection of therize list that your reserve flexibility until entries are
complete.

b. DATES:
1 OpeningDatei The opening date for entries foational @ents will be
the Tuesday prior to the date that falls six wdai®re the first day of
the competition. The opening date must be published in the prize list for
the competition.
1 ClosingDatei 4 weeks after the Opening Date of the competition. It
will always fall on a Tuesday.
c. Name of Organizer and Secretary with mdes, email addresstelephoneand
fax numbers as well as the official event website address
d. Entriesi Name your divisions and entry fe@dl levelsof horse trialsthreeday
eventsand CClI Gexjuirea USEA membership. State who checks are to be made
payableto.Your st ateds rules and regulations
certificate issues. State your policy regarding refunds before and after Closing
Date andlif you require withdrawal to be in writin¢highly recommendedkgtc.
You muststate if an administrative fee will be deduc{pdor to close datéhat
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cannot exceed $25)State information regarding stabling and a pinny deposit
and/or refund.Also, considertie number of horses a competitor may compete; if
you plan to limit the number, this must be stated in your listing

** Fees, deposits and refunds need careful consideration. Consider what fees are already
charged in your Area. Anticipate what is goingtst you to secure auxiliary stabling.

Use deposits regarding pinnies, etc., to assure that they will be returned or that you are
covered for replacement costs. Acknowledge the administrative costs in receiving an
entry and figure an administration feecardingly.

5. TENTATIVE TIME SCHEDULE -- Factors to consider

1 Length of daylight hours

1 When scheduling, avoid conflicts between riders with multiple horses entered and
days that multiple phases are going on at once.

1 Site Space: avoidingterference by one phase with another; particularly avoid
disturbing Dressage.

1 Weather: Early morning or late afternoon sun can cause severe shadows on jumps
making them unsafe. Also, mathy heat if your climate is warm.

1 Scheduling for early conclusiam final day in the interest of travel demands.
The earlier a competitor can get on the road after the final phase, the happier
theyo I I f eel about your event.

6. AWARDS

1 Ribbons. In ordering the ribbons, you must determine the divisions to be held.

Someorganizers order generic ribbons with the event name but without a division
or date so that, over several years, they have the possibility of accumulating
ribbons for the unexpected. Decide how many places you will awsathdrdugh

6th is a general pattern for awards.

TrophiegAwardsi atthediscretion oftheorganizer. This offers an opportunity

to develop sponsorship from merchawtthin your communitybusinesses who
sponsor a trophy and you, in turn, acknowledge them at timeséptation.

Prize money An organizer may be fortunate enough to offer prize money due to
donations or sponsorships.

7. STARTING TIMES

State the method to be used in releasing the starting times and the date after which they
will be available. You arrig at the date by deciding when the Secretary will schedule the
time following the Closing Date. You need to allow several days after the Closing Date
for last minute scratches; however, all entries must be received by Closing Date.
Scheduling will take &éew days, especially for inexperienced people. Therefore, it is
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recommended that you allow yourself a week after the Closing Date. There are several
methods to use to make times available:
T Post entry status and .ride times on the
1 Email entry status and ride times to the competitors
1 Mail postcards with entry status and ride times
1 Have competitors call in for ride times but this is very time consuming

8. STABLING/VETERNARIAN

State what type of stabliigermanent or temporary) and size of stailsbe provided,
stabling fees andtablingrefund policy The aailability of beddingfeedandhay.

State whether stall doors are available, or if competitors need to bring stall guards.
Identify yourveterinarianhow he/she can be reachatd where the phone numbeitl
belocated on grounds (mandatory fparles for Eventing

9. ACCOMMODATIONS

Hotels/motels with addresses and phone numbers showing how many miles they are
located from the show grousgdcamp sites; camping on grounds with fee, availability of
camper/RV hookups, etc.

10. DIRECTIONS

People hauling rigs appreciate a route that avoids hills, unnecessary rough roads,
congested areas, etc. A few extra miles are worth their safety. PL&A8Ee that
directions are easy to follow and aecuratel

11. DRESSAGE

Designate the test(&r each divisionthere are two tests in which to choose from.
Describe footing in the arena(s); sand, grass, Fibanesther, etc State low the
footingwill be prepared before and during tteempetition. For example, how often is the
dressage arena dragged and waté¥ete the size of the areiis). Consider your
scheduling and manpower because a change in arena size will require time and
manpower but remember short rings make for quicker tests.

12. CROSSCOUNTRY

State approximate course distances, speeds and difficulty for eachGevelsimple, but
detailed andnformative descriptionslTerms such asasy, moderate, demanding, inviting

for fit horse, good move up course, good course for horses with some experience at that
level, etc.are not enough for a rider to adequately prep&i@se Describe théooting,
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theterrain, and how these areas maintained. Is the course &andtatitype of turf
(sand, turf with sand) and terraiopen field, grassy hills, woods, gtcThe date the
courses will be closed (mandatory parles for Eventing

SHOW JUMPING

The prize list does not require information pertaining to this phase, butethenpation is
just as important to the riders, i.e. terrain (should be level), footing/footing maintenance,
and required specifications in accordance with the Rules for Eventing.

13. OTHER INFORMATION :

Statement that divisions may be divided or combihedtries warrant
Availability of food on grounds

Competitors party how muchit will costif applicable

Any events being held in conjunction with event

Dogs allowed if leashed/now allowed

= =4 =4 -8 -9

14. MAKE AN INITIAL CONTACT WITH AUXILARY PERSONNEL

These are namsgou need for youprize list Make sure everyone you have listed as
officials have been contacted and contracts sent.

15. COMPLETE THE EVENT REGISTRATION /PRIZE LIST

The entireprocess to register the evepay the registration fesndedit theprize listis
throught h e o r g a n OualieerSéracedetBesshifProfile. The registration/
prize listprogram allowsrganizer and secretary access to register andhediageThe
organizer, in most casesill complete the event registration aedit thelisting. 1t6 s
necessary for the secretary to be on the event ptofilecess Xentryeports Xentry is
the USEA online entry system available for competitors to esntglUSEA registered
event.

Xentry: Xentry is the USEA online entry system that is connected to the USEA database.
Riders enter through their USEA Online ServitésmbershigProfile. Xentry pre- populats

the applicable sections of the enfioym with information onthe membership and horse
profiles. This ensures the entry folrasthe most current information and is legible.

Riders have two payment options, one is with a credit card, the other by check. The credit
card isprocessedhrough the USEA master aaod. There are no direct credit card charges
to the organizer. The USEA Accounting Department processes all creditarasdctions

once a weeKWednesday the organizer has the option to receive the money by wire to their
checking account or bgheck. The list of names entered using Xentry is through the same
portal as the event registration and prize llbw you handle the receipt of online entries is
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at your discretion, some secretaries still want a paper copy, others &sigatis the oa
exception if Esign wasused,a paper copy cannot be required. Esign can only be used if the
entry has been paid in fdhd ensureall the required signatures have been obtained.
Whateveryour preferendprocessclearlystate it in the prize list.

Riders ti0osing the check optiareinstructed to print the entry and mail with payment
directly to the secretaryThe USEA and USEF do not recommend accepting any entry
without payment. Organizers wlaacept such entrie®do at their own risk and witiot
receive any assistance from fhederationin obtaining those fursl
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CHAPTER 3 - THE ORGANIZER

The Organizer is the Chief Operating Officer for an event. He or she carries the ultimate
responsibility. The O g a n iefteetivebess depends onn ewdliagness to delegate
responsibility and then to monitor and supervise carefully. It is esstaidiéshe

enlist personnel who are dependall#l be proactiveandcooperate ireffecting

preparations that are correct, complete and on schedule. It is essential that the Organizer
be a team leader as well as a team player.

A word about delegatingyhich is something an organizewustbe able to do:

Delegating a job does not mean simply assigning someone to do it, and then assuming it

will get done. A lot of creative followap is needed aftéhe initial job assignmenalong

with necessary problesolving, system implementation, emotional support and memory
jogging. Every organizer has theiwn rhythm for task completomnd it 6 s | mpor t
recognize and respect otherodéds rhythms as w
completion. An orgaizer must beware of procrastination, even if that is his or her

individual style, and must keep the last few days before the event relativelyoopen

handle thdastminutecrisis that inevitably arise.

Any event Organizer is only as effective atbng as those they choose to surround
themsel ves with. Since the Organizer canbo
are multiple things happening, it is essential that you find key people that will take

ownership and/or Steward their designgiad(s) of the competition. These key people

and Stewards work directly with you, know what you want and how you want that part of

the competition run.

The Organizer must be familiar and conversant with the USEF Rules for Eventing so that
event preparatns comply with those rules and standards. During the event the officials
will provide technical expertisdnowever are always a phone call away before the
competition to help with any questions you might have or act as a sounding board.

24 Months Befae

1. Act as liaison with landowner in cases of private land in use and with governmental
agency in cases of public land. Details of insurance and contracting if required.

2. Establish communications with the Area Chair and clear the event date with the Area
Council

3. Schedule construction of the cressuntry course with the designer, the builder or the
crew who is volunteering time. Allow for weather conditions, ground sgftliyear
minimum is best)sod or seeding taking hold and ground conditions to allow
movement of material and equipment.

4. Begin the initial stages of your site plan. Think about venue layout, traffic flow, EMS
vehicle access, ettlsing a dry erase boatd create your event footprint. This is
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helpful as things will change and get moved around before a final venue map can be
made.

5. Decide on a course designer that will provide cramtry course design(s)
appropriate for your event and that crgssintrycourse construction is assured. Itis
advisable that the person who is building the course be on site to meet with the course
designer on their initial visit.

18 Months Before

1. Determine that every evaluationasmpleteand thecourse designdrasprovided the
crosscountry course design and construction is assured.

2. Landownes must be named aiditional insures on the Competition Insurance
Certificate. Only therganizer nay ask for thisaddition; ontact the USE/Affice for
t he | nsur amrantacticfamapoa.ny 06 s

3. Select the TDfirst-time eventsthe USEA will reimburse the organizer up to $500
toward the technical delegate expen@iest event only) Select theludge(s). Contact
and contract with them for dates and conditions of employment. Plan date-for pre
event check with the T.D. Buy plane tickets if they want you to (some prefer to make
their own resrvations). Generallyhe Technical Delegatwill arrive a day or so
earlier for the eventhoweverdepartures can all be arranged for approximately the
same time.

12 Months Before

1. Begin compiling the information needed for fréze list The event registration and
prize list pagesire available by September prior to the start of the new competition
seasonlt is up to the organizer to submit the prize list directly tolls&EA 230
days prior to the opening day andi8 EquestriarBO days prior to the start of the
competition.

(SeeAppendix C: Registration/Prize List Instructions)

2. Select and secure commitments for veterinarian and farrier. Contract with them for
conditions of serviceThe veterinariawan be on call for dressage but must be on
site, always during ANY jumping: all jumping warmup and/or schoolingross
country aml show jumping phase$he farrier must be on grounds foreliminary
and higher leveldor training and belowthe farriermay be on calllt is
recommended that the farrier be on site the evening before dressdgersond
grounds during the competitio Make sure they aredte forwarm-up jumping
times.

3. Contact and contract:

a. Tents, tables, chairs, etc. (if needed)
b. Food Concession

c. Photographer/Video

d. Portable Toilets

e. PA System
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4. Tailor job descriptions for the Secretary, all Chief Stewards, Chajr@zamers,

Timers, and Announcémany of these positions are now filled with professionals
within the industry instead of volunteersthe assignment of duties in this book is
sometimes arbitrary. Job descriptions may be changed to fit the indivicudl ev
Beware of overlapping duties. Integrate any tasks that have been removed from one
job description into another area of responsibility, making sure that no item is
overlooked.

5. Enlist Event Secretary, Chief Steward and Chairman and secure a comnfiicment
them for the job described. Reproduce the respective notes in this guide with agreed
adjustments plus blank sheets for notes and give to each person to use as their
Amanual 0. Stress the iIimportance of Kkeep
repot and critique.

6. Setup an event timelindf dates and deadlines, organizational chart, organizational
meetings, official site visits with course/venue designers and builders, official dates
(Openingand Closiny dates for ordering materials, orientation sessions (jump
judges), dates for T.D. pieheck visit.(SeeAppendix D: Timeline Sample

6 Months Before

=

Call and chair meetingss needed with keyersonnel.

2. Supervise Stewards to assure deadlines are met, personnel, tiashedpplies
ordered.It is important you keep the stewards infornadedut the number of entries.

3. Determine how best to meet the radio requirements during-coosgry. It is usually
best to rent radios that work well at long distances. Some people buy inexpensive
radios that will work OK but if you have an emergencybdlfY type, the last thing
you want to have happen is a failure with radio communication with your emergency
personnel.

4. Notify ambulance services, hospitals, police and fire departments in writing of dates,

times and locations of all phases of competitibnt 0 sif thie EMSt service people

can visit thesite prior to the competitioandmeet with the Safety Coordinatiar

develop asafety plan. Identify site location for emergency helicopter service in case

of an xtreme emergency.

Arrange accommodatiorier officials.

Start to assemble materials that will go into the event program. This can be a long

and tedious process that requires a lot of planning. The competitors schedule will be

the very last thing you will add.

7. Finalize areas fathe event secretary and scoring (RV, house,.tent)

o 0
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2 Months Before:

1. Distribute news releases to regional publications, local newspapers and magazines.
This is normally the jolfor the Press OfficéPublicity Chairman but in the case of a
small event the Organizer sometimes assumes these duties.

2. Meet with Course Builder to go over thieD.d6 presite visit. Make a list of details
they may need your help with.

3. Inspect event site and facilisevith Chief Stewards and preparerthe USEA Check
List prior to theT.D.6 pre-check inspectionSeeAppendix E: Event Check List)

4. Keep in close contact with the Event Secretary to monitor entries to decide:

1 Monitor communication with competitors case a question or problem arises
you need to address.

9 If additional dressage judges are needed and yfaowill most likelyneed more
dressage arenas.

1 You may have to add additional hotel rooms.

1 If additional stabling is required.

9 If additional ribbons and trophies/prizes should be ordered.

5. Check withtheshow officials to make sure travel arrangemdatee been madand
everyone knows where they are staying and how to get there. Most officials today
will rent a car and share witsther officials if travel arrangements are coordinated.
(Hospitality Chairman can do this).

6. Reviewthe procedures on hotw handle an appeal if it becomes necessarg.
procedure is in thedSEF Rules for Eventing.

5 Weeksi 2 Weel .

1. Forthe TD.6 s ,utd Enpottant to have the following people prese@rganizer,
Course Builder, All Stewards, Chief Timer, and Chief Fence JuHgeryone
present should take notes on what Wwélinvolvedwith their perspective jobs.

2. Be prepared tmmake changegerthe TD.6s r eque st s,sathekevestisggest i
in readyfor their inspection just days prior to the start of the competition.

3. Stay in close contact with the Event Secretary to keep a close eye on entries in case
anylastminuteadjustments need to be made.

4 \Weeks to Week One

1. Work closely with Event Secretary to make sure there has been good communication
with the competitors and that the competition is scheduled correctly.

2. Ensure that entry status and ride timespargted on the website on time and/or they
are emailed or mailed out.
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3. Events mushame one or more Athlete Representative from among the athletes taking
part in the competitionMake sure you contact the competitéirst and askf they
would be willingto fulfill this duty. This informatiomrmust be prominently posted on
the event notice board with name and contact informaRemiew the rule titled
AthleteRepresentative in the USEF Rules for Eventing to understand the function of
this positionand wty competitions must hawethleterepresentatives

4. Check on the PA system agb and make sure it will work properly and can be heard
in stabling, warrrup and in spectator areas.

Week One to Day One
1. Monitor Chief Stewards closely during the fimkys to assure that all tasks are near
completion.

2. Check again thahe PA system istill working properly. Have it available for any
official announcements that may need to be made. (See Announcer Section)

3. Accompany T.D. on his/her inspection prior timgpetition and make sure their
instructions and requests are carried out promptly. It is helpful doivesebuilder is
available for this inspection as well.

4. Finalize distances and times with the T.D. after the course inspection and review
predicted wather conditions. Print finalized maps with distances and speeds for
packets, official score board and the event officials, plus many extras. If you plan to
have a lot of spectators, make sure you make enough copies to accommodate these
numbers.

5. Make sue any changes made to the competition schedule-coosdry courses,
times and speeds are posted on the official score board.

6. Establish the Official Event Time with the Announcé&tomic clocks or ell phones
are great for this. Set the Official Cloakd place in all warrup areas.

in i »

1. Every morningduringthec ompet i ti on do a mental wal k t
schedule. Remember, you are not alone if you question why you got yourself into
this O6messo6 i n tdpéreathjputa biggmiledrcyeur facedandl kee a d
prepared to run on adrenaline throughout the competition.

2. Make every effort to start the event on time. Once the first horse enters the dressage
arena, the event will take on a lifeitf own. If you starbn time, the event usually
remains on schedule barring any emergencies. Remember, your T.D. is there to help
you through this as soon as you feel or foresee a problem, call them on the radio
immediately.

3. Be present at the beginning of each phaser({BQites before if possible) of the
competition to make sure everything is running smoothly making sure all positions
are covered by designated personnel.
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4. Make sure yobafetyOfficer is partnered with your EMS crew and they have
appropriate maps, schedubasd radios.

5. Plan to be available for trevardceremony and consider being a presenter. Invite
sponsors, owners and local dignitaries to present awards.

6. Try to have a quick debriefing session with your stewards at the end of every phase.
Yougetmoreihor mati on when ités fresh in every
notes too and make sure you take notes yourself.

ter i y

1. Return the site to its prevent conditionbe sure each Chief Steward understands
their part in this. Organizers efi find thg arealone and deserted after the event is
over. Consider having a BBQ or gatk supper after the last piece of equipment has
been put away. As#tewards to inventory their equipment and submit list of items
needing replenishing, replaciog repairing.

2. Thank your volunteers by appropriate means; have a-coplgive tshirts or hats,
etc. DO NOT UNDERESTIMATE THE IMPORTANCE OF VOLUNEERS.

YOUR EVENT IS ONLY AS STRONG AS ITS VOLUNTEER BASE AND
EXPRESSING APPRECIATION IS KEY TO ensure eyene will come back.

3. Assist the Event Secretary with the reports due to the USEAhattSEF. Ensure
that they are correct, complete ardailedwithin 10 daysfor resultsthe Monday
after the event is preferalildees to follow through the malRostcompetition report
forms for both USEA and USEF are located on their respective websites.

4. Conduct a meeting of the Organizing Committee soon after the event (within 2

weeks) for a debriefing of the event. Collect the manuals fromstelaeards, making

sute that each has included notes, criticisms, requests and suggestions for use for the

next event.

File records and reports, inventory lists, etc.

TAKE THAT WELL-EARNED VACATION!

oo
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CHAPTER 41 EVENT SECRETARY.

The Secretary is equally as important wedl-run event as the Organizer. You are
partnersoneperson iglealing with the overall organizational responsibilities and the
other dealing with the specific duties pertaining to records, entries, agolimn
communications within the event structuespecially during the eventhe Secretary is
t he oOf aced o havdtheenoseocordgactwithyaur custorméne
competitors.Choose wisely.

Thesecretary needs to enlist several people to assist from the time competitiorsobe
arrive until the competition is over, so that the office is always staffed by someoneswho i
familiar with the plan for the eveand schedulevho can respond when competitors and
officials need help. Th8howOffice is a communications crossroads.

It is essenal the secretary isxformed about the rules, schedule, facilities, information
specific to yourevent(i.e. where to hack, where to get hay and bedding, wherestonck
trailers can beepaired). Itis not essential that you know all the answers, but you must
know where to find them.

You must be well organized, pleasant and punctual, and while you implement the rules,
event plans and requirements, do so in a manner that encouragesgiegitors and

makes them feel welcome. The attitude of the secretary and staff can set a pleasant
atmosphere during chedk; this will generate through the entire evdiients hosting

the lower levels often have competitors that are new to theapdray be unfamiliar

with the routine and rules of competition. Be helpful and encourage them to join the
USEA. Each USEA recognized competition must publish either a USEA Membership
Application orUSEA Advertisement for the association; an informed cetitgr makes a
safer rider.

Six weeks to oneanonth prior: Plan your office and prepare your records

1. The Officei Plan to be easily accessible to competitors for handing out packets. An
assistant secretary is a great asset during the -chguekiod. When you send out ride
times, inform competitors of the Show Office hosesif running late can contact you
in advance Sometimes this can be quite late at nijiét an inconveniengédut
rememberthey probablyjhavetraveled a great distance or hadutrte on the road.
THE ATTITUDE OF THE SHOW OFFICHHAT COMPETITORS EXPERIENCE
UPON CHECKIN CAN SET THE ATMOSPHERE FOR THE ENTIRE
COMPETITION.

2. Location of Officei The Show Office shoulbde ina convenient location to stabling
for competitors but close engh to the action of the event for officials asrdanizers
to have easy access.

3. Organize the office equipment and supplies: Computer (with eventing program
software if possible), printer, copier, internet access, phone line and phone, fax
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machine, copieand printer paper, a few long tables, several chairs, waste basket, large
notice board for official notices, file container for packets that hold manila envelopes
(100 X 130), duct tape, scotch tape, stap
felt pens (Sharpies) in several colors, paper clips, safety pens, rubber bands, pencil
sharpener, push pins, Whibeit, largeZiploc bags, small first aid kit, bug spray,

sunscreen, headache medicine, legal size clip boards for dressage tests, regular size

clip board for jump judge using the largloc to waterproof the necessary

paperwork, score sheets and stopwatches, regular clip boards for stewards, officials,
announcer, tickets for competitors party,
identfy t he Secretaryés | ocation.

. Place your event supplies orderough the USEA Online Shdpcated on the USEA
website(https://shopusea.cojmn/

olthszQngnaleLLaLsilslad_bﬂlgvahese forms are avallable dre USEA
website free of charges well as ttoughthe Shop. (See AppendixF: Competition

Suppliey

a. Dressage Tests; one per horse, one extra copy for judge. Double check
your prize list making sure ythe correct tests are orderddiaving a
few extras of each is a good idea for last minute changes.
PDFs of the tests are available through USEwp: pay for one copy of a
specific test and make as many copies as needdekséageest fean the
amauntof $.10per starter is assessed by the USEBdgaid with the
USEA Starter/D&M fee.
*Crosscountry Score Sheets.
*Crosscountry Time Score Sheets.
Crosscountry Jump Books.
*AGui del i nosu nftorry Clruonsps Judgeso: One ¢
few extras. Put event name on the publication and make sure they are
returned along with the jump judgeods
*Show Jumping Score Sheets.
g. *Horse Trials Checklist; one for each Steward.
h. * USEA Member ship and Horse Registrat
have these forms available at the show office. Riders may join and/or
register the horse at the competition. The forms are to be complied by the
secretary with payment and sent to the USH#akg with the Starter/D&M
fees.
I. If a program is produced th¢SEA advertisememntust be included
Availablein two sizes, color or b/w. The ads are located under the
organizers section of the website.
J.  *Post CompetitiorReport This form itemizes the &s owed to the USEA
Located under the organizers section of the website.

®ooo

—h
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5. Develop asystem for processing entri€See Appendix G Processing Entries)

6. Become familiar with the basics of scheduling an ey®ae Appendix H Basic of
Scheduling)

Opening Date
1. "Opening Dateodo i s t hebepostmakedordimeystamped ent r y

(six weeks prior to thduesday the week of treampetition). If you receive one with
an earlier postmarér time stampyou are required tatber return the entry or to
place it at the bottom of any waiting list that may develop and inform the rider of this
fact. It is recommenddthatchecks baleposited as received so you are assured th
fundswill clear. If a check bounces, immediatelytify the rider, collect the entry fee
plus any bank cost incurred or replace that entry with another from the wait list (if you
have one). FEES ARE DIFFICULT TO COLLECT AFTER THE EVENT IS OVER.
However,if you are umble to clear an outstanding detontact the USEF Regulations
Department for assistance.

If entries are heavy, notify the Organizer that an additional Dressage judge(s) and
arena(smaybe needed. Additional stablingght be required as well.

2. There are many ways to set up your entreegau receive them. Later in this section
you will be shown how tonaintain yourecordsusingthec o mp et i t or 6 s pacKke

There are currenthhteeonline entry systems: Xentry linked to the USEA database
and the secretaryodos USHRentDntriesand BlueS@sevi ce A
Entries, bottsimilar toXentry but maintained by private individusal

Secretaries can review those who have used Xentry through their USEA Online
Service profile. By clicking on the event name, the list of entries will apdénis
report also states who paid with a credit card and who has not. To have access through

the online service profile, the secretary
profile. The organizer wil/| need to infor
number.

With Xentry riders have two payment options, one is with a credit card, the other by
check. The credit card ocessedhrough the USEA master account. There are no
direct credit card charges to the organizer. The USEA Accounting Department
processes all credit card paymeoige a weekOrganizers may set up a wire transfer
to receive funds paid through Xentry, ereamastercheckwill be mailed directly to

the secretary with a report listing whose payment is included in the master check.

How you handle the receipt of online entries is at your discretiortcidartly state
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what is required of theder intheprize list If a paper copy is required for entries paid
by credit cargdput that requirement in thize listand date to receivle paper

version. The USEA guarantees you will receive funds from the credit card payment
and such entries should be considered valid pending signatures or completed with
electronic signaturesNote: When Esign has been used, a paper copy cannot be
requred. Payment has been made and the required signatures already obtained.

Choosing the check optipthe rider is instructed to print out the entry and mail with
payment to the secretamyntil the entry and payment are received, it is not a valid

entry. The USEA and USEF do not recommend accepting any entry without payment.
Organizers whaccept entries without paymedt so at their own risk and will not
receive any assistance from the USEF in obtaining those funds.

3. Many event secretaries setap 5 0 -ring lirder with alphabetical dividers and
plastic sheet protectors. After you have processed the entries, either on the computer
or ledger sheet, place the entry face up in the plastic protector. File the stabling form
faced to the back de of the plastic protector and file alphabetically. In between, file
the envelope the entry was mailed in (or write the postmark date on the entry) as well
as other entry documentation required or any correspondence. Make notes on the front
of the entryof any additional information you need and file a copy of your
correspondence sent in request of the same.

4. The above method keeps all the information readily at hand and together in one place.
You will handle these entries almost daily as additionarim&tion, change requests
or special requests come in.

5. Competitor packets should be made up numerieeilly the stable assignments listed
under the competitor number on the outside of the packet.

6.1t i s a good pr act i-uptheirown pickeiheaseyoumngesltti t or 0
signature on an entry or on a release form required by the event site management. If
you supply them with a competitor party ticket, include it in their packet.

7. When a competitor checks in at the competition andsgiveir name, you can refer to
your binder and find them alphabetically. In front of you will be their entry with your
notations for any additional information you might still need. The entry will reflect
the competitor ds numéverythingisiAdrderandnma ki ng s u
additional money is owed for things such as an additional dinner ticket, you can hand
them their packet.

After Closing Date
1. Notify organizer of entryyumbes so that divisions can be adjusted if necessary.
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2. Decide with theorganizer, at what numbeurill a division be divided You DO NOT
divide Championships or USEF Selection Trials.

3. If ajunior orseniorsection(or both, are few in numbearyou may combine #m
together into one division.

4. Check the event supplies: make sure you have enough for the number of competitors
competing.

5. Order additional ribbon and trophies if necessary.

6. Work on scheduling the event

7. Makestabling assignments.

8. Announce starting times and stabling assignments by email, web site postings,

postcard or telephone, whichever was published in poge list If stabling is off

site, include directions to the stabling site and emergency phone numbers just in case.
9. Keep meticulous records of scratched entriesaccordance with the Rules for

Eventing, entry and stabling fessistbe refunded up to 9:00 PM on the close date

less an office fee not to exceed $BFpermitted. Retaining an administrative fee is

advisableto cover office expenseAfter 9:00 PM on close date, refunds are at the

discretion of the organizewhen writing yourprizelist, itd best to make it a policy

that all scratches must be done i n writin
policy regarding the refund of entry fees, and if allowed, under that circumstances,
I .e. vet cert i f.jnusthe stated thyoiRRIZE IGST Whentyou e r et

send refund checks for an entry, make sure you make a note on the entry or record the
che& number, the amount sent and the date it was mailed.

10. You can fill in vacancies caused by a scratch. Notified the hg#ed rider at the top
of the list that there is a vacancy and fill the spot(s) from there. If you fill asider
spot, even if it is fier closing date, you MUST refund the entand stabling if used,
of the rider that scratched.

11. Prepare competitorsé packets (one per hor
boxes and are easy to handle.

Record on outside of packet:

Competitob s number s
Competitords Name
Hor seds Name (thi
Unfinished Business

a. Missing USEA or USEF membership numbers for rider, horse or owner

b. Any unpaid fees

c. Missingsignatures

This information must be recorded on the entry form. The method suggested at the
beginning of this section eliminates writing the unfinished business on the packet.
Sometimes the competitor will just reach in the box of packets and gepdckit

and be off and gone and you have lost the information you require. DO NOT give
out packets until the competitor has given you everything the entry requires to be
complete.

s is most helpfwul when 1

N
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Stuff packet with the following:

Bride number(s)

Crosscountry pinny

Event Program

List/notice of any schedule change(s)

Letter of welcome lishg any requests or requiremsitihat are unique to your
event. Name your event host if other thandfganizer. Request that the
property be used carefully and left in good ord@mptional)

Maps of site, crossountry course maps, etc.

7. Any party or dinner tickets It is advised to hand these tickets to the competitors
i nstead of putting them in the packets.
hassle to have to dealth lost tickets.

arwnpE

o

Week oneprior through eve of event

1. Submit the list of entries to the USEA national office. The national office will verify
membership and horse registration, and where applicable qualifications. The entry
sheetmust bein Excel or CSV formatwith the required column headingghe two
major scoring programs EventEntries and Startbox already have thdigntry
properly formattedor the USEA to upload and veriffrhe USEA willthenforward a
chart detailingvhich rideris not a currenmembey unregisteredhorses and USEF
missing numbers. If a horsadbr rider are not qualified, the USEA will notify the
rider directly and copy the secretary on that communication.

2. Prepare a hospitality packet for your officials. Include a lefteredcome,
information and directions about where they are staying, a plan for meals for each
day, meal tickets and/or dinner/party tickets if applicable, emergency phone numbers
they might need, an event program, a copy of the updated schedule and gojex o
map of the local area. The Hospitality Chairman should make these arrangements if
you have one.

3. Set up a cash box with some way of tracking monies received and given out. You
could receive money for entries, stabling, shavings, ice, campingriparty tickets,
etc.

4. Organize clipboards for T.D., Chief Stewards, Dressage Judges, Jump Judges and
Show Jumping Judge

5. Prepare the heading of the Crassintry and Show Jumping Time Sheets. Do net
enter Optimum Time and Time Limit until T.D. hesnfirmed them DO NOT enter
the competitcdd s n a me othis simouldrbe done by the scribe as each horse
enters the arena or start box.
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6. Make labels or fill out the face tie Dressage Tests with the name of the event, date,
judges o namsaumber,mame and hotsemame. The scribe needs to
confirm this information with the competitor as yharcle the arena before their test.
7. Confirm with Chief Jump Judge that the Jump Judge Score Books and clgboard
with sharpened pencils are readylake sure they have updated orders of go before
the briefing.
8. Make sure your fnOfficedo is equipped and r

Set up your Official Bulletin Board to include:
1. Post emergency numbers in a waterproof sleeve at all telephones on official

notice/score boardand at stabling (vet, farrier,). Include the physical address of the
site on these notices in case someaonstcall 911.

2. You must also post name, address and phone number with directions to the closest
hospital and equine hospital.

3. Cost of bedding anddy and where to find.it

4. Crosscountry maps with distances and times (make sure T.D. confirms.maps)

5. An area where competitors can leave a message for other competitors

6. Any lastminuteupdates or new information

7. Time and cost of Cdlimgfor tesetvation® s party and d

8. nOfficial o time clock for the competition

9. Show Jumping Course map when it becemeilable

During Event

1. DistributeCompetitor Rdkets DO NOT RELEASE ANY PACKETS UNTIIALL
THE MISSING INFORMATION HAS BEEN COLLECTED!

2. Correct and update competitorsdé starting
each morning corrected supply of updat@uiders ofGo for each phaseo they are
as current apossible Distribute theséo:

a. Before Dressage begins:
Judge(s), scribes, ring stewards, wamm bit check, score runners
Announcer
Scores
Organizing Committee
Technical Delegate
. Emergency Medical Servic&ersonnel
b. Before Crossountry begins:
Jump judges, timers, warap, score runners
Announcer and Control
Emergency Medical Services Personnel
Organizing Committee
Technical Delegate

ouswNRE

aprwdE
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c. Before Show Jumping beings:

Judge, scribe, ring steward, waup.

Announcer

Scorers

OrganizingCommittee

Technical Delegate

Emergency Medical Servic&ersonnel

3. Make surethe anouncer receives updated information as soon as it becomes
availableto keep competitors well informed throughout the event.

4. Make sure the office has an idea of where essonneWill be positionedall times
during the eventA list of cell phonenumberss a handytool in case of a
catastrophic accident. Radios are a great way to stay in touch but ARE NOT private
at all once there is a significant medical emergency.

ok wnPE

5. Have someone collect Crog®untry pinnies if possible.
6. Callin final count fothec o mp e tparty towhéesemeeds to know this
information.
After the Event

1. Post results on the competitions webaitel email electronicworksheeto the

USEA. The USEA will forwarded the results directly to the USEF. As with the entry

list, the results must be in a specific format with all the required information. Both

EventEntries and Startb@eprogrammedor the correct format. Although you

have 10 days to email the resuitgeady there is no need to delay. USEA may start

asking for the results within 48 hours upon tleaclusionof the event. Results are a

big part of any sporand with eventinggualify riders and horse® move up devel,

for championshipgualificationanddeterming leaderboargtandings The soonethe

results are uploaded, the sooner the hors

updated.

2. COMPLETE ALL INFORMATION FOR USEA

a. Crosscountry MastedumpSheets

b. Figure outthe USEAStartef D&M feesfor all levels Formodifiedand higher
levels,an administrativéee will be owed to th&)SEF as well this adminfee is
sent directly to the USEBoth the USEA and USEF have post competition report
forms available on their respective websites. This form itemizes what is owed to
each association.

c. USEA membership applications and chettieg may have been collected at the
competition

d. Copy of evat program can be emailed
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3. Mail theabove within one week to:
USEA, Inc.
Post @mpetition Reort
525 Old Waterford Road, NW.eesburg, VA 20176

_And, if applicable:
US Equestrian
Post Competition Report

4001 Wing Commander Wayexington, KY 40511

4. Turn cash and checks into the Organizer or Treasurer witleraizedreport
indicating the item the money was collected to cover

5. Inventory the following supplies:
a. Crosscountry pinnies and bridle numbers. Contact the people whaodlictturn
the pinnies and give this report to thrganizer to follow up on.
b. Dressage tests, scoring supplies, ciammsntry score books, etc. Let thrganizer
know how many of what is left so they can decide if/when to order more.

6. Record your comments, suggestions, and criticisms in your report and include it in
your Secretaryods Manual . Evaluate and r e
PUT EVERYTHING IN WRITING.

7. Attendthea gani zer 6 s deirbtheSe £t r e g aualpithsdubdepdrt.
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CHAPTER 51 VOLUNTEER COORDINATOR

An event is only as strong as its volunteer b&sstivating, communicatingvith and organizing
enough volunteers for the various positiansvital to the success ainyevent. This person will
work directly with the Organizer and all other Chief Stewards to insure enough voluraeers
beenrecruited and educatew the event runseamlesslyand competitors enjoy a great
experience at your eventith it running on time, being well informed and dired through the
warmup and competition areas time.

Volunteer Incentive Program is presented by Sunsprite Warmbloods to intre@sese of
participation, provide incentives and recognize the tireless efforts of volunteers. The online
management portal is used nationwide and is designed to streamline the volunteer process for
both volunteers and organizef$ie VIP site providea comprehensive list of volunteer positions
required for a successful everithe site also provides videos on various volunteer positions that
a potential volunteer can view and determine what is a good fit.

http://useventing.com/support/volunteer

Through the use of the management portal, volunteer hours are tracked that enables a national
volunteer and area volunteer leaderboards to be maintained.

http://useventing.com/resource/voluntesvards

1. Consult withChief Stewards and Event Staff to determine the volunteer needs for each
of their areas

Coordinate with Chief Stewards, Staff and Volunteers on how to get everyone fed each
day.

Planfor volunteer recruitment

Createvolunteer job descriptionSee Appendix | Volunteer Job Descriptions)

Contact possible volunteers via email, mail or phone and start recruiting
CreateaVolunteer Assignment Chart

Help chief stewards andtaff trainvolunteers for their assigned positions

Serve as liaison between Stewards, Staff and Volunteers

Monitor and evaluate the efficiency and effectiveness of the volunteers

10 Problem solve with personnel issues

11.Maintain avolunteer dabase with all contact information

N

©ONOO AW
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CHAPTER 6 1 CHIEF DRESSAGE STEWARD

The Dressage Steward will work directly witle Ground Crew toensurghe dressageite is

setup and prepared on timeheckwith the Grounds Crew to schedaeena maintenanaiuring
thecompetitionperthe show schedule. The repair crew needs tvbéable via radipgetting

the dressage tests from the secretary and double checking the clipboard to make sure every
competior has a test and are in ordesmmunicating with the Volunteer Coordinatar the
number ofvolunteers neede@quippingthe Judge's Box and supervising the Dressage Test
Phase along with the volunteevgork with the Volunteer Coordinatéo determire how many
lunchesareneeded each day to fetrtk volunteers.The Dressage Stewarequiresthe

cooperation of the Organizer and the Secretary in making sure everything is ready and
DRESSAGE STARTS ON TIME.

Early Preparatioin 6 months working with Organéz

1. Familiarize yourself with site plan (location of arena(s) and waprarenas). Every
site presents different types of problems. Make sure that the plan protects the
competitor duringheir test from interferenceanoise, traffic distraction, otheohses
and competitors, etc. Check that the judge is not looking directly into morning and
afternoon sun. (If possible, arenas shoulah@oh/south.) If the warrup areas are
confined by trees, fences, geographical limitations, make sure there aré amasa
through which horses can motgeavoid too many horses in any one area. Make
sure that the site prales a level area, good footing ashiéinage in case of rain.

2.  Determine with youorganizer whatype offencing and lettering is avablée or
needs to b@urchasear made

Types of fences:

a. Permanent arena. Whateectdto bring them up to shostatus?

b. Collapsible wooden fencing (sectionsgee specifications for construction.
c. PVC Pipe- very portable and storabl&kequires brackets for sap.

d. Plastic chainr very storable Requires brackets. (The chains break easily

enough to alleviate the fear of horse becoming entangled.)
Letters:

a. Stackable letters, which store efficientlye commercially available but are
costly, however, hey can be constructedee specifications for construction.
Thelettering must be large and cleavigible on three sides and made of
material that can withstarwdindy weather.

1 For a smalarenayou need letters AKEHCMBF.
1 For a largearenayou need letters AKVESHCMRBPF.
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b. Ideally, one warrup arena should be equipped with letters. A simple method
is to use large plastic tubs that can be purchased cheaply from fast food
restaurants and tmdhere letters on them. (See diagram for designing letters,
using black contact paper and cut out with Ex@étnife or shipping blade or
painting them on to buckets.) If your event owns fences/letters, or you are
borrowing equipment, check for any needepair or painting and schedule the
work and manpower needed.

Work with the Organizing Committee d)lmecompetltlon schedule and pattern of

activity to determine A

country orshow jumping Estlmate crew neadi and truck Place on tlmellne

Develop plan for keeping spectators at least 20 meters back from all four sides of the

arena gurvey flagsrope, hay bales, etc.) and for maintaining quiet (sign, steward,

etc.).

Three Months Prior to Event

N =

If arena needs egoing development, seed, fill holes, roll, add sand, etc.

If arenafences are to be constructed or reconditioned, get work underway.

If arena is to be setp, research method for setting up a true rectangular aigna

squared cornersAcquire those tools necessary and survey string (see instructions

for setting up Dressage arena$here are arena tools you can purchase that
simplifies setting up and squaring arenas.

If dust is a problem, locate a water truarkd schedule sodtarena will not be

slippery during tests.

Develop plan for running competitors throutpe warm-up areato thenext to go

into ring, to thetest,and exit Estimate number of stewards needAdk an

experienced competitéo helpdevelop such a plan.

Recruit your staff:

a. Scribe(s) for Judges: Avoid frequestribechanges, judges will develop a
system with a cooperative scribe. It is best that they work together as a team.
However, be prepared to rotate scribes accorditigetdme they can give
giving priority to those who can commit to a full day or at leasttayf.

b.  Warmup Ring Stewardtd kelpful if this person i&knowledgeablé¢o serve as
Tack Inspectgrhoweveryolunteers for this position can be trained aieiy
diagrams of what is legéseeRules for Eventiny Devise a way that the tack
inspector can be identifiegign, coloed vest, etc. Furnish withe current
competition schedule, comf picturedpermitted bitsand tackirom the current
Rules for Erenting.

c. Collecting Ring Steward: Depending on your site plan, recruit according to
your need. If you are using a series of collecting/holding areas that are not
visible one from the other, not only will you need personnel for each area, but
you will needto plan radio contact

d. Runners: Scores must be carried from the Judge to the Scorers. Pony
Clubbers are ideal for this assignmddetermine their routine of picking up
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tests from the judges and how they will get them to the scoring team.
Remembedrivers(even for golf cartsinust be 16 years of age or older with a
currentd r i Vieemsé s

e. Maintenance CrewPrepare a schedule of maintenance for the arérzeiena
is sand and needs periodic raking and centerline marking, or if size of arena
will be changed.

7. Determine the type of shelter for the judge:

a. Judge 0 GazBmw xo beconstructed.

b.  HorseTrailer. Dealers will sometimes loan a new horse trailer for free
advertising. If usig a "used" horse trailer, scritlout and removeenter
partition.

8.  Plan for shrubs and fieers for your arena and ttg arrange for the loan of plant
material. A free ad in your program or being listed as a sponsor will encourage a
nursery to support the event with loaned plant material. Shdrispigrow your own
plantsor use plastic/silk flowers

9. Coordinate with the Hospitality Chairman to guarantee that judge(Scaibeswill
receive refreshments during the tests. It's helpful to put a "goodie basket" in the
ju d g bor (fuit, candy, granola bars, napkins, bug spragterand a thermos of
coffee and cups).

10. Make surea portable toilet is placed within easy reach of the jydjyea lifesaver
during short breaks!

One Month before event

1. If you grow your own plantglanfor truck and crew to pick up and deliver material
to the dessagerends) the day befor¢hetests. If notarrangdor aloan or purchase
with a nursery and plan piakp and delivery as above.

2.  Finalizedressage statind type personnel list for program.

3. Check that arerfa) equipment is ready or in process of completion for event.
Schedule personnel and confirm that each peassavailable for assigned times.
Announce time for ruthrough meeting one week befoneeat.

4.  Check that you have all items for setting up an arena:

a. Stakes

b Twine.

d. Red taper short red stakder marking fence at letters

e. Fence material

f. Letters plus second set for watm.

g Material for marking corners or warap (hay lales, fence sections, jump rails,
etc.)

h.  Measure tapé A meter tape is a lot easier than having to convert feet to
meters

5.  Check condition of permanent arena forgming maintenance.

6.  Orderor make any necessary signs

a. Quiet Please
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f.
g.

Dressage Arena

Warm-up Arena

Arena Closed

Arena | / Arena Il (if needed). Add "bell" or "whistle" depending on which
will be used in what arena.

Spectators

Bit Check

8. Confirmthe availability of they d g lbog. & horse trailecouldbe used for this
purpose, without aenterpost sahetableis centered fothe udge andskcribe. Make
date to pick upf needed

Two Weeksprior to event

1. Notify all personnel.

a.

b.

C.

Send email or catiressage crew tellindthemwhere and when to report (ONE
HOUR BEFORE FIRST RIDE) where to park, what to wear and enclose
necessary ticketsf applicable) When the first ride is at 8 a.m. or earlier,
you run the hazard of people not arriving on time. Arange with the
organizer to have key personnel standing by to fill in, sthe dressage area
is staffed and the first test is not delayed due to late arriving staff.

Email orcall thesetup crew withthe scheduldor set up, including
arrangements moving fences and letters to dressage site.

Email orcall to crew regarding delivery of plant material éibessage ring.

2. Groom arena area as needed.
One Weekprior to event

1. Assemble all equipment and suppliesJadge/Scribe:

a.

b.

Tableandtwochails or e ac h (beusdrgaohdrsareRamfortable and

height of table convenient).

Judges Information: This material is best presented tutigee upon arrival in

the "welcoming packet" prepared by thec®tay.

1) Up-dated program (available day of first tests). If a program has not
been printed, the judge must be provided with the schedule for the event
plus the updated ordef-go for the Dressage Tests.

2) A copy of each Dressage Téstbe judged. ("Judge's Copy")

All Dressage Tests for each competitGheck to make sure that you have

received the correctses and irenoughquantity.

Bell or whistle* (Judgsusually cary theirown equipment but pride this

item anyway.) lfusingtwo or more arenasyavedifferent types of signals for

each arenaand make sure the signal is posted oratkaa # sigrior

competitors can see them

*Whistle, cow bell, desk bell, kaoka, train whistle, horn, bird katurkey

call, etc.
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e. Pens for the scribes and a red pen for the judge tmusese of an error on the
test

f. Stopwatch with fresh batteries (Judgsually cary theirown).

g. Lap robe (ifweathers cold).

h.  Misc: scratch pad, clipboaftegal sze), wastebaskegoodie basket with
munchies

I. Confirm with Hospitality Chairman that provision has been planned for
refreshments for judge/scribe.

J. Plan to carry a cooler of pop for your dressage personnel.

2. Have worker rurthrough if newcrew. If using radios, include "instructions for use"
3.  After a final mow (grass arenas), set up arena during the prior weekend or at least
mark the ring with stakes and string. Schedule its completion by migatelelast

two days beforéhe competition with fence and letters and tape in place.
4. If fence is portable wooden sections, spiar stability in case of wind
5. Assure arena |l etters are secure and won?ot
6. Finalize plan for PA. system: from where, delivered and-aptby whom;
instructions for use. Coordinate with announcer.
7. Continue grooming arena as necessary.
8. Ifjudges bBoxesare permanent, cleanup and spray for wasps and other pests.
9. Equip box with ltableand 2chairs
10. Confirm with Hospitality Chairmanf judges and scribes are to be provided lunch

and if transportation is necessary

11. Make up individual dressage testsing labels provided by the secretary offiltiyng
in ONLY the Event name and the Jedgname. DO NOT FILL IN THE
COMPETITOR'S NAME OR THE NUMBER ON FACE OF TEST. THAT IS
FILLED IN AT THE TIME OF THE TEST BY THE SCRIBE.

12. Ask that the Grounds Steward to provide waste cans.

Two-Three Days in Advance

1. Setup judgés box.Pick uphorse trailer (if using one @sdgeéd box). If horse
trailers are not new, check for cleanliness and spray for wasps. Place at C, 5 meters
back CENTERING THE JUDGE'S POSITION DIRECTLY IN THE
CENTERLINE. The scribe sits offenter beside the jgé and is positioned to be
able to hear and write. Check site lines.

2.  Place ltable and® chairs in the shelter (if weather and/or dust threaten, hold this
equipment ready until the morning of the competition).

3. Place signs ("Quiet", "Spectators", '&ra Closed", "Restricted Area", etc). Place
"Arena A", "Arena B" signs where competitors can really see them.

4.  Mark the20-meterarea around arena with survey flags, rope, etc. to keep spectators
at a safe distance not to disturb competitors.

5. Rope of the 20meter area on the sides.
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10.
11

Checkdressage arena with T.D. (Be sure fence is marked with red tape at letters).
Make the adjustment per errequest.

Review your organizational plamith the TD andask foranorientationon permitted
tack.

Confer withthe aganizer on what needs to be done to comply with any requests or
directions made by the T.[Execute.

Place flowers and shrulifsyou have them(Make provisions for them toe watered
and returned in top condition).

If watering the arena, water in time to avoid making the footing slippery.

Check that the P.Asystem is ready and working.

Alert organizer to stand by with other key personnel, who are sure to bemrsége

in the early hours just prior to the beginning of dnessage tests, so that you are
assured of a dressage crew when the first test is scheduled. (It is a fact of life that
someone oversleeps, and your insurance is the above precaution.)

Check withsecretary for anyastminutescratches and update all necessary lists and
masterscoresheets. Be sure you have made clear arrangements wibdtetary for
the tests to be delivered to the judge and/or scribe one half hour before tlestirst t
A lot of the time this will be done by you.

THIS IS IMPORTANT!

A recommended plan is for all prepared pamek to be held irSecretary's officer
Event officeand clearly organized and filed and ready for dispersing to the steward
or worker specittally using that item.

Check that @inder orfolder is ready for thennouncer which contains tlieessage
schedule with names, the name(s) and home towns pidge(s), the correct way to
announce dressage rides (see notes for Announcenaondncements, instructions
for use of the P.A. system or a memo as to who has that information. (Again, when
dealing with early morning starts, such a folder assures that someone other than a
late arriving announcer can get things stajted.

Check tha radiosare ready and where they will be the next morning.

Check with thescorer regarding any requesiey might havege.g., How frequently
shouldtestsbedelivered, etc.

: iy

=

Synchronize your watch to Official Time.

Check thayourarenafencing is in place and secure, that plant material hias no
toppled, thgudge's boxs in order and supplies have been deliverestiibe's table.
Deliver prepared testandjudge's copy tp u d dpax@ith updated ordeof-go.
Distribute updated ordesf-go to steward.

Assemble your crew oAeour before the first test. Distribute radios if to be used.
Move your warraup ring steward out promptly to assure that there are event
personnel on duty. Wmup steward and/or bit inspector should béhmareanear
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10.

11.

12.

13.

14.

15.

16.

asignfor "Bit Check." Many events puat small stickeon rider's boot after bit has
been inspected. All other personnel should be in place 15 minutes before the first
test.

msinuclmnstmmbe DON'T WAIT FOR A LATE COMER USE SOMEONE
FROM THE ORGANIZING COMMITTEE TO FILL IN! Give them the Official
Time.

Check that someone is "on duty" as ammzer one hour before first test (this is the
responsibility ofthe aganizer). Official Time should be givevith the
announcement that the dressage phase will commence at ...a.m. As the hour
proceeds, the announcer will alert the first rider to bédelo introduce the
Judge(spndhelpbring the elements of the event together for an orderhtiroa
start.

Be sureHospitality is on duty to provide for Judge/Scribe teand volunteers
Remind runners to get refreshments orders from Judges, Scribes, and Announcer
periodically. Make sure workers are cared far. t6Goodie Baskets" ijud g eboxs
and a cooler for the personnel helps with this problem.

Make sure of plans for lunch ftiie pdge(s) andcribeif she is serving throughout
the day and ensure they can return on schedule. Be sure the workers stay on
schedule also.

Be readily available teeventmanagemenalwayskeeping them informed of your
whereabouts.

Carry pocket memo pad and pendailoting problems and suggestions for
improvement the next year.

Keepthe tests on schedule and be aware if any of the arensiged their
scheduled times\otify the judgeandorganizerif this is the case.

Monitor the condition of the arena, dragging and/or raking, marking the centerline,
and watering, providing you can do so without creating slippery conditions, etc.
Make sure that spectator control is effective. Take steps if necessary. Maintain
quiet.

Monitor competitorgnaking surghey are not galloping or hackingan near the
warm-up aredan any manner thatam distract a horse while warming up or
competimg.

Organize your crew and truck promptly after the final ride to pick up fencing and
return to storage.
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CHAPTER 71 CHIEF CROSS-COUNTRY STEWARD

Preparations for the Crossuntry phase invohsghe largest area of responsibility far Bvent.

It is important that this area of responsibility be divided among several key people. For instance,
a separate job description has been developed for the Chief Jump Judge. This role should not be
included with your responsibility, nor should you assume that role.

The landowner and/arganizer usually assume the development otthsscountry course,
especially in the case of new or small events. However, the Chief-&yosy Steward should

be veryfamiliar with the course, its condition and the plans for its developmianielp you

and the Course Designevhoever he may be, work together, this job description includes items
that need attention. Work out with tbeganizer, which of these itenstiould fall within your

area of responsibility.

Study thesection of thaJSEFRulesfor Eventing thapertairs to flaggingof obstacles and how

to mark the course. Your job can be further broken down into-cssry preparation and the
actual runningf the crosscountry phase. A lot of help will be needed, grooming and flagging.
This is one of your major problems. Try to develop an enthusiastic, dependable crew.
Furthermore, work closely with the otherief stewards in coordinating the many levelf
preparations so that yoarosscountry phase can be conducted efficiently, safely and with total
control.

Six Months to 24 monthsin Advance Confirm with organizer and/or landowner that:

1. Course designer and builders have been contracted. (NQEEvill save money by
hiring the best available!)

2. Work is scheduled to start on all earth moving projects (ditches, banks, water jumps,
footing conditioning).

3. Necessary building materials are secur8dhedule painting, staining, etc.

4. New obsacles are designed.

S hs in Ad

1. Plan routes the courses will takéh arough measuraentto confirm they are

within distance specifications and do a preliminary plan.

Determine location of Start Bokinish Line and traffic patterns from wamup area

to "recovery" area.

Modify existing obstacles.

Remove obsolete or rotten obstacles.

Locate surce of brush for brush fences & schedule it being picked up or delivered
Coordinate with Dressage or Show Jumping Steward if areas overlap.

no

o0k w
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Three Months in Advance

S

Take inventory of and make necessary arrangement for reggaacement, and
repairing of the following (DO NOT PROCRASTINATE!!):
Numbers
Red and White Flags
Start and Finish Signs
Miscellaneous Sigs: Crosscountry Course Closed; Warbip Area;
Crosscountry. Open etc.
d. Locate source for plargtin whichto decorate therosscountry fences and

schedule how thewill arrive on site and wherAdd this information tdghe

event timeline.
Recruit Volunteers
a. Safety Coordinator It is desirable if this person has a medical baockgd
with experience in trauma; doctor, paramedic, EMT, nurse. They may not
have anyother duties during the jumping phadesresponsible for the
establishment and coordination of medical services, including the
transportation of injured ridersThey must be familiar with the courses as they
will assist the Medical Team in getting to any accidents in a timely fashion.
Area Safety Stewards (according to needs of course)
Warmup Steward to oversee practice area and use of practice jumps
Repar Crew - Knowledgeable regarding obstacle construction/tools/truck
Score Collectors ATVAds i s the mostupsedies.iThei en't
driver needs to be very familiar with the flow of the course to ensure safe
driving while not interrupting h@es on course
f. Pinny Collector stationed at Finish Line
g. Meet with: Chief Fence Judge/Chief Timer
Schedule workdays (clear dates wotiganizer). Publish dates via local CTA A6 s
bulletins, notices on barn bulletin boards, notices or photetoatoaches and to
Pony Clubs. However, do not be too optimistic about workers showing up. Best to
schedule groups like Pony Club at specific times to do specific jobs, i.e. painting,
grooming water jumps, weed eating, etc. One technique for getiingawer is to

PT

©cooo

open the course for a schooling day prior to the Opening Date in exchange for work.

Confirm with Organizer that a P.A. system and announcer are arranged.
Arrange for standards and poles for practice jumgge$how Jumping Steward to
coordinate equipmentlor crosscountryexercise aredhere must be at least three
adjustable fences (including one oxer) and at least one solidayosgy type
obstacle &tandards, 9 poles minimum wiibur red flags andour white flags

Place date on your calendar brientation meeting for Jump Judges (see Chief Jump
Judge).

Work with organizer angafety coordinator to formulate a complete plan for
emergenciesKeep notes atheplan is developed so that you can coordinate and
inform your committee about safety measures and how to use them.

Measure finalized course(s).
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Six Weeks in Advance

1.

2.

Inspect courswith coursebuilder. Havethe course measuremeaisd times ready

for theT.D.

Ensure that the following equipment is ready and/or available:

a. Timing Equipment with new batteries as needed (Coordinate with Chief
Timer).

b.  Stop watches (in place of more sophisticated timing equiproent)
synchronizd digital watches for actual time with stopwatch back up.

c. Clipboards

d. Radios

e. Official Time Clocks: Atomic clocks work gregbattery operated to purt
warmup andon start box).

f. All items listed on Chief Fence Judge's Job Description arerwagle

g. Provide akes fojumpjudges to maintaiof footing atand around jumpthat
are apt to have crumbly footing.

Confirmwith Volunteer Coordinatathe number ofumpjudges have been recruited

(see Chief Fence Judge).

Confirm that ChiefTimer has recruited his starter, his assistant timecdssaribe

Confirm that theorganizer has securedsaterinarianandfarrier to be on duty.

a. Veterinarian: @ call at all timesandon site duringcrosscountry, show
jumpingtestsand warmup.

b.  Farrier:Training,novice & beginner novicen call at all timesPreliminary
andabove, orevent siteearly morning precedinghow jumping and
crosscountry and throughowtrosscountryandshow jumpingtests.

Post "CrosgCountry Cbsed"signson Opening Date.

Four Weeks in Advance

1.

2.

Continue grooming the course (second mow), weed whip around fences, cut low
branches, paint and stain fences as needed.
Complete signs, numbers, and flags (repair, refurbish, or make)

Two Weeks n Advance

Confirmyour volunteers andatify themof scheduled briefing on day of

crosscountry and the location.

Confirm that communications plans are complete and equipment ready and available
(Communcations Steward and Chief Jurdpdge)

If P.A. systenis to be used knowhe plan who is announcer, thesichedule and who

will set up the system.

Activate work parties: Pick rocks, weeét jumps, check footing, fill holes, haul in
gravel if boggy conditions threaten to develop, remowe linebs that threaten rider

and horse, check for hazardous nails, loose boards, etc.
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5.  Check your preparations against the USEA Check Listdorathatyou are ready
for theT.D.'s final inspection.

6. Develop course map. Submitdaganizersecretaryor programchairman by
deadline. Prepare a copy for Competitors' Bulletin Board and gsextetary. Put
length, speed, optimum time and time limit whiavé been confirmed with thel.

7.  Type lists of your personnel and submiptogramchairman,organizer, olsecretary
by deadline.

8.  Confirm that Chief Jumpudge's preparations are complete.

One Week in Advance

1. Flag and number obstacles. Be very certain that they are constructed so that there is
no hazardous hardware exposed to horseided rNumbers should be placed at
heightto be visible to mounted rider moving at speed!

2. If temporarystarting box is to be used, construct. The box should measure 5 X 5
meters (16x16 ft). It will have an open front and a gap on one or both Ei@es.

NOT USE METAL STAKES!

3.  Erectwarmupjumps and mark with signs, flags (one vertical, one spread, and one
crossed pole)Don 6t f ane splieicrosstohngrytypeobstacle.

4.  Place "Start" and "Finish sign on red flags at startfamsh.

5.  Place miscellaneous signs.

6 Complete grooming. Trim low branches, etc. Make sure ditch bottoms are clear of
weeds and fence faces are clean.

7.  Decorate according to tleursed e s i ghotesmudch, plants, trees, etc.

8. Check out communications system wannouncer/Control as well a&rea Safety
Stewardqif applicable) Plan locations of Radio Operators; mark these on copy of
course map. Give copies of map td Afea Stewards, Annound@ontrol and
Safety Coordinator.

9. Course is to be opened to competitors for walking at 3:00 théefaye the start of
the entire competitian

One Day in Advance

1. Inspect the course to ensure that it is propedgded numbered and warmup
jumps are set and markestuff brush fences with cut brush.

2. Accompany TD. onfinal course inspection and secure/lhés approvaj it is best if
the coursedesigner is presentlf necessaryadjust asequestd

3. Be sure thathetimes andlistances are posted tre Competitors' Bulletin Board
after thgy have been approved tiye T.D. and Ground Jury

4.  Determine thathe fdlowing equipment is on site: radios, timing equipment, stop
watches, scoring forms, clipboards withrfar and pendl for Timer andControl

5.  Confirm with Safety Coordinator that all emergency measures are complete and in
place.
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Day of CrossCountry

1. Final check othecourse from Start to Finish.
2. Final brief of all personnel 1 1/2 hours befetart.
a. Jump Judge Briefing
This isameeting whee the evenbfficials will brief the volunteerabout
their dutiesasa Jump JudgeMake sure you are availibto answer any
questions thamight arise.
b. WarmUp Steward:
1)  Monitors horses and riders in the waump area
2)  Monitors use of warrup jumps (jumping in wrong direction is grounds
for elimination. Refewiolation toT.D.).
3) Alertriders to progression of stattis not the respusibility of the
Warmup Steward to call riderspmpetitors are r@ensible for
presenting thenedves totheSt art Box as a@&ancéhedul ed,
gestureo inform them when they are next and/or due at the Diois
will keepthe event running on time.
4)  Does informal check of tack as safety precaution.

c.  Pinny Collector: At finish equipped with refund mon€if applicable)andif
crosscountry isthe last phaself a person is not available, place a large plastic
tub/trash can wi thheraeds.i gn AXC pinnie

d. Repair Crew:

1) Equipped with 4Wheel drive truck and repair tools.
2)  Equipped with radio for contact wilimnouncermontrol steward.

e.  Score Collectors: Must be briefed on whelpittk upscoresheets fromjump
judges

3.  Synchronize watches with Official Time.

4.  Make sure ambulance ancedical personnel are in place and ¢émeergency vehicle
is ready with keys in ignition and that it is clearly marked by a large red cross in
several windows.The Safety Coordinatareedgo beon hand to direct medical
personnel to site of accident. Make sure phone or radio system for calling an
ambulance is operabl€he USEA strongly recommendsan ambulanceis on
grounds. Course maps for ambulance driver with emergency routes marked! in
Confirm that radio check has been madetnyouncertontrol steward.

Dispatch personnel tiheir stations and ensure they are in place 15 minutes prior to
the start of the first horse.

7.  Be readily available to management and Control at all tikezping them informed

of your whereabouts.

8. Carry a pocket memo pad and pencil, noting problems @gngkstions to be
transferred into your manual records.

o o
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Collect flags and numbers from courBesentory conditionStore.
Collect all signsinventory conditionStore.

Update youmanual with remarks, suggestions;.et

Attend debriefing meeting and turn in yaaanual tothe organizer.

PwdPE
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CHAPTER 81 CHIEF JUMP JUDGE STEWARD

Crosscountry Jumpludges are a wonderful group of volunteers that arrive at horse trials laden
with umbrellas, folding chairs, funny hats and clothing for all types of weather. They can sit at
fences for hours in rain, sleet, snow and blistering sun and still voly@seafter year. A

Chief JumpJudge is the coordinator of this invaluable group.

The key to tackling this assignmeatdrganization. The Chief Jundpdge will need at least one
assistant to help with the various aspects of the job. Addaiaening andrganization will
ease the burden on the days just prior to the event and prevent delays of the worst kind on
crosscountry day.

Three Months Prior to the Event

1. If you are dirst-time Chief JumpJudge tryif possible to attend a couple of events,
to see what is involved.

2.  Study thesection of theJSEFRulesfor Eventing thapertairs to jump judgesand
read USEAs "CrosscountryJumpJudgeGuideline$ availableonthe USEA

website

3.  With Organizerand Volunteer Coordinatateterminethe following:

a. How many jumgudges are needed based on the number of obstacles per level.

b.  What will be provided to the judges as hospitality: Courtesakfast and/or
lunches or medickets (if budget allows)Availability of snacks, old or hot
drinks (depending on the weather). Refreshments served duridgpifavait
after judging.

c. Wil transportation for jumgpudges be necessary the day of crosgntry?

d.  Will judges be supplied with stopwatches? If not, ask them to bring them or
wear watches ith asecond hand.

4.  Confirm with Event Secretary

a. That the supply order from USE&ll include copies of Crosscountry Jump
Judge Guidelinégone per judge). Consider sending copies to-firsé fence
judges before event. Ask them to please rettuem afterwards. The rest can
be put on their clipboards. Consider marking these with the name of the event
and request they are returned. You'll not get all of them back and will need to
reorder some each year.

b. Confirm that an adequate supplfycrosscountryjump judgebooks ha been
orderedor created. Scorepllectors willpick upthe score sheetis regular
intervals and at the end of each | evel
their next jump until scordsave beemicked up.

c.  Confirm that there will be clipboards available, equipped wihs scratch
pad, program, updated list of competitors, adequate score books, course map,
instruction book, and bug repellent wipes (in foil packets). If there is a
possibility of rain, theselipboards can be placed in a large plastic baggie.
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Thechief jJumpjudge should assume responsibility flee clipboards and
supplie®providing theorganizer haswuthorizel the expenditure clearly
estabish, at this timewho shallbe responsible fowvhat,i.e., ordering of items,
assembling the clipboards/equipment, etc.

Recruit Jump JudgésAn effectiveVolunteer Coordinator will have done mos$t o

the groundwork recruiting your volunteer®nce they havestdlished how many

volunteers ar@eeded to fill your requestgubsitions ,you will be giventhe contact

informationto dothefollowing duties:

1. Contact by emaibr telephone. State clearly the date of the event and general
idea of job. They must be willing to report, regardless dathver conditions.

2. Inform themthat they are required to attend the fence judge briefing, generally
1 1/2 hours before competition begins. They also shoudditised novihat
they are required to remain at a designated place for 1/2afteuthe finh
scores are postedJse every opportunity you can to repeat this requirement.
Too often there is someone who does not understand and leaves the event site
before judges are released.

c. Tell them what they will need to bringunch rain gear, bug spragunscreen,
chair, etc.

Two Weeks Prior to the Event

=

Confirm that clipboards and supplies are ready.

Discuss with Safety Coordinator the final plan in event of emergency. Determine
plan for radio contact ding crosscountry and hovihe umpjudges will be involved

(if they will be given a radio or if person with a radio will be in their vicinity). If the
organizer is using Are8tewardsthere should be onedated within view of every
jump. The Area Stewards arerg@ally the radio contact in case of an emergency.
Arrange for vehicles and driver(s) to transpgadges to fences, if plan calls for this.

If lunches are to be provided fardges, arrange with Hospitality Steward or
Organizer for their preparatiand delivery methadBe sure you communicate
clearly the quantity needed and delivery time on dayadscountry to allow for
distribution tojudges. Bagged lunches can be given otiteajudges' briefing if
weather is not hot (spoilage) or candsivered tojudges while on courseroviding
you have the manpower and vehicle.

Find out fromthe organizer what fences might cause problems and put your
experienced judges at these fences. Likewwdtld fences that are any distance away
from themain part of the coursein case of an accident or feniséoroken

The week before the event will undoubtedly be hectic. Try to do as much advance
work as possible to avoid lastinute rush.

One Weekto Day of Event

1.

Whenyou assign fences, keep a Madtist of where eacludge is locatedKeep in
mind when they move between levels, they should be moved to a jump that is close
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to save time.One copy should go to the Chief Communications Stewaddae to
the Chief ScorerTheMaster List should track ea¢bncejudge through each
division, i.e., Preliminary #4, Training #6, Novice #10, in case he/she must be
located for an inquiry on a previous fence.

2. Assuming the clipboards are ready, nunthem, one per obstacle.
Day of CrossCountry

1. Assemblgumpjudges.Have them sign in with contact information including phone
number, &ke a roll calland handaut clipboards. Serve coffee and rolls if possible.

2. Attend JumpJudge Briefing ***

3.  Answer questions

4.  Adjust assignments if necessary.

5. Inspect each fence (an assistant comes in handy to help with this.) If using Area

Stewards, they can advise you that each fence is covered by a Fence Judge. With
goodcommunications, this can be accomplished by radio.

| hould | | at il iefing

D|rect the fence judges to view the USEA fence Judglng V|deo prlor to-consdry day

espeC|aIIy helpful to those new to fencejudglng

1.
2.
3.
4.

No O

10.
11.
12.

13.

This video is

Thanks for volunteering their time!

Color offlagsfor each division.

Instructions orany changes of fence flags between divisions.

What is a refusal? (It's best to have the T.D. explain this pagryone has his/her
own interpretation!)

T.D. will explain unauthorized assistance.

Reporting dangerous riding.

Discuss themportance of communications for safety, and how to communicate with
thestartbox and emergency services or Area Steward if uSéa. Announcer or
Control person is best to give this talk.

Whenand howscores will be collected and hqudges should lep NCR opies.
Explain how to us¢he JumpJudge Book carbons.

Remind them to write down numbers only as they see them.

Remind them to put fence number gundgeés name on each sheet.

If in doubt about an incident, writedescription of what happenedrgwings etc.)
Possibility of extricating a horse from a fence, assisting with an acruwleat to do
and WHAT NOT TO DO.Explain row to take and recorithe time if a horsemust
be stopped.

Overtake situationsAn on-coming horse has the rigbf-way and how to handle
that situation.
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14.

15.

16.

Remindjudges to look througtheinstructionsprovided in then theiCrosscountry

Jump Judge Guidelin@silt is really, helpful.

Remind them to stay at their fences after last horse has gomad thescoreshave
beencollected Instruct them where to go for their mandatory 1/2 hour wait.

Thank them again and instruct how they can get to their fences or what vehicles to
get into if they are to be driverit is not necessary to driyedges to nearby fences
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CHAPTER 9 i CHIEE SHOW JUMPING STEWARL

The Show Jumpin&teward will work directly withCourse Designer ar@round Crew te@nsure
the Show Jumpings setup and prepared on tim€heckwith the GroundCrew to ensure arena
maintenance is scheduled and a repair crew is available via hagi®the judgé clipboard
preparedcommunicate with the Volunteer Coordinator the number ofolunteers needed
equippingthe udge'sbox and supervising thehow jumpingphase along with the volunteers
Determining how many luncheseneeded each day to féthe volunteersind inform the
volunteercoordinator anarganizer The Show Jumpin§teward needs the cooperation of the
organizer and theecretary in making sumverything is ready and SHOW JUMPINETARTS
ON TIME.

Si hs in Ad

1. Check sites for any needed leveling, seeding, sarafidgole filling, etc., and

proceed to have any earthmoving or seeding accomplished now.

Contract forcoursedesigner and set deadline for receipt of design.

Anticipate equipment needed and whether it will be constructed, purchased or rented.

(See samp list of standards, poles and other equipment used for Novice/Training

Horse Trials)

4. If arena area is fenced, check fence and gates for any needed repair or repainting and
schedule the work to be done.

5.  Check withcrosscountry anddressagetewardsto see how their areas relate to
Show Jumping and whetharenas ojumpswill need to be removed prior to start of
Crosscountry.

6. Develop plan for spectator seating (hillside slope, hay bales, etc.). Portable toilets
should be placed in this area.

7.  Inventory existing jump equipment and check condition.

8.  If building new equipment, design and start construction. (Clear budget with
organizer)

9. Inventory flags and numbers and signs.

10. Order material for any new flags, numbers & signs.

11. |If renting or borrowing jump equipment, contract now for use and reserve your date.

12. Organizer painting & repairs if needed. Make lists and add to event timeline.

w N

Three Months in Advance

1. Continue developing arena area (mowing, seeding, filéhg)
2.  Recruit your staff:

a. Collecting Steward

b Gatekeeper(s)

c. Warmup Steward

d. Timer(s) (see Chief Timer)

e Jump Crew
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f. Pinny or bridle number collector

g. Dismantlingcrew.

Arrange for shrubs, greens and/or flowgrsordinate with Dressage Steward).

Schedule work parties for construction, repair or painting of:

a. Jump material: standards, poles, gates, etc.

b Numbers (see diagram for construction of show jumping flags)

C. Red and White flags

d. Start and Firshflags

e.  All other signs: Arena Open; Arena Clos&darm-Up, etc.

f. Judge's BoxXyou might use the flat bed of a truck, a table with chairs under an
RV awning, etc., but it is preferable to have a more wegttwaf shelter.)

Develop emergency plan with Safety Coordinator for rider and horse emergencies.

Develop communicationglan withAnnouncer/ControlRadio contact between the

judge's table, the Gate/Wawump, the timesad the announcer is recommended.

Confirm tre P.A. system is available (sesganizer).

Keep jump construction on schedule. Include equipment foripegamps.

Six Weeks to One Month in Advance

N o

Confirm with Secretary thahe Show Jumping scoring materials are ordered from
the USEA: Check the USEA websitejanyforms are available aline at no charge
Finalizeshow jump crew and submit typet to organizer or Program Chairman for
program.

Order flowers/shrubs/decorati® forshow jumping arena. (Confer wifDressage
Steward). Plastic or 8k flowers are terrific, but expensive and need careful storing
and handling.

Inspect arena. @inue grooming. Fill in holes, etc.

When T.D. makes éweek inspection, accompany him on inspection of arena,
warmup areas, noting hiserrequests and suggestions. Review with/hanyour
personnel, organizational plamaffic flow planand all operational procedures. Give
T.D. copies of Show Jumping courses, if ready.

Carry out TD. recommendations.

Schedule piclup or delivery of any jump equipment that will be rented ordveed.
Scheduleatruck and manpower to move equipmenatal onsite. Move equipment
to site early if it requires painting or repaitake sure you add this information to
the event timeline.

Confirm with secretary andcorer thathe Show Jumping Swire Sheets will be
prepared with Ordeof-Go when Crossountry scoring is completed and will be
ready to be placed in Judge's foldere(sample of foldeappendix). If Show

Jumping precedes Crassuntry, competitors will ride in the same numerical
seqene as they have ridden Dressage.

Confirm with secretary that a list of competiggrbased on the plan for riditige

show jumping course, will be prepared for taenouncer.
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10. Schedule witlorganizer when to set upe Show Jumping courseSchedule setip
crew and notify. (Course should be basically set & ready prior to the arrival of
competitors at event site.)

11. Keep construction and/or repair/painting of jump equipment on schedule.

12. Notify your staff of Show Jumping schedule & caniithey will work.

One Week in Advance

1. Ensurgump equipment is in show condition and complete. Borrowed or rented
equipment on site or about to be delivered.

2. Make course map including Distance, Speed, TAth@ved, Time Limit for each
Level. Mapshould not be "cast in stone" until T.D. approves it.

a. Postemboard size to be posted for competitors near arena.

b.  Mounted on cover of manila folder fprdge (see sample).

c. Remembethe Ground Jury has right to altbére course if weather conditions
warrant or if cours¢hedesign is inappropriate féevel being tested.

3. Move Judge's Box into place that willqvide shelter from weather (sun or rain).

4.  Provide table & chairgdge, scribe, scorer(s)) for judge's sifan

5.  Secure pencils, binoculars, blanket, whistle, stopwatch, erasers, scratch pads,
clipboard and wastebasket foidge andscribe.

6.  Secure clipboardfor collecting ring Steward an@ate Keeper/Bridle Nmber
Collector.

7.  Remindsecretary if applicablea supply of dollar bills will be needed for refis for
pinny/number collectors.

8.  After a final arena prepset up show jumping course. Post sign "Arena&lb flag
andnumber.

9. Day beforeshowjumpingphase deliver plant material or tsdar fromdressage
arena and set in place at jumps.

10. Determine location of:

a. Scorers (Placscorer and, if possibl@nnouncer adjacent jadge to facilitate
instant communication of results. Otherwise, arrange for radio contact with
announcer.)

b.  Fence Repair Crew: Positioned to replace knockdowns as speedily as possible.

11. Confirm emergency plan with Safety Coordinator.

12. Confirm that radio equipment will be ready with Communications Steward.

Day Before Competition

1. As early as possible, accompadgurse Designer andD. on check of Show
Jumping courses.

2. Inspect courseFlags numbers in place and correpimps in orderplant material

secured.
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1. Post course map at least one hour beforepeition begins if not already posted.
The minute the course is approved, announce that it is open for walkiegcourse
is to be open for walking 30 minutes prior to the start of the competition.

2. Check thathe judge's folder is ready witbourse map and theshow jumpingscore
sheets have been prepared by scoraa¢gprding to plan for ordesf-go. PuftTime
Allowed and Time Limits on map.

3. Check Judge's BoxPlace supplies and folder on table (or hand foldgrdge and
scribe just pior to start ofshow jumping).

4. Check that P.A. system is in place and thataanouncer is ready.

5.  Check thathe aanouncer haanorderof-gofor show jumpingas well as the scores

from the previous day of competition

Check thathe clipboardwith theorderof-go is ready foCollecting Ring Steward.

Check that rai contact betweejudge's boxwarmup area and/or gate and repair

crew is in place and operational.

Synchronize your watch with Official Time.

Locatejudge(s) and escort tbpena on time. Give them Official Time.

0. Meet with staff, confirm that all stewards are present and dispatch to posts:

a. Gat Stewardo pick up cligpoard andf applicable,refund cash from
secretary

b.  Collecting Steward or Rny Collector picks up clipboard with ordef-go.
Also, picks up walkietalkie if communication plan provides for a radio at
warmup area.

c.  Scribe picks upudge's dlder(s) fromsecretary Checkthatthescore sheets
areincludedandhave been madeun accordance wittheorderof-go for
eachdivision.

d. Scorer(s) seated within earshofadige andscribe, prepared to compute
jumping and time faults and relay resultsatmouncerwho is within earshot
or radio contact.

e. Repair Crew: Stationedtaer within earshot gludge or inradio contact with
Judge's Boxgady to move in promptly to repair fences.

f. Warmup Steward: On duty 45 minutes before Show Jumping phase begins.
Monitors warmup jumps. Moves copetitors into collecting area amdll
needclipboard with ordeof-go. A megaphone is very useful.

g. Collector: collects bridle number when rider leaves arena and refunds pinny
deposit if record shows both numbers are returned. If pinny not returned
requests tarider turn in pinny teecretary & pick up refund at office.

11. Check thatheambulance or emergency vehicle is in place.

12. Ask Announcer/Contrdio run radio check.

13. Report tgudge that all is ready for the first horse.

14. always Remain readily available to the judgd management.

15. Check orshow jumping volunteers to ensure they are happy.

16. Check thathe udge andkcribe are comfortable.

~N o

B ©oo

Organizers Guide Pagél



17. Check in withthe Hospitality Chairman to ensure drinks, snacks and lunches are
ready for distribution.

18. Carry pocket memo pad and peneihoting problems and suggestions for
improvement next year.

lowi y

See thathecourse is dismantled according to event schedule.

Inventory equipment. Store or return promptly. Return plant naateri
Complete written comments.

Write thankyou noteto workers and donors of plant material.

Attend debriefing. Turn in Show Jumping Steward's comments, suggestions.

arwnE
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CHAPTER 101 CHIEF TIMER

The Chief Timer should be left tmordinate the overaliming effort, andif possible not
occupy onef thetiming assignments

All timing personnelare under the direction of the Chief Timing Steward. There is a
desired and a minimum number of people requirestad and time events and horse trials,
as shown in the following table. What one must realize is that if you utilize fewer than the
minimum personnel, your chances for errors and confusion increase dramatically.

Novice, Training, Preliminary HORSE TRIALS
THREEDAY EVENTS
ACTIVITY DESIRED MINIMUM DESIRED MINIMUM

Phase ARoads and Tracks

Start Timers 2 1 NA NA

Finish Timers 2 1 NA NA
Phase BSteeplechase

Start Timers 2 1 NA NA

Finish Timers 2 1 NA NA
Phase CRoads and Tracks

Finish Timers 2 1 NA NA
Phase DCross-country

Start Timers 2 1 2 1

Finish Timers 2 1 2 1
Show Jumping

Timers 2 2 2 2

*Thesenumbers presume that the same individaah timethe starandfinish of the

course. If the start and finish are so widely separated that this cannot be done, it creates a
requirement for additional personnas well as a rather complex procedural adjest.

This situation is discussed later in this section updaecedures
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The numbers tabulated above are in addition to the Chief Timer. For maximum
effectiveness, the Chief Timer should be left free to coordinate the overall effort and not
occupy one bthe timing assignments.

Equipment Needed

1. Two Official EventTime of Day Clock; one for the warrmip and one to be

placed at the Start Box. They MUST BE synchronized.

2. The location of your Start Box and Finish Line will determine how many
Timing device will be needed. Clocks that print the actual time of day are the
mostefficientand accurate way to time an event. They need tapable of
being synchronized to the Official Event Time of D&lgck, for each
Endurance Phasgtarter/Timer and the Chief Timer. It is important to have
spare timing devices on hand, synchronized to Official Event Time, should any
of the devices in use malfunction.

All timing equipment should have batteries and printer paper checked with
sparesavailable.

One clipboard for each Starter/Timer and the Chief Timer.

Two pencilgpensfor each Starter/Timer and the Chief Timer.

Clear plastic bag for each clipboard if inclement weather is anticipated.
Radiosfor roads and tracks, steeplechasd crossountry starters and for
roads and track finish timemas appropriate. Radiase also required for the
show jumping timers and the judge's stand.

Currentorder of gafor each clipboard with scratches/changes noted.

Time Sheetgor the reording of start and finish times, available from the

USEA website Each timer must havenoughforms appropriate to hiser
assignment.

w

No oA

© ©

Procedures

1. All starters finishersand timersshould receive a briefing well before the start of the
competition. This is usually accomplished by the Chigfer butmust be
coordinated with the Technical Delegate. Assignments are nawdg@nd equipment
distributed as appropriate. Timing devicesidtde synchronized to the Official
Event Time prior to the briefing. Operation of the timing devices should be
discussedand the starterhisherstimers afforded an opportunity to practice
operating and reading them. The following items in pinticcedue section should be
discussed as appropriate te tompetition

2.  There are two major categories of timing devices inmoomusage today; the
printable timeof-day clocksand the electronic display clagkoth of which are
digital for more accurate rdang. Regardless of which type is used, all must be
synchronized to a Master Clock, which represents the Official Event Time. The
Chief Timer should make frequent checks to ensure that all start andtiimisb
devices remain synchronized to the sec@®fticial Event Time must be made
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available to the competitors. A large, easily read electric clock with a sweep
seconthand placed near the waromp area or first start area, is ideal. An alteznat
method is to have thenouncelor control give frequent, accurate time checks.

Timing reliability will be enhanced with the digital display type; however, it also has
some shortcomings. Unless protected properly, its synchronization can be destroyed
by careless action. Much incorporate lightittimy diode displays (LED's) which
create a heavy drain on battery life. These are usually reliable for only about six to
eight hours when in good order. The liquid crystal display (LCD) is much less
demanding of the batteries, resulting in longer rditgbi

Start timers are the ones who send the riders off. When two are available, one can
communicate with the Warup Stewardhandle the clipboard with start schedules
andmarshalling the riders as necessatyecking for proper numbers and fielding

the inevitable questionsleaving the other start timer free to concentrate offéiis
timing device. The start timer starts the rider on the published start time (or an
adjusted start time in some circumstances) in the following manner, presuming a
publisted threeminute interval:

"Rider number , you have three minutes before start."
"Rider number , Yyou have two minutes."

"Rider number , you have one minute."

"Rider number , thirty seconds."

"Fifteenseconds."

"Ten seconds."
"Five, four, three, two, oneGo and good luckK!

The exact time of day (hour, minute, second) that the word "Go" was given is
recorded for forwarding to the scorers, regardless of when the horse left the starting
box.

Thecrosscountry sart boxis an enclosure approximatdlye-meters square
(16x16)with an operfront through which horses will start and a gap in one or both
sides through which the horses may erdegroom may be used to help the horse
into the start boxThe groom must relinquish any control of the horse at the instant
the "Go" signal is given. The horse is considered to be on course at that point and
assistance is not permitted under penalty of elimination. There is no maximum or
minimum time during theauntdown by which the competitor must enter the start
box; if the rider elects, lighemay enter the start box as soon as it is vacated by the
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previous competitor, or &hemay wait even until after the "Go" signal has been
given.

You may not start ader prior to higherpublished start time without Hieer

concurrence. If a horse has been scratched and the competition is running on time, it
will merely create a gap in the action. However, if delays have been incurred and you
are behind schedule, shgap will automatically disappear, as each successive horse
would be started at the stipulated time interval, e.g. three minutes. Frequently,
because of scratches, it is possible to make up for delays and you will find yourself
back on the original timechedule.Ité snportant for thestarter to communicate

with theannouncelandbr controlwhetherthe event is running on time, eady

behind schedulelrhey will keep the riders informedhich ismuchappreciated.

If a competitor starts early, Higer time will be recorded from the moment/slee

crossed the stalihe. The ground jury may permit a competitor to start at other than
his/her posted start time. When this happens, the new agreed upon start time is the
competitor ds otimé theT.Dawill notify the taeat of this change

of start time The starter, within the rules may permitompetitoto start other than

the original or revised time, for such circumstances, a lost shoe being replaced. The
competitor may only stafate if there is no risk of interfering with subsequent
competitor., However, the start time will be recorded as if the competitor started at
the correct time.The horse may move abauoside the start box and may even

wander in and out of the stdodx but must start from within the box and behind the
start line when or after the "Go" signal is given.

Finish Timers record the exact time of day (hour, minute, second) at which the chest
of each competitor's horse passes the finishbetereen the flagsf two finish

timers are available, one should act as recorder and number checker. Checking the
compeittor's number is vitally important; competitors are seldom cooperative to the
extent that they are all going to finish in numerical order. The second finish timer
also checks that the horse passes between the flags. Times are always recorded as to
hour, mnute, second. Fractions of seconds are not used. If your timing device
displays fractions of a secorttig fractions are always rounded up to the next
secondExample: a device displaying 90:14:23.6 would be recorded as 90:14:24. If
the device displays 084:23.1 it would also be recorded as 09:14:24. Using the 24
hour clock makes life much simpler for the scorers. Start and finish times may be
recorded by the timer on the forms supplied by USEA, or on locally produced forms
such as the following, depending individual needs and circumstances. These have
proven to be helpful and less error prone.
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START PHASE
FINISH PHASE

HORSE# | HOUR | MIN SEC REMARKS

HORSE # [ HOUR MIN [ SEC | REMARKS

8. Pay close attention to the job at hand. Try to avoid distractions. Try to avoid
conversations with spectators arahtestantsltd so easy to miss a scheduled start or
fail to catch a finisher when you let yourself become distracted by extraneous

conversdons and activities.
Endurance Test- Horse Trials

Consists only of Phase (3-day event format) and@sscountrytest for horse trials

If a competitor is late in presenting himgedrselffor thestart, hésheis eliminated.

If a competitor presents himséfferself br thestart but is unable to position
himselfherselffor the start by the time the starter has counted down to "Gdighis
start time is recorded at the exact time the "Go" command was given. Of course,
he/'shemust still begin the crossountry from behind the start flags.

4.  Runners will normally pick up start and finish time sheets periodically throughout the
day. Whenevergu come to the end oflavel(Novice, Training, etc.), start recording
the next divison on a fresh sheet, regardless of how much room you have remaining
on the one in use. This helps the scorers to close ouditigibn more expeditiously.

whN e
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Show Jumping- All levels

1. Itis very important to have two timers working togetherSbow Jumping. One timer
is enough assuming hishecan cover both start and finisktHowever without a back
up time a timing error is virtually assured sometime during the competition.
Ordinarily, one ofthe Event Officials will ddhe backup timing

2. Three stopwatches which can be stopped and restarted without returning to zero are
required. Two are used to measure each competitor's elapsed time from start to finish.
A third watch is used to measuteettime taken to start after a signal has been given
for interruptions. A member of the Grouddry must also have a stopwatch.

3.  Electric Timers withelectric eyedor start and finish are becoming very popular
although more expensive. The timing cregpemting these must be trained and
experienced in using this type of timing system. Stop watches should always be used
as backup.

4.  All timers must meet with thgidge prior to the competition so that specific
procedures can be resolved. Thége is esponsible for rearding interrupted time.

The UEF Rules Rule Bookstates"Electronic timing is strongly recommended for all
National Divisions. Two manual timers, one of which is to béimwith both the

start and finish lines, and has direct conteith the Jury, regardless if electronic

ti mers are used or not, are required for

5. Normally, theshowjumping course is designed so that the start and finish flags are
reasmablyclose. One pair of timers will have time to proceed tdithish line after
recording the start. Be aware of the track of the course so that you do not interfere
with the competitor as you proceed from the start to the finish.

6.  Timing starts when the horse's chest passes between the start flags and ends when t
horse's chest passes between the finish flags. Be sure the horse starts and finishes
betweerthe flags. If the horse misses the finish flags, don't stop your watch! The rider
may return to pass between the flags. If the rider leaves the course wahsimgp
between the finish flags, leheis eliminated.

7. If two timers are working together, compare your elapsed time readings. Since
penalties are incurred for each secongart of a seconadver the TimeAllowed, for
ease of communication and scoriitgs suggested that you record and announce the
elapsed time in whole seconds, rounding fractions upward to the next whole,second
e.g, acompetitor completes the course in 1:14.7 (one minute, fourteen and seven
tenths seconds). You will record and annce 1:15 (one minute, fifteen seconds). If
the competitor completes in 1:11.1, the recorded time will be 1:12.

8.  Areliable means of communication is required between the timers and the judge's
stand. A walkietalkie or haneheld radio is preferable. Gghwise, you are going to
have to shout the information to the judge's stand.

9. Each timer must have a clipboamith time sheetspencils and start list in addition to
his/herstopwatch. Record each competitor's elapsed time Byehisumber on the
startlist.

10. If the start and finish flags are positioned so that it is impossible for one pair of timers
to cover them, a different set of procedusasecessary. To accommodate this
situation a team of start timers and a team of finish timers is required. Timg of da
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clocks, synchronized to each other, will provide the most accurate means of timing.
Thestart timers record the "stditne of day" and the finish timersill record the

"finish time of day". A reliablemeans otommunicatiormust be establishdzbtween

the start and finish timers and the judge's stand to communicate the two times and
subtract one from the other to obtain the elapsed time. This will cause some delay and
frustration buts the most accurate method. Other methods such as hand signads or fl
waving have been tried and found sadly lacking. Every attempt should be made to
avoid this situation.

USEFUL FORMULA'S :

Below are some of the formula’s you will need to calculate times and distances.

1.

To convert feet to metersultiply feet x .3@8 = meters
Example: 5900 feet x .3048 = 1798.3 meters
Example: 1395 feet x .3048 = 425 meters

To calculate optimum time on eithenosscountry orshow jumping:
Divide distance in meters by speed for the caurssers/speed = minutes.

Example: 798 meters/ 350 meters per minute = 5.14 minutes

As there are 60 seconds in a minute mustconvert 5.14 minutes into minutes and
seconds. This is done by multiplying the fractional part of the minat¢he .14, by

60. .14 x 60 = 8.4 seconds, you then round up to the next whole second. Therefore
5.14 minutes = 5 minutes and 9 secofdsis the optimum time on a 1798 meter

long courserun at 350 meters per minute 5 minutes and 9 seconds.

Example: 425 meters/ 300 meters per minute = 1.42 minutes. Using our f@ré2uka
60) this converts to 1 minute and 25.2 seconds which roundslumitaute and 26
seconds.

To calculate the maximum allowable time @nsscountry, dividethe length of the
course by theneters per minutassigned to that level of course

Example:The Novicecrosscountry course is 1825 meters and is to run atr3éter
per minute = 7.99 minutes. 7.99 minutes is 7 minutes artsBconds which rounds
up to 8 minutesThereforethe maximum allowdke time on a course 1798 meters
long is 8 minutes.

To calculate the maximum allowable time on shew jumpingcourse you simply
double theime allowed

Example:Time Allowedis 1 minute 26 seconds x 2 = 2 minutes 52 seconds.
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CHAPTER 111 CHIEF SCORER

The Chief $oreroversees the entire scoring process and volunteers. They need to be free to
trouble shoot, @mswer questions, consult with theDT and research rider queries

If a computer program is used Bworing(strongly recommendegddhe Chief Scorer must be very

familiar with the software being used and train their volunteers to use the system. If scoring the
good ol ed fashion way, they need to Teensure th
Chief Scorermust review what the current scoring rules arein the USEF Rules for

Eventing: These do change, sometimes on an annual basis.

Before the competition, the chief scorer or the secretary ditteesipplies needed for scoring
from the USEA. A few daybefore the competition, one of them prepares the master dwmte
and posting sheets with the horse/rider combinatioesdh division.

During the event the Chief Scorer will ensure scores are brought to the scoring team in a timely
fashion,score sheets need to be put in order prior to scatwges ar¢allied quickly and
correctly andhenpostedon the Official Score Board(s)s soon as possible.

After the event, eithehte secretary or the scorer magbmit the results tthe USEA; the USEA
will forward the results directly to the USEF. Regardless ®type of scoring used, software
versus manual, the results must be submittesigh emailusing aspreadshedbrmula There is
a specific template to be used for the USEA to upload the results into their data béwsanend
the USEF database. Cant the USEA for thepreadshegemplateif you choose @oftware
program, make sure tlpreadsheet is part of the packdfthe competition hagts ownwebsite,
theresultsshouldbe postedttere as well Itd also a good idea to inventory left over scoring
materials syou are ready to plan for the nea¢ent.

Organizers Guide Pagé(



CHAPTER 12 STABLING STEWARE

This is an unglamorous, but totally essential job that is best done by someone who is willing to
assume this as his or her sole responsibility to the event. The main prerequisites for the job are
good organizational skills and the patience of a saint!

Beforethe prize list is publishedinform the secretaryhow many permanent stalls and/or
temporay stallsare availableand what size they are as welliastalls have doors or not. This
information needs to be includedthe prize list

Stabling Assignments

1. Determine withtheorganizer whowill arrange thetabling assignmentthe secretary
asentries are received or the Stabling Steward after clakitey *

2. Mark each stall with rider's name on 3" x 5" card.

3. Post a map itheoffice with directionsto off-site stablingif applicable

4. Post aiagram of stabling assignments on barn wall.

**Draw up diagrams of available stabling and placedaretary's binder with the Entry Forms and
the Special Instructions.

4 - 8 Months in Advance

1. Determine number of stalls readily available and conittt organizer about number
of entries anticipated.

2.  Explore possibility of additional stabling (if needdxy)renting temporary stalls or at
neighboring farms anstables. Specify criteria required by farm or stable owner (i.e.
fees, beddingeleasdorms,smoking rules, coming and going rules, etc.)

3.  Shop around for bedding at the best price (most events offer initial bedding).
Sometimes, a feed dealer will give you a break if you offer him a free program ad and
post him as the only place to biged.

4.  Arrange for manure and garbage disposal (coordinate with Gr@iadsird about this
andnumber and location of needed toilets).

One Month to One Week in Advance

Check condition of stalls, have needed repair done.

Coordinate withsecretaryabout number of stalls sold; need for extras, etc.
Order bedding based on information freecretary fromasource that yo have
already found Confirm expected date of arrival.

4.  Make a rough plan of where people will be stabled and give informiatithre
secretary. If stabling is off grounds this information is to be included with
acceptance/time information for competitors.

wh e
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One Week to the Day Horses are to Arrive

1. Make stall map(s) for posting in stabling area(s), keeping in touchsegtietary for
additions and deletions. ¥Yeteran tabling steward always keeps a coupleafant
stalls should a competitor request a different stall. Even though these stalfs are
equal quality ad condition, the fact that hé&fected a nove makes a happier
competitor! Also, bear in nnd that at JJSEAJUSEF competition, two stalls are
required fordrug testing if that competition is chosen to estéd

2. Make a map directing copetitors to offgrounds stabling and give $acretary for
posting on her bulletin boartlapplicable

3. Make stall cards and post on assigned st&tslls cards should include:

a. Horse & rider name and competition #

b. Space for rider tprovide emergency contact information during event
c. Vetsphone number

d. Farriersphone number

4. I nformation shoul d Huletinpdar.clefamaton shoude 6 Of f i
include:

a. Emergency contact numizeduring the event as well aphysical address
for 911in case they need to be called.
b. Name, adress, phone number and directions to the closest hospital

c. Name, ddress, phone number and directions to the closest large animal
hospital

d. Area mapfor drug stores, tack stores, feed stores, hardware stores, etc

e. Phone number dhestabling steward for late arrivals

f. Competitor order of go, if available

g. Information about manure disposal

h. Event rules about stall cleaning, dogs, horse waslittg

i. Information about feed and supply availability, where and.how
5. Check stalls one more time for nails, breaks, etc.
6. Arrange to have bedding put into stalls.
7.  Confirm that toilets, garbage and manure disposal systems are in place.

. | . I : ;
1. Be available to troubleshoot, answer questions, fix broken things, give advice, etc.
After Event is Over
1. Arrange for clearup crew to leave stalls stripped and clean (or as required by

farm/stable owner). Do amecessary repairs.
2.  Giveorganizer input as to how system can be improved!
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CHAPTER 131 GROUNDS STEWARD

The Grounds teward is of major importance for the evembe presented in a wadtepared,
organized and hospitable atmosphere. Plans must be made to prowdgeioparking,camping,
dayparking and facilities that are necessary for comfort and convenience. Furthermore, the
Grounds Steward plarhetraffic flow to ensure the movemeaot people, horses, vehicles and
their equipment areontrolled according to a goqudan.

Every site presents different problems. However, there are tasks and equipment necessary to any
well-run event. The following lissuggests to you the sequence for organizing your development
of the grounds and for providingelequipment.

Early Preparation
1.  Assistorganizer in developing site plan to provide for:
Event Secretary's Office and/or Control Center
Foodconcession location
Parking for competitors' hauling in each daynclude water and toilets
Parking for cars and trailers (trailers close to stabling)
Competitors' camping area (if applicable).
Public Parking
Signage for venue stompetitors and public can easily find their way
around
Roads to be closed to protect Dres#@gasscountryShow Jumping
When to open
Location forOfficial ScoréBulletin Board (if a special shelter is planned)
Location for portable toiletshow manyto order?
Location formanure areas arghrbage canshow many needed?
Site for competitors' party (if applicable).
m. Method for garbagand manureemoval.
2. Determine witheachChief Steward what equipment, supplies, utilities, eie,
needed

S @rpanoTp

— ?\_'_' —

Electricity and water (stabling, concessions, scorers, video)

Hoses attached to water (fire protection, competitors' convenience, etc.)
Sawhorse$or miscellaneous use

Roping and stake®r marking off parking, spectator area

Tables, chairs, electricity at party site (if applicable)

Miscellaneous supplies: extension cordsya/ plugs, basic hardware and
tools.

Garbage can@vhere are you going to secure the necessary number)
Thesigns you willneedf{ St abl i ng o, "Ga8ging'w Of fi ceo,
"Parking";"Road Closed"'Spectators Welcome"; "Dogs Leashed";
Directional signs to event, etc.)

I Plastic liners fogarbage cans

j. Straw bales if availabl® markdressagevarmup, spectator seating, etc.

00 oW

o ©Q
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Each of theChief Stewards should remain responsible for coordinating, setting up and
equipping their specific areas of responsibility.

3.  Coordinatethe order withall the stewards oplanfor:

a. PortableToilets- Determine if the units will be serviced by the supplier
during the event. If not, order ample toilet tissue and schedule a routine
check of the units during the event. Do not leave a stigper in the
units. It will disappear. Itis important to coordinate with each steward so
as not to duplicate efforts.

b. Arrange for garbage removal and manure removal (coordinate with stabling
steward)

Week in advance of Event
1. Basedon the jobs/ou have been designatxldo, start your preparation in ample time
to have everything ready before the competitors begin arriving.
2.  Directional signs offsite should not be posted until the last minute to avoid theft.
3.  Makesure you route traffic wh consideration for those hauling large trailers.
4.  Mark the site well with directional signso that arrivinggtompetiors can easily find
the way to stabling, show officeamping, etc.
5.  Confirm early in the week the delivery schedule for the poetadilets. Be sure
someone meets the deliveryman and directs placement and receives supplies
6. Erect necessary barriers and roadblocks. Rope off areas as determined by organizer
and phase stewards.
During the Event
1. Schedule someone on duty during\al of competitors to direct them to parking and
camping. If applicablehave someone tsupervise the campsite so that space is used
efficiently. Provide a spirit of welcome & helpfulness.
2. Monitor portable toilet$or cleanliness and toilet paper
3. Open and close rda, as the competition requires
4. Empty garbage cans as necessary.
5. Beavailable tothe eventmanagement durinthe entire event and report problems or
complaints withmanagement.
6. If applicable, provide assistance to campers waitiicampsite probles
7. Remain alert to incoming spectators. Watch that they park as designated.
8. Carry note pad and pencil for remarks, problems, etc.
After Event
1. Retrieve all signs.
2.  Disconnecelectrical cords, etc.
3. Clear event site of all markers, tapes, etc.
4. Inventory signs and any other eventned equipment you have used.
5.  Store all material according the aganizer's plan
6. Complete your remarks, suggestions and inventory lists
7.  Attendorganizingcommittee debriefing and turn in your comments and inventory lists

to organizer.
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SHAPTER 141 HOSPITALITY CHAIRMAN
il

Care and feeding of officials, staff and volunte#wsing competitn, i.e., morning
coffeeand muffins, lunch, snacks and drinkseorganizer will help develop this list
and when they need to be fed.

Arrange housing and transportation ¥siting dfficials, if applicable

I ital . il for 1 lowi ficial

1.  All show officials.

2. All event staff

3.  Allvolunteers

4.  Any parties planned during the event

5. Event Host (Property Owner, if applicable)

12- 16 Weeks Prior to Event

1. Contactsecretary for names and addressethetechnicaldelegategventingjudges
anddressag¢udges

2.  Begin arranging for transportation from the airport and lodging. If officials prefer to
stay in a motel, reserve rognn a nearby motel. Provide a car or transportation to
and from the event site.

3. Determine the availability of shelter, electric outlets, etc., at the event site. If
necessaryhegin arranging for a motor home, camper, etc., to provide a comfortable
sheltered area for officials.

4. Determine your budget with ttegganizer.

4 - 8 Weeks Prior to Event

1. Determine any specidietaryneeds of officialsstaff and volunteers

2. Firm up arrangements for a sheltered hospitality area, if applicgdaedlly not used
at a oneday due to the limited time availahple

3.  Establish firm list of committee members. Include 1mamse people who can give the
above listed duties full attention.

4.  Confirm motel reservations and/or private housing.

5.  Confirm thattransportation has been arranged.

4 Weeks Prior to the Event

1. Establish food sources for all meals and snaek$ch for grocery bargains.

2. Arrange equipment: table, chairs, thermos bottles, cups, napkins, etc.

3. Coordinate withorganizerspecial dinners, activities, etc.
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4.  Coordinate withldressage anshow jumpingsteward about putting a bask of edible
goodies ifudge®boxes

5.  Schedule lunches amosscountry andghow jumping days according to event
schedule and/or needsadficials.

2 Weeks Prior to the Event

1. Confirm details of housing and transportation (who is scheduled to meet planes and
chauffeur officials)

7 Days Before the Event

1.  Confirm with your committee members that they will keep to the schedule, i.e.,
serving lunch, coffee breaks, etc.

During the Event
1. Use runners to check on needsladssaggudge &scribe

2. Stay flexible and alert. BE PREPARED FOR ALL KINDS OF WEATHER!!
3.  Keep notes on your work, comments and better ideas, quantities, etc.

After the Event
1. Sendthankyou note.

2.  Returnequipment.
3. Attend debriefing and turn in notes.
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CHAPTER 157 ANNOUNCER

A good announcer is crucifidr a successful eveniThey should be informative with a good

voice, willing to acknowledge sponsors and special happenings at the event but avoid too much
idle chatter, this can be very annoyingot only do they help keep tloempetitoranformed

about theofficial time, whatis happening and so on; they add personality to the évaiwill be
remembered by everyone whamwato compete or spectate.

The Hour Prior to Dressage
An announcer serves a very useful purpose during the hour before the earliest scheduled rider
entes the dressage arena (especiallydifan early morning hour). Hgheliterally wakes

everyone up and helps tbeganizingcommittee start thevent on time. If the announcer is not
yet on the grounds, a member of tnganizingcommittee might servéne same purpose:

7:00 a.m. "Good morning. Itis now 7 o'clock. Dressage is scheduled to begin in one
hour. Hot coffee and rolls are available at the Pony Club concession." (Some
events now put some rousing music on the P.A. system tdhghgen spirits).

7:30 a.m. "The time is 7:30. Dressage tests begin at 8 o'clock.”

7:45 a.m. "Good morning. Welcome to New Event Horse Trials. Official event time is
7:45 a.m. Dressage will begin promptly at 8 a.m. as scheduled."

"We would like tocall your attention to the good food at the Pony Club
concession beside the barn. Itis now open.”

"The crosscountry coursés openfor inspection. However, we would like to
remind you that it remains subject to change, and you are expected tolatend t
competitors' briefing at 3:00 p.m. today, when th2.Till notify you of any
changes that might have been made prior to the course walk."

7:55 a.m. "Our judge this morning is Mr. Hans Goodseat of Horse Heaven, Massachusetts.
Mr. Goodseat was a memabof the U.S. Silver Medal Team at the..." etc., etc

7:58 a.m. (Announcer has confirmed by sight that # | is standing by.) "It is now 7:58. The
first horse entering the arena will be No. 1, Early Riser. No. 2 should be on
deck."

Test Complete "Justcompleting the test is No. 1, Early Riser, ridden by Susan Sleep."

"Entering the arena is No. 2, Here | Come. No. 3 is on deck."

Theannouncer continues to identify the horses as they enter and the horse and rider as the pair
leaves the arena. Hhereminds people about the food concession, plugs photographer, video,
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tack trailer, etc., makes announcements as requested, and anticipates resumption of competition
toward the end of a break by announcing 3 minutes before,df€ssage tests will resume at
9:35. No. 14 is on deck.”

I hould | ided witl

1. Corrected and ufp-date program and/or a schedule that includes competitors'
numbers, names and horses' names.

2.  Notes: Particulars ojudge(s)

3. Announcements to be mageriodically, these should be provided to you by
management and/arganizer

4.  Clipboard and note pad with pencil

5. Items of interest re: eventing, i.e., Dressage, Gcossitry, Show Jumping, type of
horse, training, horse and rider as a team, etc.

6. For Show Jumping:

a. Copy of orderof-go.
b. List of awards
c. List of sponsors to be thanked

d. List of advertisers to be thanked

Notes for Announcer should be completed for

1.

2.

Crosscountrycommentary

Show Jumpingommentary
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CHAPTER 161 CROSSCOUNTRY CONTROL LER

The crosscountry course controller is a behitltescenes officialJust a handful of people
interactwith the controller during an evensome prior to the start of cressuntry and some
during.It dssot unusual for thennouncer to also act asosscountrycontrol. However, if you
have a catastrophic accident during your event, a good controller is prideessAt FEI
competitiors, the announcer and controller may not be the same person.

Having one persodedicated to instantly implemeénd) holdson coursesendng medical or

veterinary assistanaiieto an accident on coursall while knowing where everyone is on course

at ary one timeis vital. At events that have the luxury of starting horses on arosstry at three
minute intervals for a few hours, it's a relatively easy role to fulfill as there isn't as much traffic on
course. However, when there are enough horsearoasttwoeminute intervals all day long,

things can get hectic in the blink of an eye.

The T.D. and course controller should both brief the safety coordinator on protocol for emergency
situations, in that the controller is the sole dispatcher of trst@medical personnelhe USEF
Rules for Eventing describes exactly what categorizes the required appropriate medical personnel.

Stopping a competitor on course is usually just the beginning of a situation. If there is an
emergency that results in a had course, the start box must be held immediately. Next, the
medical support team or veterirar staff is summonsednd a constant communication link from
that point should exist between all. The same scenario could occur during a hold on course for
fence repair.

The course controller's plan should cover all aspects of safetyeaeahandegin with a visit to

the crosscountry courses. It's prudent for the controller to become familiar with the courses, to
assign radio communication to appropriaedes, and select fences that are friendly for stopping
purposes (not located before a technical question or major complex).

Thecontroller will sometimes assume the role of creating a radio channel plan. This dictates what

teamsarepl aced on what channels so there iIsndét to
important role which really pays off when things get tough.

The controllershould attend the jumpdge briefing and can be responsible for radio protocol for
all officials, staff,and fence judges. Atorse trialsvith average entry numbenrsdios with at least
three or four channels are necessary to run a-casstry day efficiently and to avoid creating too
much talk on one channel. Thrday events fall into a veryfferent category and would consume
a considerable amount of further discussion.

Once the fence judges have found their places on course, it should be the controller's responsibility
to check their placement and readiness. The medical amdnagian teamare contacted to

ensure they are properly located, and the ground jury and TD are then intbemedrse is ready

and await their charge to begin. Until all this is accomplished, that first competitor won't hear the
everanticipated count down to "G®lave a great ride!"
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CHAPTER 171 SAFTEY COORDINATOR

The Safety Coordinator provides an important function &vamt. This job description is

intended to helprganizers facilitat@ssigning effectiveafety coordinators for their event and to
help then understand their duties. Although #adety coordinator does not necessarily have to be
medically trainedThe person who occupies this positiaasthave the abilityto coordinate an
emergencyesponse should an accident occu.ghportant to remember if treafety coordinator

is medicallytrained, they should at all costsy to remain in a supervisorgle and avoid being
involved in direct patient care.

The USEA Safety Coordinator Manual
http://useventing.com/sites/default/files/Safety Manual 2017igdesigned as a refereraed
contains recommendations for thrganizer andafety coordinator to facilitate their tasks. In no
way, should thismanualbe considered aggulatory or absolute in nature. Local ENaSs,
protocols, and procedures dictate what procedureg@mgment can be used by emergency
medical personnel at tlevent. The manuaherely suggests what might be needed. Eaent §
unique and the diversity of EMS systems throughouttumtry makes it impossible to have an
absol ut e fAhandlpdresponse yo@ medical situation.

The USEA created an online test to ceréfyentingSafety Coordinatorslhe test features
guestions derived from theSEA Safety Coordinator ManualVhile the certification is not
mandatory, it is highly recommended that all safety coordinators at USEA competitions complete

the testhttp://useventing.com/resource/safetyordinatorcertification

The USERRulesfor Eventingstate thaanevent must be staffaslith aficurrently certified or
licensed in the profession and trainegbie-hospitaltraumacare, EMT/Paramedia They should
have thenecessary equipment to perform procedures they are qualifpedfaym within their
local EMS region or state. An ambulanced specifcally required however, if the
circumstances of agvent make longer transport times likgliye. a remote locatioarge
numbers of spectators or riders, a thtlageven}, then an orsite ambulance is strongly
recommended.

Resources
An effective Safety Coordinator knows Higrresources and catelegate duties to the appropriate
person(s). The following cdpe used as valuable resources:

1. OrganizerTheorganizer(s) mustknow all theof the eventincluding crosscountry
coursedesign, hazards, competitors, weather patterns and their effettis event.
Thesafety coordinator should be an arm of th@anizer.

2. Technical Delegate (D.): The TD. is the best resource faules and regulations. The
safety coordinator should met withthe T.D. prior to the event and present/hisr
plan andable toadjustas suggested by theD. It thhe TD.6 S r esponsi bi | it
maintain a safe event and ensure that all rules are followed.

3. Local EMS Provider: The local EMS providers #rne trueresource for coverage of
your event. There is tremendous diversiithin EMS systems in the United States.
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Some are paidgome are volunteers. Contact the local EMS system and determine
their capabilities (ALS vs. BLS) anagkgulations. Somwill provide coverage at no
cost. Some charge for coveragethis system able to dedicate a unit to sthyd This
informationshould be obtained months prior to the event and shared with the
organizr.

4. Local EMS Helicopter Service: Helicopters are goesburces for transport should a
serious injury occur. Your loc&MS personnel can refer you to the helicopter service
and determind helicopter transport from your event is feasible. Lquatocols
usually dictate helicopter usage.

5. LocalHospital: Is the local hospital a trauma center? L&dAE personnel can assist
in recognizing the capabilities of lodabspitals and their protocols for transport.

6. USEA Safety Committee: Any questions or concerns regattegafety coordinator
and dities, compliance, etc. can dddressed by the Safety Committee. A reference
list is kept bythe committee of people who are willing to assist events in establishing
a good plan along with coordination of local EM®viders.

Itd Bnpossible to list althe resources of safety coordinator. Good communication, a calm
manner and a goadpport with all the above should ease the duties. Also,@goed plan is in
place, the duties become easier. If thoseharge know what to do, when to do it and hthwngs
go muchmore smoothly and can be relayed to medical crews.

Implementation

Once thesafety coordinator has gathered the necessary informatnohresources, a plan should
bedevelopedand a written copy given to thechnicaldelegate andrganizer Dressage anshow

jumping phases do not usually present many logispicdilems. Crossountry requires a more
sophisticated plan. Amall event with a readily accessible crassintry course caimplement a

simple plan of action. If the everstiargerwithd@ n ot s o e a s y-cotntyceurse&, e s s 0 C
things becomenore complicated. Common sense should prevail! Strategalted, equipped

first response personnel for access to all jumitisin 1-2 minutes can facilitate the plan. If an

acadent occursthese persons can evaluate the rider and request further assastaeegled. The

plan shoulcconsiderif the ambulancean directly access glimps ordoes a fouwheel drive

vehicle need to be available for medical personnel to mowadtie to a more accessible
location.

Effective radio communicatiois essential. Therganizer andvhoeverareresponsible for
communication at the event shouldrbade to understand the need for adequate communication
for medical purposes. It shalibepre-determined who deploysedical personnel to avoid
confusion. Ensure that cell phongerk in areas of the competition and note which hard phone
line will be availabk for emergency communications.

A designated landing zone should be determined fwithreevent should a helicopter be needed.
It is usually best at an evetat move the victim to the landing zone and not land the helicopter
close to the accident. The safety of horses and bystamdistse strongly consideredlso, how
does rain or dverse weather affect terrain? Havieaal weather plan or alternative.
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Make sure all respondehave a good understandingeeéntingand rules affecting their
interaction with the riders. Make thesmware of theviedical Information Card worn by thers
andsafety equipment worn. The. andorganizer can help allnderstand these rules. Also,
remember that the evecdnnot continue without adequate coverage-opefully, all resources
will not be committed,and backup is available. Interaction viithe T.D. is very important in this
situation.

Communication with the press should only be done undetiteetion of the TD. and/or

organizer. Patient confidentiality amiétails of the accident are sensitive and should be respected
always includingduring rado communications. Postcidentdebriefing should be considered

with all concernedThe EMS provider should understahét any shared information will be kept
confidential, buitéimportant to maintain the pper documentation of accidentgthin our sport

and to maintain statistics. This shouldurelerstood prior to the start of the event.

Summary

Even though theafetyco or di nat or 6 s r o | should mohbe. A&rowbedgeabrap | e x |,
volunteer can develop a goadorkableemergency plan that can be used for the event. &ifger
competition is over, hold a debriefing to go over and coaegtproblems with your plan. Does

anything need to be changedmake it better? If so, discuss with all involved and implertient

changes for the future.

A good relationship between tkafety coordinator,organizer,T.D and event medical personnel
should result in a safe evemith a good plan of action. Since the development of the Safety
Coordinator 6s p eddert thad events antore praastivelratherdharereactive
regardingmedicalresponse.

At any time should anyone wisto have their plan reviewed llye USEA Safety Committee or
have questions, please contany member of the comittee through the USE®ffice. Also, as
mentioned previously, the Safety Committee is a resaynagp fororganizerssafety
coordinators or anyone wantimglp with their plan.

This job description is not intended to supersede any local EMS protocols. Typically,looadt

EMS providers are willing to interact with the Safety Coordinator and develop a plan. They are
dedicated, hard working individuals who have
for their dedication to making our sport safer.

Remember thécronym RO-L-1-C-E!

P: PREPARE aplanfor emergencies

Consider medical emergencies, fire, and inclement weather.
0O: ORGANIZE theplan,
Meet with all concerned and make sure they understand their roles.
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L 1OOK FOR HAZARDS andhowto overcomehem.

Accessibility to jJumps on crossountry course, access to the farm, effect of inclement weather on
accessibilityshould be considered. Alternate routes of travel should be coordinated with the
organizer.

Number ofpersons required, ambulancegite or oncall. Minimum of one EM¥T Paramedic or
equivalentwith trauma training required. First responders, nurses, or physicians should be
considered.

C: COORDINATE FMFRGENCY RESPONSFE.
Response, transportation, and caaation with T.D. andorganizer are important.

E: EVALUAT imal | lanbetore duri ot

This job description was prepared to simplify the functions of the Safety Coordinator at an event.

As previously mentioned, thisb description is not absolute and does not supersede local EMS
protocols, state or any law governing EMS. This job descripsiamended to helprganizers,

T.D.s andsafetycoordinators better understand the important datof the Safety Coordinator.

The USEA Safety Co o r-adeptmrefaremae o durthraassistainlmakingyoa n i n
event as safe as possible.
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s APPENDIX A i CRISIS PLAN

HORSE TRIALS CRISIS PLAN
Prepared by the USEA SafeBommittee
This plan is a guideline to assist organizers in developing a crisis plan for implementation at their
competition.

1. Control will notify the Crisis Team (CT) that should consist of the Technical Delegate (TD),
Ground Jury President (GJP), Safety Coordinator (SC), Veterinarian (DVM) andi Ozgarr 6 s
Representative (OR). The CT shall respond to the accident site or a designated area for the
appropriate instructions or mobilization.

2. SC will discuss situation with EMS and/or Veterinary personnel as appropriate and report back to
the CT. SC wl direct or augment medical efforts. DVM will direct or augment veterinary efforts.

3. OR (upon consultation with CT) should designate a representative to accompany injured rider to
hospital for assistance and communications back to the CT as approphetenay include
assisting hospital personnel in notifying family members or obtaining data from event information.

4. In the event of a human fatality, the OR (upon consultation with the CT) will designate one person
to coordinate communications with lawfercement representatives and/or the coroner.

5. In the event of an equine fatality, the DVM will enact plan for transport of horse to designated
facility for necropsy and report to CT.

6. For security and confidentiality, limited discussion of the incidalittake place on the Radio.

Any communication about the incident should be done in person or by telephone. If the accident
involves a fatality, it is very important that this not be publicly reported until the proper time as
determined by the CT.

7. Upon the direction of the CT, no statements shall be made to the press or at the competition unless
approved by GJP and TD. OR shall designate an area for questions/answers and press conference
if indicated.

8. Per USEA Cirisis Plan, reports shall be completethb CT using the appropriate member(s) as
resources and faxed to USEA Office.

9. Chief Executive OfficerRob Burk(571)340-1553 should be contacted as soon as possible with
specificdetails

Emergency Response

1. Control will direct communications and response as appropriate and fence reporting will continue
for other horses on course. Per communications with TD and GJP, Controller will begin holding
procedures if necessary. Control may utilize secondary fregdenmcident communications.

2. Announcer will inform the public that there is a hold on course, but not go into any details. Time
should be filled with interviews, etc. In speai@icumstancessuch as ambulance response on
property, horse trailer respding for evacuation of horse or medical helicopter landing,

Announcer and Control may have to coordinate evacuation of the necessary areas including
securing of horses by direction of the SC.
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3.

4.

Control will ascertain from SC as to status of medical perormsite and from DVM regarding
Veterinary personnel and if hold is necessary until back up coverage is in place. TD and GJP shall
be advised as soon as possible.

After consultation with GJP and TD, Control will begin procedures for resuming coropeiti

the appropriate time.

Action at Fence

1. Screens should be placed around an accident while any treatment is taking place.
2.
3. Take rider or horse into ambulance as quickly as possible, subject t@EIMAM advice. The

Crowds should be kept a safe distance from accident.

course should be cleared as soon as possible to continue the competition.

Fence repair crews shall dictate repair of fence. GJP and TD with advice from CT shall determine
if fence should be removed from course. OR will obtain neoessg@ipment and supplies for use

by fence repair.

Fence judges may need to be replaced. If so, they should be taken to an area where they will be
required to give statements. Any other experienced equestrian people who witnessed the accident
will also be asked to make statements. The fence judges may need counseling or assistance
following a serious accident, even some months later. OR shall utilize replacement fence judges.
EMS and other medical personnel may be restricted by HIPAA regulations mseaé&medical
information. Obtain all available information as possible and refer to the appropriate agency on
incident reports. Limited information is better than no information at all. OR and SC should
discuss this with EMS personnel prior to thergvier streamlining of communications following

the incident.

CRISIS TEAM

Title Name Radio Frequency  Cellular

Technical Delegate

Ground Jury President

Ground Jury Member

Ground Jury Member

Safety Coordinator

Veterinarian

OrganizerRepresentative

Announcer

Controller
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APPENDIX B i BUDGETING
Initial Investment: The initial investment depends on the status of your site, what you can afford to buy, what you
can borrow, what it will cost you tent, what your officials will cost. The following is a basic outline of the items
you should cost out to determine your initial investment.

CAPTIAL OUTLAY

Dressage Arena(s)
Chain, wood, PCV pipe, etc. or
Permanent arenagith suitable fOoting............cccvviireiiirece e $
Crosscountry Course(s)
DT [0 o= O PP P PUPRPPO $
210710 T o TSRS PP 3

Mat erials (per obs.t.acl.e..X8.s..£...0f..08stacl es)

[ (ST YAV Lo [0 1] T3 0 T=T o RSP 3
Mowing, preparation of gallops..........ccccuiiiiiiiiii e $
FIags and NUMDEIS.......coouiiiiiie e eeeie et eeeae et e et e snee e e e enne s 3

Show Jumping Course

Designer (if not the same as XIRSIGNET)........eeiiiiiiiiiiei e $
Materials perobstaciX 6 s # of ..o.b.s.t.ac.l..e.s.) . $
Rental ofEquIpMENt and OF JUMPS.....eeiiiiiiaiiiiiiii e eei et eeeee e $
Painting (material and 18D0K)..........uuuiiiii e $
Flags and NUMDEIS..........uuiiiiiiiiic et eeenes $
Miscellaneous

Bridle numbers or Arm Bands..........oooueiiiiiiiiieeee e $
CroSSCOUNTTY PINNIES ..cciiiiiiiiii ittt ee ettt emee s e e eeeeas $
ROPE AN SEAKES ......oiiiiiiiiii et $
Decorating supplies (plastic flowers/plants)............ccouueeeiiieeciii $
TiMING EQUIPMENT. ..ottt eeee st reen e et e e e e e sntae e e e e anenes 3
Time of Day Clocks (4s highly recommendgd..............ooooeeiiiiiiiceeiii e $
Clip Boards: Legal and Standard...........c..coooviiiimmn i sveeee s 3
(@1 1ot TS U] o] o] =R $

IO 12 3.

** |f renting any of the aboveequipment or supplies, move that item(s) into the expenses per competition chdgary
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EXPENSES PER COMPETITION

Emmu%%%???%ééééééééééééééééééééééééééé $
USEAPHIZE LISt PAQE.....eeiiiiiiiiitieie it steeiie ettt e s nee e nnee e sneeenns $
USHEF (Preliminary & higher levels)............ccooiiiiiiie e $

Officials
TeChNICAl DEIEGALE..........eveii ettt n e $
B [0 T o 1= PP $
TraVel/TENTAI CAL......vviiieie e e $
L (0] (=] PSP PURPPPRTTRN $
Secretary (if apPlicabIE)..........oviiii e $
Scorer (if APPICADIE)........coiiei it $
V2= (=141 aF= U4 =T o USSR $
Medical Personnel and AmMBUIANCE. ...........occvveiiiiimmee e $
[ T[] SO U SO PT PP UPPR PP $
Hospitality for aboVe............euiiiei e $
Meals for officials

(t s a good idea to..do..a..petr..di.em$b on meal s)

Rental Equipment/Personnel
POIMAPOTIES ...t reme e s $
Y53 (=1 4 RSO PRPPPPRRR $
Garbage/Waste diISPOSAL...........uiiiiii i $
Temporary StabliNg..........cccciiiiiiii e rrerr e e e aee——— $
Water Truck (if applicable.......cccvviiieeieee e $
Security (if apPlCADIE).........coii i $
Facility Rent (ifapplicable)..........cooiiiee e $
Dressage Arena(s) (if applicable).........cooviiiiiiiiiieeee e $
Show Jumps (if aPPLICADIE)..........ccoi e $
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Other Expenses

[ (T TST T ST I CS P $

Yoo (IR ] A 1<T=] £ $

Secretaryds Budgetdt...l.pos.t.age.,..phone$ etc.)

RIbbONS and TrophieS.........cooiiiiiii e e $
Program PriNtiNg........c.eeiie i sieeeiee e s e s sesmme s sneae e e s s snnaeeeessssannnseeens $
Office Equipment (computer, faX, COPIEE).......ooiiuuriiiiiiiiii et $
FINSURBINCE. .ttt ettt ettt e st et e smmna et essb e e e s s b et e snb e e e s s bneeeeanbe e e snree s $

*USEA Recognition providesne-million-dollar competitionliability coverage; however, it is recommended that all
events obtain additional coverage.

[T o L= 114 1= o] F= ot =T 0 0 =T o SRR $
CroSSCOUNtrY AECOIALIONS.......ciiiiiiiiiee ittt e e 3
Show JUMPING TECOTALIONS ... ...eiiiiiiiiiiieireeie ittt eme e %

TOTAL EXPENSES ... $

ESTIMATING GROSS INCOME

(Y LT PP $

StADIING FEES...cii i —————————————— $

BeddiNG/HAY/ICE. ...ttt $

Program AAVEITISING. ......ciei ittt reeie e smneas $
S o10] g1 T0] £ 11 =SSP U TP PP PPPRN 3
VL= 2o (o] £ T PP U PR OUPRPPPRTOO S
Party Tickets (if appliCable)..........cooiiiiiiiiiiiiieeee e $
TOTAL GROSS INCOME ... $

Organizers Guide Pag&$



APPENDIX Ci EVENT REGISTRATION /PRIZE LIST INFORMATION

USEA EVENT REGISTRATION/ PRIZE LIST PROCEDURE/INFORMATION

The USEA Event Registration and Prize List pages are available under your USEA Membership Profile.
The edited page (s) are due:

- USEA, 30 daysprior totheopening date. When the page is ready, clickSubmit for USEA
Review/Lock this Omnibws The page is placed iapending mode, for review by USEA, then
marked for online posting. The page will et posted ithe event registration fee has not been
paid.

- USEF, 30 days prior to the start of the competjtadongwith the requige prize list material
directly to the USEFgrizelist@usef.ory30 days prior to the start of the horse trials.

Prize List Material:
CurrentEntry Form;
USEF Membership Requirements;
LicensedDrivers//Golf Cart Rule
USEF Federation Page.

This material is located at the top of each page Prize List/Omnibus page for each competition on the
USEA website: below is how the section appears. The itefmisiénare to be sent along with the prize
list page.

USEA/USEF Competition Material and He Ipful Links

FOmnibus Term Key#Dressage Test# %1 O O UXerry | GLT.OREI| YEH/FEH/NEHFStabling Formg  * T ET  OEA 5 3 %!
(PDB (Onlineq E 2 A GE OO APDP @hliteq Figd atériied; Eventing InstructorFUSEF Rules for Eventing

USEF Membership Requirements, Licensed Drivers on grounds/Golf Cart Rule & USEF Federation Page (Read

More...)

Licensed Officials: Please be reminded that in accordance with the USEF General Regulations, the prize

|l ist must provide a complete Iist of officials. |
jumping judges may not be knowrhen the omnibus goes to print, but it is expected that the TD, President

and Course Designer, and for FEI, Ground Jury Members, FEI Steward, and Veterinarian Delegate are

known and named in the omnibus listing.

CrossCountry Course Description: We strongly encourage each organizer to ask your course designer to
prepare a course description for placement in the

horses with some experi ence dmeaninginprepbriegsherseeand no | on
riders. The course designer may not have all the details at the time the omnibus is due, and space is

somewhat limited, but aspects such as terrain, any dramatic changes from the previous year, and technical
questiontobe x pect ed, should be conveyed. Utilize your
avenues to provide ongoing and detailed information, not only for the courses, but to promote your facility

as well.
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mailto:prizelist@usef.org
https://www.cognitoforms.com/USEA2/USEAEventEvaluationForm
https://useventing.com/events-competitions/resources/omnibus-abbreviations-key
https://useventing.com/events-competitions/resources/dressage-tests
https://services.useventing.com/Services/Login.aspx
https://useventing.com/safety-education/forms-documents/entry-form-horse-trials-classic-series-and-eventing-test
https://useventing.com/safety-education/forms-documents/fei-entry-form
https://useventing.com/safety-education/forms-documents/entry-form-yeh-feh-neh
https://useventing.com/safety-education/forms-documents/stabling-form
https://useventing.com/safety-education/forms-documents/usea-membership-application
https://services.useventing.com/Services/Login.aspx
https://useventing.com/safety-education/forms-documents/usea-horse-life-registration-form
https://services.useventing.com/Services/Login.aspx
https://useventing.com/safety-education/instructors-certification-program/directory-of-certified-eventing-instructors
https://www.usef.org/compete/resources-forms/rules-regulations/rulebook
https://useventing.com/events-competitions/calendar/event?event=17326
https://useventing.com/events-competitions/calendar/event?event=17326

Footing/Footing Maintenance:Alongwith t he cour se descriptions, donét
what you as organizer do to maintain suitable footing. Advertise how the courses/arenas are prepared before
and during the competition. It could boost your entries.

Eventing Tests Participdion: Please be reminded that the Eventing Testsh as Starter, Intro, and Pre

comp, were originally created to introduce new riders to the sport of Eventing. However, we understand that
young horses or new horses could benefit from a more relaxesecdire USEA wants to support both the
flexibility for organizers and, fairness for all skill levels. We strongly recommend that professionals and
beginners have their own class. If the entries cannot support separate classes, pin the professionals

separatly from the beginners. The professional is already an advocate for the sport, we want the beginner to
feel as good about Eventing.
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Who is doing j

Time Mow, weed-eat, etc.: Polo boards, XC jumps, around barns, office Location

Who is doing job Time Ocala Jumping Classic Location
Who is doing job Time Garbage detail Location
Who is doing job Time Mow, weed-eat, etc.: Polo boards, XC jumps, around barns, office Location
Who is doing job Time Ocala Jumping Classic Location
Who is doing job Time Garbage detail Location
Who is doing job Time Order ice box/truck Location
Who is doing job Time Ocala Jumping Classic Location
Who is doing job Time Garbage detail Location
Who is doing job Time Mow, weed-eat, etc.: Polo boards, XC jumps, around barns, office Location
Who is doing job Time Ocala Jumping Classic Location
o is doing job Time Garbage detail Location
.10 is doing job Time Strip stalls Location
Who is doing job Time Arena to be cleared out Location
Who is doing job Time Mow, weed-eat, etc.: Polo boards, XC jumps, around barns, office Location
Who is doing job Time Festival of the Horse logistical meeting Location
Who is doing job Time Strip stalls put in 1 bag of shavings Location
Who is doing job Time Arena master OBS Arena Location
Who is doing job Time Set up 4 large dressage arenas: OBS Arena Location
Who is doing job Time Set out judges boxes: check with Shelley Location
Who is doing job Time Tents going up Location
Who is doing job Time Ice machine to be delivered Location
Who is doing job Time Trollys need to be picked up Location
Who is doing job Time Dry erase boards at XC Location
Who is doing job Time Strip Stalls -- Stalls have to be ready for horses to arrive Tuesday Location
Who is doing job Time All stalls need one bag of shavings Location
Who is doing job Time XC Courses to be mowed & weedeated Location
Who is doing job Time Rope off roads & tracks Location
Who is doing job Time Start setting up dressage arenas Location
"ho is doing job Time Order ice box/truck according to weather Location
(-0 is doing job Time Prepare jog strip Location
Mow, weed-eat, etc.: Polo boards, XC jumps, around barns, office Location
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[Tuesday, April 15

[Who is doing job Time Horses start to arrive Location

.0 is doing job Time  |Training Session - Not sure of time Location
Who is doing job Time Al vendors must be set-up and in place Location
Who is doing job Time  |Horses arrive - in barn inspections Location
Who is doing job Time  [Volunteers needed to assist FEI Vets Location
Who is doing job Time Volunteers to set up sponsors tent Location
Who is doing job Time  |Officials arrive and inspect facility and courses Location
Who is doing job Time Volunteers to clean and set up jog strip Location
Who is doing job Time  |Night security begins Location
Who is doing job Time  |Water tubs to B assistance area Location
Who is doing job Time Sprinkle jog strip with stonedust Location
Who is doing job Time  |Pick-up coffee and donuts - | coffee and 1 dozen donuts Location
Who is doing job Time  |Training Session -- Not sure of time Location
Who is doing job Time  |Set all arenas -- Arenas must be open for schooling by 1:00 Location
Who is doing job Time Dry erase board & time of day clocks out to warm-up Location
Who is doing job Time Competitor Briefing Location
Who is doing job Time Officials Luncheon Location
Who is doing job Time  |Volunteers arrive to set-up for Horse Inspection Location
Who is doing job Time Volunteer in place for Horse Inspection Location

.0 is doing job Time 1st Horse Inspection Location
Who is doing job Time  |Collection arenas open for schooling Location
Who is doing job Time Opening Ceremony Location
Who is doing job Time Close arena, clean, work and roll centerline Location
Who is doing job Time  |After opening ceremoney, move bleechers to W side of polo field Location
Who is doing job Time Ice boxes or truck to be delivered if needed Location
Who is doing job Time  |Security Location
Thursday, April ° - ey o T P N T T RN Lo D e P
Who is doing job Time Pick-up coffee and donuts - 2 coffees and 2 dozen donuts _ Location
Who is doing job Time Volunteers arrive: coffee & donuts Location
Who is doing job Time Volunteers: Assign jobs & Briefing Location
Who is doing job Time  |Warm-up, stewards & bit check go to stations Location
Who is doing job Time Scribes find judge(s) and move to arenas Location
Who is doing job Time  |Testride Location
Who is doing job Time  |Dressage Location
Who is doing job Time Security Location
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