WSCF Tournament Registrar Instructions
Registration tables should be set up inside the gym or playing area or someplace where the door can be closed at 8:45.  Those inside have arrived in time for first round.  Those arriving after 8:45 can register for 2nd round. 
 

One registrar and one table is needed for each division.  These should be spaced if possible so that people in different divisions will not intermingle.  If the K - 12 division is less than 15 students then two tables might be adequate. 

 

When people approach the registration table, ask them…

Did you pre-register on line?
 

If yes,  ask them to find their children’s names on the list in front of them. Have the parents or coaches cross out their name in pencil on the division list facing them.  On the division list facing you, you highlight the same students.  Collect $10 for each name.  Then thank them tell them they are all registered and direct them to the skittles room and say the 1st round should start at 9:30 and the pairing will go up at 9:20 and it is our goal to have all students seated at their boards by 9:30. 

 

If no,   hand the parent or coach the add form for that division.  Do not fill it out for them.  Give them pencil or pen.  When they return with form, look to see that all information is filled in.  Parent address, Complete school name ie;  Thomas Jefferson Elementary School,  not Thomas Jefferson.  Need the city that the school is in.  Birth date of child and grade level. .  Collect $15.  Write pd $15 in  the space at the top of the form. 

 

If parent/or coach says they have registered and the name is not on the division list, go to the master list printed from the internet.  If name is on that list then they did register ahead of time. Give them the add form, collect, check for correct information, and write pd $10 in the upper right hand corner and note, pre-registered, not on division list. 

Child  will NOT be playing at all today – do nothing
If coach or parent says that a child that is registered and is not going to show up, do not cross out any names, do not write absent and do not fill out any form.   They will be deleted from the tournament based on the fact that their name is NOT crossed out. 

If parent/coach wants to make a division change give them a RED correction form.  Do not give them an add form. Cross out their name on the division list as registered. 

Send add forms to td room and tournament director every 5 minutes or as soon as they are completed.  Assign a runner for this sole job if available. 

Continued …

Registration closes at 8:45.   Close doors to registration area.  Register remaining people in the room who entered before the door was closed.  After this,  Send list from each division immediately to td room.   Keep one list.  Count money to see if it matches what is on the list .  Keep a tally of the $15 adds as you go. After counting, give money to tournament host or assigned treasurer etc. 
Reopen doors and register late people on add forms for each division.  Only one registrar is needed at this time.  Revert to master list for pre-registered.   If on form collect $10 and write pd $10 in upper right.  If not on pre-registration list collect $15 and write pd $15 in upper right. 

At 9:30 move all forms to Chess Central. This is where people can fill out correction/withdrawal forms.  Local host will determine where chess central is and have one person sit at the station all day.  In some cases this could also double as the scorers table inside the playing area. 

