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Assignment 

Process
Tutorial

Northeast District



 GOOGLE FORM ENTRY
Due by Sunday, April 26 at Noon

The entering of your line-up on the google form will continue to be same as in years 
past.  This has been a perfect way for the tennis managers to gather the information 
and prepare it for the Seed Meeting.  This is your OFFICIAL ENTRY.

You will receive a confirmation notice that your entry and line-up were received with a 
receipt of your input.





ROUND 1:  ONLINE ENTRY
April 25 Noon – April 27 Noon

During this phase, the coach will be 
given a login code and put their teams 
overall record and then any information 
about their team that they would like 
other coaches to know about them to 
help in the team seed process. 

IMAGE 2:   Your welcome page!
The first link is the only one available for Round 1 of the process.
- The second link is the only one available for Round 2 of the process.

IMAGE 1:   Your LOGIN page.  Username / password will be 
distributed to your Athletic Director




Example of Team Seeding Page

In the 
comment 
area you 
must state if 
you are using 
the “New 
Sectional 
Format” of 1 
singles / 3 
doubles




Round 2:  Team Seed Voting

Monday, April 27 3pm – Tuesday, April 28 closes at 9pm

During this round, you 
will rank ALL schools 
#1-?? Based off the 
information given on 
the teams, and any 
other knowledge you 
know on them.  Each 
division will only do 
their division.

IMAGE 1:   This is what you will see when 
going to seed the teams




Round 2: Team Seeding Ballot 

Examples

IMAGE 2:   The actual seeding ballot.  Click 
and drag the teams in the seed you would like 
them in.

IMAGE 1:   Directions for the On-Line Ballot: 
Teams Seeding





Final Round 2:  Mandatory Coaches Meeting  (virtual)
Wednesday, April 29   8pm- D1, 8:45pm – D2

IMAGE 1:   Example: Final Results from the Team Seeding Ballot.  All coaches will 
receive this prior to the meeting.





Final Round 2:  Mandatory Coaches Meeting  (virtual)
Wednesday, April 29    8pm- D1, 8:45pm – D2

The TOP 16 seeded teams from the previous slide final vote ballot will select what Sectional they would like to attend.  Each team 
will have 3 minutes to select.  There is no passing and #16 will select first.

After the TOP 16 have selected their sectional, the rest of the teams will be placed in a predetermined sectional based on 
geographical location.  If a sectional has more teams, then slots*, then the last seeded team from the predetermined sectional will 
be moved to another sectional, next closest in location to the school.

*  Teams with only individual player(s) will remain in their geographical sectional despite the number of slots.  Coaches that are 
running a sectional are guaranteed to go to the sectional where they are the manager.





FINAL ROUND:  Draw Meeting
Sunday, MAY 3    2pm

Prior to the Draw Meeting, each Site Manager will receive the line-ups of their sectional 
teams, like in years past.   They will also be given any information coaches furnished on 
their Entry Form.

At the start of the meeting,  the Site Manager will ask for substitutions to the original line-up 
that was submitted on the Google Form.   

You can move players on your original line-up from singles to doubles, vice versa. Remember once 
you put a sub from your sub list into the main line-up, the player that is in the main line-up now is 
out of the tournament.  They cannot go onto the sub list.  

YOU CANNOT SWITCH FROM THE TRADITIONAL to THE NEW FORMAT or vice 
versa….whatever format you started with it must remain that way.

After substitutions are recorded, the Site Manager will continue the Draw process exactly like in 
years past. 




Penalties

There are so many time sensitive deadlines in this new process that we will have to 
strictly enforce them.
Fines for missing any of the deadlines can be $50 - $150 per deadline, and loss of team 
seeding points.

DEADLINES:
Sunday, April 26:   Google Form Entry  (noon)
Monday, April 27:        Online Team Information Form  (noon)
Tuesday, April 28: Team Seed Voting  (9pm)
Wednesday, April 29: Mandatory Coaches Meeting (8pm D1, 8:45pm D2)
Sunday, May 3:  Mandatory Draw Meeting (2pm)

After each round, the program will send you a confirmation email with a receipt of what 
you entered.  We will not be sending out other confirmations.

Your Athletic Administrator will receive the Username / Login Info sometime the week of 
April 20.  Please check with them by April 24 to make sure they received it, and if not, 
have them check their spam first before contacting me.
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