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Section 1 - Introduction

Section 1+1 Overview

Thank you for serving as an NCAA site representative at one of the preliminary-round sites of the NCAA Division Il
Baseball Championship.

During the preliminary round(s) of championship competition, NCAA site representatives serve as the primary
ambassadors of both the NCAA and the NCAA Division Il Baseball Committee. As such, NCAA site representatives are
expected to conduct preliminary-round championship competition according to the policies and procedures outlined
in this manual, the pre-championship manual and the host operations manual. NCAA site representatives also are
responsible for conducting both the administrative meeting and the officials meeting before the start of preliminary-
round competition.

In preparation for your role, please review and have on hand the following documents, which may be found on ncaa.org:

e Pre-championship manual

e Host operations manual

These documents, as well as the information found in this manual, are invaluable resources for you and should be your
first reference when questions arise.

If you have any questions or concerns, please contact the NCAA staff or Frank Pericolosi, chair of the committee.

On behalf of the NCAA and the Division Ill Baseball Committee, thank you for your time and efforts.

Section 1.2 Responsibilities of Site Representatives

The following is a general overview of the site representative’s responsibilities:

e To serve as a representative of the NCAA during championship playoffs.

e To conduct championship competition according to the polices and procedure outlined in the pre-championship
manual and host operations manual.

e To conduct the administrative meeting in conjunction with the championship.

e To conduct a pre-championship teleconference with teams, administrators and host (if applicable).
e To serve as a resource for visiting teams and tournament director.

e To complete an evaluation of the tournament site.

e To communicate in a timely fashion to the NCAA championship staff issues and concerns that occur at the site.
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Section 2 - Contact Information

Section 21 NCAA Staff and National Committee

NCAA STAFF

JP Williams

Associate Director

P.O.Box 6222

Indianapolis, IN 46206-6222
Phone: 317-917-6761

Cell: 317-966-6354

Email: jpwilliams@ncaa.org

NATIONAL COMMITTEE

Scott Dietz

Associate Athletic Director
Babson College

231 Forest St.

Babson Park, MA 02457
Phone: 781-239-4368

Cell: 508-942-2172

Email: sdietz@babson.edu
Term expires: September 2026

Dave Beccaria

Head Baseball Coach and Assistant Director of Athletics
Haverford College

370 Lancaster Ave.

Haverford, PA 19041

Phone: 610-896-1172

Cell: 484-686-4826

Email: dbeccari@haverford.edu

Term expires: September 2025

Jimmy Habecker

Assistant Director of Athletics, Communications
and Game Operations

Keuka College

141 Central Ave.

Keuka Park, NY 14478

Cell: 585-507-1690

Email: jhabecker@keuka.edu

Term expires: September 2025

Rick Carver

Head Baseball Coach

Franciscan University of Steubenville
100 Rainbow Drive

Wintersville, OH 43953

Phone: 740-284-5809

Cell: 412-956-4424

Email: rcarver@franciscan.edu

Term expires: September 2025

Benjamin Cooprider

Compliance Coordinator/Associate Athletic Director
Grinnell College

1201 10th Ave.

Grinnell, 1A 50112

Cell: 641-990-1539

Email: coopride@grinnell.edu

Term expires: September 2027

Jonathan Youngblood
Coordinator

P.O. Box 6222

Indianapolis, IN 46206-6222
Phone: 317-917-6965

Cell: 317-850-6753

Email: jyoungblood@ncaa.org

Bill Gorman

Senior Associate Director of Athletics
Wentworth Institute of Technology
550 Huntington Ave.

Boston, MA 02115

Phone: 617-989-4147

Cell: 617-592-0286

Email: gormanb@wit.edu

Term expires: September 2025

Ira Thor

Assistant Director of Athletics, Strategic Communications/
Marketing Scheduling Coordinator

New Jersey City University

2309 Kennedy Blvd.

Jersey City, NJ 07305

Cell: 973-420-8466

Email: ithor@njcu.edu

Term expires: September 2024

Jan Weisberg

Associate AD/Head Baseball Coach
Birmingham-Southern College
1200 Greensboro Road
Birmingham, AL 35208

Cell: 205-835-4797

Email: jweisber@bsc.edu

Term expires: September 2025

Richard Kaiser

Commissioner

St. Louis Intercollegiate Athletic Conference
1 S. Church St. Suite 502

Belleville, IL 62220

Phone: 405-439-9000

Cell: 405-439-9000

Email: commissioner@sliac.org

Term expires: September 2024

Frank Pericolosi, chair

Head Baseball Coach

Pomona-Pitzer Colleges

220 E. 6th St.

Claremont, CA 91711

Cell: 909-225-6302

Email: frank.pericolosi@ppomona.edu
Term expires: September 2024
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Section 3 « Selection and Overview

Section 31 Selection Process and Notification

In order to serve as a site representative, all individuals are required to submit their information via the link below
and participate in the mandatory site representative training for the specific sport. All individuals employed at NCAA
member institutions and/or conferences are eligible to serve as site representatives. Individuals who have a perceived
conflict of interest in serving as a site representative at a particular institution or for a specific sport should note this
when submitting their information in the database. (See Conflict of Interest below.)

Site representatives will be notified after selections that they are needed to serve.

https://docs.google.com/forms/d/1dIpd46xuSVQSyJQfw9-aKNp9BnDWfHvr3YIECkzls4k/edit?ts=63fd063d

Section 32 Conflict of Interest

[Reference the August 2008 Executive Committee minutes.]

The NCAA is a voluntary Association comprised of colleges, universities, conferences and other organizations, and
governed through a membership-led committee structure. Within the governance structure, committee members must
carefully balance their responsibilities to their respective institutions and/or conferences with the obligation to advance
the interests of the Association, the division or the sport, and ultimately enhance the student-athlete experience. While
the fiduciary obligations of committee members to their own institution, their conference and to the Association ordinarily
are not in conflict, it is recognized that as a representative membership organization, committee members’ fiduciary
obligations are first to their institution, second to their conference and third to the Association. NCAA committee
service involves important ethical and moral obligations. Committee integrity is critical to the decision-making process
and includes trust, confidentiality and honesty in all issues and aspects of service and representation. NCAA committee
members shall disclose any conflict or potential conflict between their respective personal, professional, institutional,
conference or business interests and the interests of the Association that may affect or otherwise threaten such integrity,
in any and all actions taken by them on behalf of the Association, for committee evaluation under this Statement.

In addition to any fiduciary obligation to their institution and conference, committee members also have a fiduciary
duty to the Association not to use knowledge or information obtained solely due to service on that committee to
the disadvantage of the Association during the term of committee service. Further, a committee member shall
not participate in the committee’s discussion or vote on any action that might bring direct or indirect personal
financial benefit to the member or any organization (other than the member’s institution or conference) in which
the member is financially interested. A committee member also should not participate in a discussion or vote for
which the member’s institution or conference is to be accorded a special benefit beyond benefits shared with other
institutions or conferences or is to receive a penalty or disqualification. A violation of either of the above rules by
a member of the committee shall not invalidate the action taken by the committee if, following disclosure of the
conflict of interest, the committee authorizes, ratifies or approves the action by a vote sufficient for the purpose,
without counting the vote of the committee member with the conflict of interest, and the appropriate oversight
body approves the action.

A committee member is responsible for advising the chair of any actual or potential conflicts of interest or obligations
that they may have hereunder, and should recuse himself/herself from participating in proceedings, as may be warranted
by this policy. Abuse of one’s position as a member of a committee may result in dismissal from that position. When such
abuse appears evident, a committee member will be notified by the committee chair and will have the opportunity to
present a rebuttal or details of the situation.

4 NCAA SITE REPRESENTATIVE MANUAL



DIVISION Il BASEBALL

Section 33 Neutrality

Site representatives are representing the NCAA and should be neutral in this role. We would ask that site representatives
dress professionally while avoiding any clothing that denotes institutional and/or conference affiliation.

Section 34 Evaluations

SITE REPRESENTATIVE FEEDBACK

In order to learn more about your experience, we would like to ask for your help in providing feedback. Your responses
will be held in confidence and used only to enhance the championship in the future. The survey should take less than five
minutes to complete. NCAA staff will send you a link to an online evaluation after the championship.

UMPIRE EVALUATION

In order to obtain feedback on the officials, we ask that each site representative also provide feedback on the officials
at the site they served. Please go to Appendix F to complete this evaluation.

NCAA SITE REPRESENTATIVE MANUAL 5



Section 4 - Important Dates

DIVISION 11l BASEBALL 2024 IMPORTANT DATES

Notification of Selection of Site Representative Sunday, May 12 - Regionals
Sunday, May 19 - Super Regionals

Mandatory Pre-Championship Call Monday, May 13 - Regionals
Participant Call Tuesday, May 14 - Regionals

Monday, May 20 - Super Regionals
Site Representative Procedures Call Wednesday, May 15 - Regionals
Site Representative Arrival Date at Site Thursday, May 16 - Regionals

Thursday, May 23 - Super Regionals
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Section 5 « Responsibilities

Section 51 Team Championships

NOT LATER THAN ONE WEEK BEFORE COMPETITION

e Contact tournament director:
- Confirm hotel accommodations for team(s) and officials, if needed.
- Confirm your arrival time and hotel accommodations, if needed.
- Discuss equipment to be received and equipment to be provided.
- Confirm date, time and location of administrative and officials meeting.
- Security/safety plan.
- Ensure host medical staff are prepared to be at practices and game(s).
- Discuss locations of:
m  Media/interview areas.
m  Training room area.
m Videotaping and photography areas.
e Check with host on the following shipments:
- NCAAssignage.
- Game balls.
- Merchandise from Event1.
- Program:s (if applicable).
- Participant medallions.

e |ead call with host and teams (see Appendix B).

NOT LATER THAN TWO DAYS BEFORE COMPETITION

e  Confirm time for call with teams and host (date and time).
e Confirm game and practice times.
e Discuss neutrality.

e Review drug-testing policies and procedures if your site is chosen.

NOT LATER THAN ONE DAY BEFORE COMPETITION

e Check with tournament director to see if he or she is set or has questions.

e Check with visiting teams’ administrators to be sure they are set and have no issues with travel. Remind them of the
administrative meeting.

DAY OF PRACTICE

e Arrive at host site a minimum of one hour before the first practice.
e Meet with tournament director to discuss the following:

- Entrances - public, teams, officials, staff.

- Ticket locations.

- Credentials/players - pass list.

- Communication (radios), if necessary.

- Crowd control.

NCAA SITE REPRESENTATIVE MANUAL 7



DIVISION Il BASEBALL

- Review pregame schedule.
- Check to be sure equipment is ready.
- Expected media.
- Band/spirit squad/mascot procedures, if applicable.
- Personnel are in place.
- Security plan.
- Inclement weather, if applicable.

e Perform a facility walk-through and review:
- Check field for proper markings.
- Press box.
- Team bench area(s).
- Scorer’s table, if applicable.
- Media/interview area.
- Locker rooms (teams and officials) and security.
- Merchandise sales area.
- Program sales area, if applicable.
- Overall look and treatment of facility.
- Signage - all commercial signage must be removed or covered.
- Scoreboard - advertising covered or removed.
- Testall electronic equipment.
- Videotaping/photography areas.
- Scouting seats, if applicable.
- Training room.
- Evaluator location, if applicable.
- Band/spirit squad location, if applicable.
- Nonparticipant seating, if applicable.

e Miscellaneous:
- Make sure athletic trainer is available at all practices.
- Make sure NCAA logo rule is being observed.
- Game balls should be used during practice to scuff them up, if applicable.
- Conduct bat testing for both teams.
- Merchandise and programs (if applicable) available.
- Review parking.

- Review administrative meeting agenda with tournament director. Make sure copies are available for the
meeting.

- Determine method for distribution of participant medallions (i.e., on field or in locker rooms).
- Confirm SID is prepared to report results at conclusion of competition.
- Review script with communications representative/PA announcer.

e Lead administrative meeting:

- Review NCAA administrative policies.

8 NCAA SITE REPRESENTATIVE MANUAL



DIVISION Il BASEBALL

DAY OF COMPETITION

Arrive at site two hours before start of first game. Remain available to monitor and supervise all aspects of the
championship as indicated in the site representative and host operations manuals.

e  Perform a facility walk-through and review:
- Signage is properly displayed and advertisements are covered.
- Press box/scorer’s table/coaches booth are set and ready, if applicable.
- Check visiting locker room(s) for cleanliness and is properly stocked with paper items.
- Ensure that sales locations for merchandise and programs (if applicable) are prepared.
- Check for inappropriate noisemakers.
- Testall electronic equipment.
e  Greet officials and visiting team(s) as they arrive.
e Check squad sizes and bench limits.
e Collect starting lineup forms 15 minutes before start of game and provide it to PA, if applicable.
During All Games
e Listen and watch crowd for inappropriate noisemakers and/or signage. Have security remove them, if necessary.
e Observe coaches’and players’ behavior.

e Note any problems in the stands/bleachers and have security handle any conflicts.

BEFORE THE END OF EACH GAME

e Ask the tournament director to get you an accurate count of game attendance to report back.

e Be sure everyone is prepared for end-of-game security and media needs.

END OF EACH GAME

e Atend of game, make sure officials are safely off of field.

e Observe players and coaches shaking hands and leaving field.

e If a misconduct occurs, please contact the NCAA championship administrator and submit the misconduct form.
e Attend media interviews and be sure cooling-off period occurs.

e Checkin with drug testing to see that there are no issues, if applicable.

e Stop by the locker room of the non-advancing team and thank head coach and team for being part of the championship.

BEFORE LEAVING SITE
e Obtain a final copy of stats sheets and remind SID to send results as requested by NCAA.

e Confirm that the tournament director has everything taken care of, and remind him/her to complete surveys.

e (all/email NCAA national office with quick report.

WITHIN 48 HOURS AFTER TOURNAMENT

e Complete all requested evaluations.
e Complete misconduct/red card forms, if applicable.

e Submit Expenses (see Appendix J).

NCAA SITE REPRESENTATIVE MANUAL
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Section 6 - Travel, Lodging and
Expense Reimbursement

Section 61 Travel

All site representatives will be selected, if at all possible, by proximity to the host site. The NCAA will provide reimbursement
for mileage for up to 500 miles to the host site.

Section 6.2 Lodging

The host institution will be responsible for providing hotel accommodations as needed. It is the responsibility of the site
representative to inform the tournament director if a hotel room will be needed. Room and tax will be billed to the host
institution. All other incidentals will be the responsibility of the site representative.

Section 6.3 Expense Reimbursement

All site representatives will receive a $75 per diem for each day of travel and competition. All miscellaneous expenses
are covered by the per diem.

Once competition has been completed, your staff liaison will authorize you to file an expense report. Once authorized, you
will receive an email advising you to file your expense report and giving you the link to the system and login instructions.
Please see Appendix J for more information.

Section 6+4 Team Transportation Contact Numbers

SHORT'S TRAVEL MANAGEMENT

Phone Number 866-655-9215

Email ncaachampstvl@shortstravel.com

NCAA TRAVEL GROUP

Phone Number 317-917-6757

Email travel@ncaa.org

Website ncaa.org/championships/travel/championships-travel-information
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Section 7 « NCAA Administrative Guidelines

All policies listed in this section MUST be reviewed during the administrative meeting.

Section 7.1 Logo Policy

An institution’s official uniform and all other items of apparel (e.g., socks, headbands, T-shirts, wristbands, visors or
hats, and towels) that are worn by student-athletes in competition may bear a single manufacturer’s or distributor’s
normal trademark, not to exceed 2% square inches, including any additional material (e.g., patch) surrounding the normal
trademark or logo. The logo or trademark must be contained within a four-sided geometrical figure (i.e., rectangle,
square, parallelogram).

Section 7.2 Misconduct Statement

Misconduct in an NCAA championship is any act of dishonesty, unsportsmanlike conduct, unprofessional behavior or
breach of law, occurring from the time the championship field is announced through the end of the championship, which
discredits the event or intercollegiate athletics. Each games committee shall hold an administrative meeting with the
coaches of participating institutions to review and explain the policies related to misconduct.

Section 7-3 Failure to Adhere to Policies

A governing sports committee may assess a financial penalty against an institution for failure of any of its representatives
to adhere to the policies and procedures governing the administration of the competition. This includes, but is not limited
to, failure to comply with the procedures and deadlines for submitting scores, score sheets, schedules, rosters and
entry/march-in forms for qualification, and other materials necessary for the efficient administration of the competition.

Section 7-4 Use of Tobacco Products

[Reference: Bylaw 11.1.5 in the NCAA Divisions |, Il and Ill Manuals, Bylaw 17.1.8 in the NCAA Division | Manual, Bylaw 17.1.9
in the NCAA Division Il Manual and Bylaw 17.6.3 in the NCAA Division Ill Manual.]

The use of tobacco products by a student-athlete is prohibited during practice and competition. A student-athlete
who uses tobacco products during a practice or competition shall be disqualified for the remainder of that practice
or competition.

Section 7.5 Drug-Testing Statement

Note: This statement MUST be read at every administrative meeting.

NCAA championships committees, following a recommendation from the NCAA drug-testing subcommittee, have
discontinued the practice of announcing whether drug testing will be conducted at NCAA championship events.

Although knowing before competition whether NCAA drug testing was to occur had value for reasons of convenience,
it left open the possibility that student-athletes might be tempted to use banned substances if they knew that NCAA
testing was not being conducted at the site of competition.

Therefore, all coaches and student-athletes should presume that NCAA drug testing will occur at this championship
event. Please inform your student-athletes that in the event they are notified of their selection for drug testing, the
student-athlete must inform an official representative of your institution (e.g., coach, athletic trainer) before proceeding
to the drug-testing site. Student-athletes will be reminded by the courier to contact their team representative.

NCAA SITE REPRESENTATIVE MANUAL 11
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FREQUENTLY ASKED QUESTIONS FOR COACHES

Please review this section for questions that may arise regarding drug testing.

Q

Q

Q

Where is the drug-testing facility for this championship?

A. Check with the tournament manager, drug-testing site coordinator or the NCAA championship staff member
for specific location.

How long does drug testing take?

A. The length of the collection process depends on the student-athlete’s ability to provide an adequate urine
specimen. If the student-athlete provides an adequate urine specimen immediately on arrival at the drug-testing
facility, the entire process usually is completed in approximately 20 minutes.

What is an institutional representative?

A. For Team Championships (e.g., baseball, field hockey, lacrosse): An institutional representative is an individual
from the participating institution (designated by his/her institution) to assist with drug testing in the event
drug testing occurs at the championship. Each team must designate an institutional representative during the
administrative meeting.

When is the institution notified of drug testing?

A. For Team Championships: An institutional representative from each team will be notified not sooner than two
hours before the start of its game when drug testing is taking place. Institutional representatives will be notified
by an NCAA drug-testing crew member by phone or in person at the locker room or near the playing field.

When are student-athletes notified of their selection for drug testing?

A. For Team Championships: Immediately after the game, an NCAA drug-testing crew member will provide the
institutional representative with a list of student-athletes who have been selected for drug testing.

A. For All Cases: At the time of notification, the student-athlete will be instructed to read and sign a drug-testing
notification form.
When do student-athletes need to report to drug testing?
A. ForTeam Championships: Within one hour after the student-athlete has been notified.
A. ForAll Cases:
m Before checking into the drug-testing site, all student-athletes must inform an institutional representative
of their selection for drug testing.

m Before checking into the drug-testing site, student-athletes must complete all award and media
obligations, if any.

m Before leaving the championship venue, coaches should check with all student-athletes to make sure they
have completed their drug-testing obligations.

What if a student-athlete has trouble providing an adequate urine specimen? Can the student-athlete leave
and come back later? What if the team has to leave and a student-athlete is still in drug testing?

A. A student-athlete cannot be released from the drug-testing site until an adequate specimen is provided, no
matter how long it takes.

m If the rest of the team must depart the championship site prior to a student-athlete completing drug
testing, an institutional representative must stay with the student-athlete.

m A coach should check with the drug-testing site coordinator for information regarding transportation back
to the student-athlete’s hotel.

m If the student-athlete and/or institution incur additional expenses because of the delay in drug testing (e.g.,
hotel, transportation back to campus), the institution may request reimbursement from the NCAA.

Will the student-athlete or the institution be reminded of their drug-testing obligation if they defer testing
until later that session or day?

A. No. Once the student-athlete and the institutional representative have signed the drug-testing notification form,
it is their obligation to arrive at the drug-testing site at the appropriate time.
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Q. What if we play a late-night game (10 p.m. or later start, local time)?
A. The NCAA’s late-night drug-testing policy only pertains to team championships.

®  Aninstitution may defer drug testing until the next morning if its game begins at 10 p.m. or later, local time.

m The decision to defer drug testing applies to the entire team and must be determined by the institution
immediately after the game and the deferred test must start before 10 a.m., local time, the next day.

m An institutional representative must be present at the collection facility the next morning to identify
selected student-athletes.

Q. Must a coach or other institutional representative accompany each student-athlete to the drug-testing site?

A. For Team Championships: Yes. An institutional representative must be at the collection station to certify the
identity of each student-athlete. The institutional representative must remain in the collection station until all
student-athletes have completed their drug test.

Section 7.6 Inclement Weather

If weather conditions could alter the approved schedule, the site representative must contact the NCAA championship
administrator before any decisions to change the schedule are finalized and communicated to participants. Be prepared
to summarize the weather situation and have a recommendation for an alternate schedule.

LIGHTNING AND WEATHER DETECTION SERVICE

The NCAA has made arrangements through DTN to provide a lightning detection and weather monitoring system to all
rounds of competition for outdoor championships. This system will assist the event management staff and the NCAA
site representatives in case of inclement weather during the championship. This service is provided so that all sites will
have the resources available to ensure the safety of our student-athletes, spectators and event management staff.

The site representative should request that the tournament director include his or her email and/or phone via text to the
WeatherSentry system so he or she can receive the weather updates.

For detailed lightning and weather guidelines, refer to Appendix .
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Appendix A - FAQ

Q. Officials have asked me how they will receive their payment and when they should expect it since the host no
longer pays them?

A. All officials are paid directly by the NCAA through RefQuest+. There is not a set timetable for payment, thus all
inquiries should be directed to the championship administrator.

Q. A fight broke out in the stands between the fans of the home and visiting teams. What responsibility do | have
to take care of this?

A. You should first notify the tournament director that he or she needs to obtain security in the section where
the fight has broken out. After the fight, please gather as much information as possible from the tournament
director and security, including what happened, whether anyone was removed from the competition site, and
resolution. All of these facts should be written down and sent to the championship administrator via email. If
the situation is severe, please immediately call the championship administrator to inform him or her of what has
occurred.

Q. Ateam has arrived late for its practice due to its bus breaking down. What should | do?

A. Work with the host to try to get the team its full allotment of practice time, if at all possible.

Q. | received an alert on my phone that lightning is within 30 miles and we are going to begin the game in 10
minutes. What steps should | be taking?

A. Immediately find the tournament director and begin to discuss the distance of the lightning. Remember to consult
the lightning guidelines. Altering a game time should involve the games committee (consult the host operations
manual on who serves on this committee). Once it is determined that the game should be delayed, you should
notify the NCAA championship administrator of the situation. You should be prepared to give the championship
administrator the games committee’s recommendations as to further delays or moving the contest.
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Appendix B - Teleconference Agenda with Teams and Host
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= Loral banspaoriatian s not redmiaseable by the NCAA  Partid paling nstihstinns ane
responside for osranpns their owm bixkal trensporiation ad may da o wsinges the BEAA
powder, Go Grownsd D, mapmﬂunlﬂm.dm

= Sep “Travel Polioes" at fJiig
Tranred-nicrm ation hﬁ.ﬂudﬂ:huﬂgﬂnﬂlmmmhﬂm;ﬂﬂt
pilct program. Al guestions shoukd be dinected tn the NCAA trave | department [117-
917-6757).

Host Make sare &l teams are st with lodpne, deotians and mesting times.

Pradee pans ae how vl be alowed an game ield the day belkae oempetitaon, 10
mirutes in-held practose will be abmwed on pame hield the day of rompetiton. This mcdes
the hame team practae the day belkae_ The BEAA site rep, n onpuction with the host
istautan, will finalice practee times. Practioes will be chosed ad supensed by the sie rep
or host mstitutaon persannal

Srpad e is 15 elipihie players n uniiam,. H tewel party, s meaoemem bench asea 35 a
Eam has T medical persaomnel, 33 if they do not beve T medical persomnel.

Offcal roster fanm (pe 7] should be submithed ta the NCAA e representatie ot leask 30
mimutes prior o earh pame.

Unifornmms. Teams should lwing both Home and Aovay umifonms ta the taarmament. Home

= m will wear white or izht Esey. Hiphest seedlied s i the st rousd will be the home
E=m. Please refer o the Pre Oampomhip Mamal for deermiraton of home =am n

subsequent pames.

Laamndry_ Willl the host be providing laundry service?

Pregame poiman [Page 28 of this mamal}

Warm-up music will be provided by host

Mesical anmangements and athietic taming.

Lmpires annaunced on administration call ar #t coaches mesting.

Brehall [Game balls will be providesd, teams must proviede their own practioe halls)

16 Questions ol arswers

Good Ik and =aie tranreds!

NCAA SITE REPRESENTATIVE MANUAL
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Appendix C - Administrative Meeting Agenda and Notes

@ RASERALL CHAMPIONSHIP

in atendane: Diedor of athietks or despated epresniatvee and head ooach from sach team

{optional]; umpire-n-chiel: NCAA Division |1l Baselall Committes represemtative and

Welome anl mnpratulatinns.

Introductions. Aeview duties of games ommittee. [Games oommittee shall consist af the
NCAA Site rep, tounament maraper and other hnstffacdity personnel, and umpire ooew
chief]

Review squad-sioe {75 elizibie players, travel party (31, and dupout [15] polices. M odmam
af 35 in the dupout with 7 medical persoanel [13 without medical persanne).

Team experse fonms. Teams should sulbmit sapences throsph BEAA welsite. Teams ae

Determiration of home team.

DETERBAINATION OF HOBAE TEAMS AT HEGIONAI S AND NATIONAL CHARKMONSHIF For
first-roud pames during repianal com petition when eams ae seeded, the hiphest-seeded

determined by a min fip. In sulsequent pames. the home team shal be detesmined
aradng o a formmula apped by the pames ommitee. For the repional or national
dhempiorshi p pames, i one of the dampiomship teams & undefeated, it will be desipraied
a5 the lome t=am for the first game. The “if reces=mry” zame will be determined by 3 omn
tass The NCAA Ste represeniatnve will determine which team is heads and which team s
=is I both teams have ae kss, the home Eam will be detesmined by oin o= In
determimning which of e tems i any non-deampionship =ame will be the haome team,
the pames oemmiitee or the cammitteer epreseniative siall despnate the hame team
u=ing the following puidelines:

& The msttution that has been the hame team the fewer number of times o that pariaadar
tasmament

& If the twe teams e equsl i this respect s unequal in the number of Emes they were
the visitor, then the te=m that bas been the visiior mone often will e desipraied the home
e

& If the bwa teams are equsl in the mamber of tmes. that they lewe been haome and visitar,
the pames mommiter ar the ommitteer epesenEtee shal observe the folbmesne
precedurnes n the orider stated:

a Fthe v trams e met previmsly in that partiosar emament, the visior in the
previas mane shall be the hame Emm n the EEme n geeston

h. Exceptian: In a3 tem-emm oumame it where both e e been the home team baine,
the filfth pame will ke detesmined by min toss. The BEAA site represeniatiee will determine
whixh t=am s heads ad which =am is =l

18
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. The =am that was visiior i is preceding game shall be the hame eam, nless bath
Teams WereE Vsines in their prereding pames; or

d_ If the abyune pranedures; dn not resshee the matter, the home team shalll be detesmined
by toin toss. The NCAA site represeniatiee will determine which team is heads and which
team s Qils

MMEOUT DESEENATION During the pre-cham pionship mesting for the fowr-beam regionals,
the hast nstitution st desipnate wihether the st or thied base dosnut will be desiprerted
the home =am durout dhwing the iDumament. For the *if recessany™ pame, s will
meverse hame sl ey diesipnation, s reerain n the same dupsout and umsfonms.

DETERSAINATION OF B TEARMS AT SUPER REGONALS AND CHARMPSONSLHEE SHEN S
[MEST-ONF-THREE SEES]) A cain s will detesmine the hame tsam n game one. The kaser
af the coin o5 will b= home in zame mamber . Anather min toss will debermire the
haame team in pame tHree {ifnecessany). The NCAA site representative will detenmine which
team s hexds ol which t=am & =S ke all con tosses .

Review uniiem miors aml berwh asspnments. — the desiprated home team shall wear
white ax Epht mliored unifems and be seated in the thind base dupout

Revew perame protneal, cheling rFame scheshnbes and pre-pgame iEEny.

Warmup musac. The host instiutaon mast povde aparopiate s of 3 geneval nathure b
be played throurhout the entire pre-=ame period

with the publis--aid ress amnourrey na Bter than X mnutes prar o game Gme.

Review medical arangements. [Training room bcation, modaites, and hours)

Review drus-testing procedures and read statesment from Center for Drus-Free Sport [Page
Na. 10 of this manual]. Anmounce that dirus testing coukd poour, bt da ot amounce
whether it will or will nat oke plaae

Revew policy on flming and videatagpng.

The videalapins ar filmng of an apponent’s pame s BOT permaited.  Each nshihition s
permitied ta wse ane amera and may videoiape DMLY thase pamnmes whinch it participates.
The vilealapes may it e used for any commedal purpases. An  instiutional
represeniatve shall ottt the iermament maasey at the host sihe i aranse orcaamem
spare at that site. The host insdtsiutcan shal pevele 3 comparable Ination for bath
Campe g teams

Review mismnncurct palicies -NCAA Bylaw 31.02 3 {paze 11 of this manual].

Review policy on tobars producs {page 11 of this manual].

NCAA SITE REPRESENTATIVE MANUAL
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17. Revew nodesment weather policy.

Ha pame s axpenied or posdponed, i will be the decisaon of the pames rommittes anid
the umpire o determne if the pame an be contiaeed that day_ F cosditions dictate that
the pame nnat be ompleted, the BCAA representativge sl numament manaper shall
cantart HCAA siaif mmelasly Only afer coniading BCAA siaff may a ame e
sspereied unti the nest day or mosesdd o an alterate site. F zames ot be camphetesd
due tm ndement weather ar pther fodoes, the pfieals. pames oemmittee ol oadhes
shall refexr the NCAA Diwvisan |1l Baseial Fre-Championships Manual for the method of
determining regional chamgon.

News oonferences take place in the media wark/lunch mom with the media coondirator
a5 the moderator. The iosing ooadch and ta players pa on frst with a olal e sy
nat o exreed 10 minutes_. The winmngs coach aed a MIMMUM of o playpers
[mandrrum of fme] are next with the kength of the session dictabed by the time of day
and the mamber aof media present

After a el opening sStatement from the heal oach, the 2=on B opened ta queshions
from media Members of the media moondnation saif will pevide wimning asd mon-
winning quoirs whirh e incheled in fame box st The quates ane wsaally o benper
than ane pape, singlespmoed, for both teams.

Media needing o interview players ar oaches ot part of the offeial press conference
are aliowed aoess ta the acey rnooms afiter each ;ame. On doubieheader days, teams
and media must ot interfere with the seoomd-pame preparation and may be recueresd
ta mave out of the oder roomydusout area o oondct the interiew. Media

oo inatian peraymne | and team sports nkammation manasers will be avaibalble o accct
the media

13 Roster foam [p27) chee 30 minutes priae ta each pame
. Aevew pErikns prooesdues

2. {bman coach's and athietss aiminishatar's cantat nmataon. Adutse teamns on hoiel
dhedoast prxedures.

B

Advancing team will receve min-traphies [30] ot the final site this year.

Partipant maedaloms will be provided o squad sire [ 25 ] for teams not sdvancing
Purchasing awards {particpant medallions and individual awards, nformation on
NLCAA org).

AlHwrmament teamn. Theye are o awands ko the Al ournament tam.

Ao

2. et
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Appendix D - Duties of the NCAA Site
Representative at the Regional Sites

DIVISION III

@ BASEBALL EHAMPIHNSHIP

Chaties of the BEAA Sete Kol

1 Contat oumament manaper o confam the followng infarmation:

Umpres are oonfrmed and hatel axrommodations ae pronbed, if needied;

Time of pames tommittes, umpies, and oaches meetings and your time of amval;
Your hatel aaremmodators, f nesded: and

Review ioumament manager's chedklst

BAEw

1 Loxhxi amnferene @ll witkh the host site tunament manaper, parbcpating maches and athietic
aiminishators o review travel plans, lodgine, practice and pame times [onference @l number
and pass code below). Refer 1o the checklist for the conferenae i (Appendioc B].  Ensure that the
tasmament Managey has appoinied 3 team st 1 preet the vsiting beams, areneeer [uestians and
peaide a Bolby map.

Hasts are encauraped ta prowide a viden ink for the @, howevey, IEeconfeence mambers ae
v lahie upon request iF needed.

Befone ithan Pradtice

1 Adtend od supervtse the pracike sessions, and wonk with the host mstitutian 1o errare that the
sy e Cosed 1o any putsiele pisevers. Teams that dio not use practice tmes should nkam the
NCAA represe niative aredfor o umamest manaper. Refer o the practice section of the BCAS Divisinn
Il Baseiall Hinst O perations. Manoal

1 LTomhui the codhes and umpee's meetigs. Cover all iemns an the mesting checkdist.

1 Mest with the pames commitbes and smperes o imspect the oempetaion sSie

2 Medet with unament manaper aul PA aoesrsy o disoess. presame praoioeal and  iminodaction
procedures [Pape 28].

The NCAA regreseniative shoukd be on the zame hielld one and pne-hall howrs peioe im the siart of the
ame. Sspevise the mndurt of the cempomhp aed ensure neutality with repacd ta press box and
P -

1 Eemd or text soores i Aanmn King [cell phose 317-749-8375: emaill skispiacs orp) smnediately
alfter the pame. Alen repiat amy incdests 3t this .
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1  Remind the repaomal deampon teams that a conferenxce @l for the mach and athietes department
represeniative will be schesheleard by the host for Mosday, May X2, The super regiomnal host shasld
powvde 3 Ink ad time for the @il Aemasd the super reponal dampon teams that 8 conlerenre call
for the codh ad athistes depwriment represeniatne 5 stheduled kx 11 ame BBsten tame,
Teesizy, May 3. Confevence ElHn mamber or ik o be proweded by the BEAA mtiomal offioe

1 Alnk kn rembursement will be ==nt i you following the championship.  Umnpaes will be paid by
NCAA partnexr K1+ and need BOT complete an expense o onsite. However, you shoukd remind
aifiials ta make sure that they have setup their CH oot o inase they are paid.  Abo reemind
wmpires o be an waich for the evahation fooms that wall be sent o themn via = mail following the
regiamal, and encourape them In oomplete ina timely manner. bake sure the host irstsution ews
1a camplete the imndal report form within B0 days ad sulmit it anline o the natioral office.

[Note= K poblems are esountersd durines oempetition [epg, weather, eic], the NCAA S€ie
representatne. along with the orament manasey, should mmediaiehy mntact Aaraon Gne at 317749
E375 {oell] or 179176771 [pifice].

22

NCAA SITE REPRESENTATIVE MANUAL



DIVISION Il BASEBALL

Appendix E - Umpires Call Agenda and Responsibilities

@ BASEBALL CHAMPIONSHIP

NCAA zitr represeniative will dhair this portion of the meetine, review ne the Tollmring:

a. Welmme umpines.

b [Dstribute umpine nfonmmaton prrveked by the host st

C  Inbodure pames commilies.

Review responsi s of umgsines.
e. Gneillepal eqepment o BEAS e preseniatee

K Remind aew chief that they will need o Rl oot evalhuatioms ke ther orew aftey competiton

2 The aew dhielfumpie-n-chief (UKE] will cair this portion of the mesting, reviewans the following

a. Schedule of mwents. [Note- Umpires must be at the ompetition site X minaies pror o
b Limpaes' umikrms
C Ground nules ol BEAA mules.

Procedures for =sipning of umpines. The crew chiseffLIC in consultation with the
natiarsl coorciinatar of offcals will =sipn umpines for the iDETaEment
E. Home teams determined by the pames committes.

FE  Team ineups become offaial when seen o the unpae before the game.

E- HNofraterniring with madhes ar student-athletes.
12  TheDum=ament drechw will perform the fobmens duties

a. Review reambursement procedures. (each umpire must repister with BOH 1o be paid
their pame fees, pev diem, and travel reambursemenis)

b. Dbbuie oedentialks.
C Review parking arangemens audl provele parking passes | if neresary.
d. Aeview et check oot procedares ke Timal day of tasmament

= denify umpie hospitality area aud aranpemenis
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@ BASEBALL CHAMPIONSHIP

RESFONS BILITIES OF LI PHES

CREW CHIFF/UMPIRE-IN-CHIEF [URCK

1

oo M

Aitend the pre-tasmanent games committer mesting ol the coaches and adminstratoes
mesting.

Coordiraie the umpire moiaton for the Euamament
Review the prowsd mules with all umpires ad during the marhes and sllministatars mestnes
Serve pn the pgames cammittees [unless mmived n protest].

1

x

E 1

Thedk the field for measu rements, phatrucdions and pereral play comditors.
Revew pround rules with caches prior 1o every same.

et piificial ne-ups and repert @y changes 1o alfficdial smrer and o apposi ng e

AL LIWIMAES-

Dress i apEDpiEte unfomm, as dentifed by ooment BCAA Brseball Bules ad Imearetatans
book Mo patrhes athey then the offial NCAA paivh and an Amerian flas are penmitied .

Be a=ilahie on the e a minimum of 30 mnkes oo the scheduled pame ime
Thedk &l bats and athey exquipment wsed by the teams

Complete Sie evaation suneey that the HCAR will sered out following the repgional

24
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Appendix F « Umpire Evaluation Report

@ BASEBALL

UMPIRE EVALUATION REPORT

(To be filled out for each umpire by the respective crew chief)

Complete and return forms to NCAA Site Representative OR

the NCAA national office by email (jjkawamoto@ncaa.org)

Limpire: Evaluator:
S Date:
Home Team Visiting Team

Scoring Description: 1 - Linacceqpiabie, 2 - Below Standard, 3 - Merts Siandard, 4 - Abowe
Standard 5 - Ouistanding. ™ Angy rating of Z ar lower must be aoompaned by speciic

[DIMMENS
1) PLATEWORK
a) Stahility of head & body positian i 2 - 4 F
b] Timing i i B A F
1) Proper pastoning for pEys i 2 B L) 2
d) Style & mechanics of @ik 1 2 ] 4 E
e} Judpment, nterreiaton, monsEeEncy of e 7one i ] ¥ 4 F
T} Crew mechanics & communkation i i B 4 E
2) BASEWORK
d) Proper pusithningnfmlls i 2 B & B
b] Style & mechanics of @ik i i B 4 F
) Timing & judpgment @ls i ] [ 4 [
) Crew mechanics and communicatian 1 2 B 4 B
] Reactian i devekpment of plays i 2 B & B
3} GANME & SITUATHN MARNGEIRNENT
d) NCAA palies, prxedures, and points of emphass i ] [ 4 E
b] NCAA playing niles i 2 B 4 2
O Situabon nm?merthjEtﬁnrﬁfWarrigs 1 2 g 4 3
4} EFACHT K PROFESSIONALSM
a) Foous f Husde i 2 ] 4 F
b] Appearance f Demeanar i 2 ] [ 3
) Mobiity i 2 B 4 2
d] Fretemizatan i 2 B 4 E
3} Bvaluator Oversll Reting i ] B 4 F
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Additional Crew Chief Camments
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Appendix G - Team Roster

EUBMIT FORM TO
Rost NCAA SITE
M REPRESENTATIVE
30 MINUTES
BEFDRE
Institution

EACH GAME

MName Tde

Team Members and Uiniform Number

T ———————————————————————————————

21
22
23

9.
Coaches, Manapers, Non-sliphike SA's

R ER R Eumwumnseuwpng

T N

E

B8 5
Fed

Trawed party s 30 Each team will be permitied 2 massus roster of 33 (35 with deson of ten sed il
peraamnel) perars in the dupeut, nchding 25 dighle players innmifors, meaching stalf in uniform asd
oiher persoans perioming same untions, inchding b meslical peramne [dechor, trainer, x| H e
mesicl persne] ek used, nosmediial persoanel may not be subrstitutes] Al shadberrt-athl shes
within the [33) may be in uniform, but only the 75 sed on the msier are siphle I mompete is deat
Eame M-y sifitrrned peramnel may not participaie in preEs e wE s o Eame-type functins

Teams will submil 2 sier priar o sch pame of mm petition [Le, epiosals, super nepioaals and the
fnals) Dnly 25 elipible players may be nchaled mn the osier. Once the game begins, m chanpes may be
maxde 1o 3 am sk or oy reason. Coeches may change the desiprated 25 ndividuals for each game
in each mumd;, howsver, the rumber of ez ble players per e shall ok roeed 25

An inslitution that i advised it is in violation of this repulation asd does not confirm o it prompihy
adomataally shall forleit the competition. This is notan “appeal play-" further, there shall be m
nordiralr delay of the rostest in alime the stibnian o oo o the rule There will be an oerephions
regarding this policy

NCAA SITE REPRESENTATIVE MANUAL 27



DIVISION Il BASEBALL

Appendix H « Pregame Protocol

Pregame Protocol

Host(s) must consult with the NCAA representative(s) regarding the pregame schedule. Be sure to keep
teams notified of changes in the schedule and of any adjustments to game times.

The following pregame schedule shall be followed for all regional and championship final games:

Before Game

Home infield 0:40
Visitor infield 0:30
Field preparation 0:20
Introductions (if necessary) 0:12

National anthem (if necessary) 0:06

Umpires-coaches meeting 0:03
Home team on field 0:03
First pitch 0:00

Additional Information is as follows:

1. The above-mentioned schedule shall be followed to the letter; however, due to inclement weather or
administrative demands on the tournament the schedule may be adjusted.

2. Itis recommended that between the last out of the previous game and the start of the next game, a
50-minute period be allowed, which provides for a 10-minute warm-up period before the home team
takes infield.

3. The umpires meeting times may be adjusted for each team’s first game, due to first-time discussion of
ground rules.

National Anthem. The national anthem will be played before the first game of each session of competition.
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Appendix | - Lightning and Weather Guidelines

LIGHTNING SAFETY

ul!_"]-" 10907 & Bodend kv D013 e 2014

_IM'MUH..ILUIH

Lighining Is T meerd conaslsiant and signifiesnt
waalhar hazax] el mey affec inksscoliapinin sthiolics
Wihhin tha Unliad Bisisa, e Nalional Ocasnic snd
Adminisiralion [NOAR] selimalvs That 44
fuinllting mral sbowt 10 Hresa thal many inheies ooeur
irom lighinky ahrlss vy year. HOAA ealimsiss Hhal
= many sa BF percant of gitining sivie sl
aar during aurkdoor rpentsd st activitise, Whils
the probalitly of bning eiruck by Bghining = bw, the
uids arm significentiy gresier wisn & siom s in the
sina ol poper aaisly precauions wm nol foliowsd.

Bl wnl prveriion am He ys io Bghining
saialy The missnces manciaia with this puidslin
s an arcaliant schcalionsl mamson, Preventin
shoull bagin oy sios ey inlecolapisin sthinlics:
st or practics pecurs by being prosctive. snd hadng
& ighining misly plan in placs. The llowing sleps am
mcommended n mitipgain the Eghining hereet

1. Damsliop a ighiing aslsly plan tw mach oulcor venus,
& m mirimaum, that plen sheakd nch s, s oo
n Thaus of ighining asfsly skypes o eimpliy
ane] summaris sssssriiad inderrmation snd

afiachm gukde: " you sss H, ias K& Fyou can
hear i, cesr 1™ This alogen eliecis the st

that upon Tha first sound of Teredes; Eghining s
Bicaby wellivin pinht ks 10 milos s cagshin of

liliuju.rh:nln lhpl.lﬂ'n.lt:rnihl-
Hewny shwuld b spplier] kb somess who
chmes b seoumin F pacaiving thal his or e
s I In denger dus: o severs. weslhar.

b. Deaslgnalion of a peremn 0 montior Trasisning
wealhar and I nolify Te cein of commerd
wha can reaks tha declskn 0 eeovs 8 e,
gams paeonml, Blaviskn caw, and gecis-
kxe fom en slhinbics alls of svert  That
peracm masd heve mcognized s wchal -
Iengpebis auderily in asywel scliviby

2 Pannel nanchionsfseuncemenis: for -
Helpanis snd specinions, desipgreiion of
waming and all clsar algnals, proper Algnags,
and desigraiion of sder plsces. fom the ight-
ninyy harerd

d Dally monthwing of ksl weslther mporis bios
ary preclics or pvend, and 2 milshia and sco-
s sowcs of information slout severs weslhar
that may fom during schexchis] inbcolisgiein
aihislcs pvenis o prectiens, OF apeciel nols
sl e Halkewsd Wenltesw Sarvics-lsmex]

EAF 1T

DANGEROUS LOCATIONS

Outside locations increass the risk of bsing
atruck by lightning when thundermtoms are in
the araa. Typically, amthing refemed to s a
“shaler” ia not aafe from lightning. Dugouts,
refreshment starnds, open preas boxes, rain shel-
tera, golf shelters and picnic shalters, even if
they are proparly grounded for struchumal safety,
are unesfe and may actually increass the rsk of
lightning injury. Cither dangerous locations
inzlude high ground, bodies of water (pools,
ponds, lakes) and areas connected to, or near,
light poles, toweras and fences that can carry a

nearbyy strike to people.

Huncawiom “weiches” or "wernings.,” s Ta
warning signa of devaliping Tnrckerskarss n
the arem, much as high winda or ceasdasning
adem. A “walch” mesra concdilins sm fex-
shin o asvees. weslher o devskp In anoaes; &
"waming” moans thal seves. weslthar has baan
mpni=] noan aes e i srerpons o sle Ta

proper preceutbys:, | should b nolad Thal

i el of el & rusbhanbeey e s ek

accem o, Te dossst ssler bullkings, vshiciss,

and Incaliors in e fskd or playing sma, s

an sxlimals of how g H ke I srscusis n

that lbestkmn ko sl paracorsl &b e sl A

suir bukiing or boalin s defined as:

n Aoy Rlly encioes] bullding mormally mooi-
pad v Frecpelly used by paoplin, wih
plumbing e plecirical wiring Ihal acis
i slachvicelly gound the slruchers. Sankd
using Hm showss, phinbing ecillties, sl
slechricsl spplisnrs, unl sy seay om
apan wincowa sndl charweys chring 2
Hascersiorm.

u n im simencs of » shly, pently inhab-
Bnd bulling, sry vehicls wih & hard esisl
rmf el & conm—riibis nos a golf card)
with The winckres shul penvkies: 8 messus
of safsly. Tha hes] meisl fsme s reaof,
nol the rubber res, s what poiecis ocou-
paris by dissipaiing Sghining currert snmund
ths vahicls snd mot hengh s eoparis
it ks imporient not o iouch e mebal fans-
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ek of The vehicls. Bome shhislics ssnis
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pan sxnre] open cowsss o fekis.

2 For =ga-scal manis, contimeas montioring of

tha wesiher slvuld e from the ime pre-seart
nclivitisa bagin Troughout Ta event.

Yons-speclic acivily -suspeneion, venus. s

Hon, and sctivily memplion plans:

n  Upen e el sconned of Tuncks, Bgihining b
Bl within sight ko 10 miles s capabin of
wirikdng ymr bexlion. Plessn nols el Bhancer
may b hawcd i3 e IF tham Is sn adhisbics et
poing mn, pariculsrly i alecs wilh ege
o can ririke e bl sloy amd
in #a siwerecs of min A el 10 pEoent of
ighining ccars: wien s s o minfell and
whan bl sloy Is plian vislbin somesham I m
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milsa sy iom e min sieil Be sy of el
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b. Ehus & ais and oxialy ssostkn om e
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whils 1ming & Innclins. inlaphann chring a -
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tha paracn snedl The snlaers s besind within
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d. & rearss alhisics sctidiins, Sghining sy
enpents recrrme] walling 30 minulss siffer
i The laak soundd of Hassder e Inet Assh of
Ephining. A ussiul singen b "Telf an o sHnes
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bl resumning culrines slhislies schivitise,

d, Emagency com pokeols Feopia win hem baan
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Thskws, caxiinpuimomsy masciyiion {COH] s
nals fw The ek i prssihing o inhesd paraon
sl be moverd o a safer kbxslion baions siarling
PR Lighining sirls vichms who ahow aigne of cr-
i o reapinkory st need prompl sy
e HFymu am Ine S 1 commanily, call for el
Prompl, sygresabm CPR has: besn highly sliachim
for e saunvival of viclima of Bghining alrle
Fulormalle: cdemal dellivlisiors (A s) =5 2 safs
mncd sliactive mesne of mviving peeone h cocliec
sl Flamed soees: ki sy deflwisiion should
b paat of s smegency pan. Howses, TPR
ol e b delvyerd whils: ssenching w an AHD.

Nris: Yalisy walchers, mal-ima weskher recesis
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Appendix J - Travel Expense System — Traveler User Guide

TRAVEL EXPENSE SYSTEM - TRAVELER USER GUIDE

1. On the last day of your mesting or top, your staff lsnten will anthorer: you 1o file an
expenie epoxt.  Once authinzed, you will recave an emanl advising you o file your
m:q:mtanﬂgtﬂmg]unﬂmhnkhﬂnmmﬂhgmmm

2  The new syatem has been redesapned o pffer the followmy convemences:
a Oneemame and paseword o all tope
b, View the statns of all expense neport, 22 wedl 22 payment mfoomatym . n one place.
c. Samplefy the sysirm and mprove nialnlily.

3. Onre yon have recesved your email, follow the metmchions b access the syabem and loF
m {n the bome sryeen, you will 2ee a bt of all expente repmis you are asthonzed for,

a2 well 23 those

15E the Search hox to locate a particualar tp.

4. To bepm a new expexse repont, chok on the Coeatr hnk

@ Tiawnzl Ew e e

already filed Click on the colmmn beadess to aort the: bat 2t yom prefer or

ol b miem

"!I'H'rl—l

ALorda v Emocaes
T Fasal

ripe ok
Trip=s
LE R LU ) | ) l
Ienel Madam ligme 1Y ERpan
LTELEF] [ ERERTRE IS [LET- T3] ecamrdie WLE sl
o | ;...'.1.'.‘.1'! m Leza o® LR | Imiller ks ﬁ
AT
Ty CLIZTIE- Vpdingaa CO 0 binpe Iebelndl Famgd Pl [
MNP =T
[P L] LIt Vipdinama L EFNLED AR RE (LY TR ] vadnd vaeal i
T n
(= R B CLIXTIE- Vpdingaa CO tEL omst ke Pl R ERLE ]
LU
lir oomn S LrH Yedipama LW Aty el a Iviker EPEAE ]
TeT

5. Finl enter i travel dates. You o type the date: m orisle the calendar icoms! o $edect

=1 11 _ _________1___T

basted on your travel dates and the dates mttwmnzed by o i ff hason

= _____a-_ _m_ _____ L s
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7. I you bave pthey expenaes to clanm, chok the Select v Add Expente drop-down mesm,
amdl choosr the expente type from the drop down memy  Nobe, if per diem 1t pasd, the
NCAA does mi resmburse rieans snch 2 mexls, parking lodpsor, sroond  tramsportatson,
ik, slc except m exiordesry corometance:  Per deen travelers will modt often

For each expense. entey the amount bemp camned B wo are damning an expente not
ordmarily resmburied, nae the nobes sechon o provede your reston for the: reqnest

Trips > Editing Expense Report

Expenes Rapart

[t LN
Roziegamer 200G Rl D
e RGN T T TTCE IR
limcames omnl wszz o oh

Tresdmel Uslisdrln Lo | URDUER

[ ER [

=ooarae Ling Amncu-t 4=t
R ] - AT N0

1] -
vosnn —_—
Bl
Lial:gne
|5 LR E T N ek
Hicadd rspakien
Alrfars
I e
L H 2 H

L ] -

32 NCAA SITE REPRESENTATIVE MANUAL



DIVISION Il BASEBALL

£ Some expentes will require you by submat recespl. When reqnared, the Becept firdd wall
be populsted To tulwnat, 2omply chok the Browte button and attach the: approprate file
fiom your cempuiey. The sytiem can only acoept pdf files

Trips > Editing Expense Repart

Exp=nae Renor

B3| HIHe

Ea1armes
Iz Lzepd o as® ok

Klmmwm Aals
Toa fm =

Lanres Booma

Hepdwyiywr DOYe il ZETORT
AR PRy 1% [ T
lzobzs Lwillmgz 05
Ioadiaa. GETREING - rnd B
Lk AR Tpoal
K
R s 212
LR i o Tha s el

L

Lttt
arock nocar weTing i euem i =
Rl | 116 e |

9. Once all expenies are enirred, choote who payment shonld be made o, Yoo mn choose
youself, or your mefitubon, conference o osmeat

To choose yrrself, select Self from the drop-down menn. K the tyitem does oot have 2

recodl of payme yon pressoundly, yon will need to add your address by chcone the Add
Address buiton

Leling ~ddrmne

i
el A

Flaved v mmin

10. On the alitress topeen, entey your Social Secunty Number and corment

4

ELRCEEE | FRCR) ] |

et e An e aa el s pl e 1022 Banra byl wpica i

maihos alines: m

the fields prowaded When complete, chick Creatr: Addrests chanpe to be taken back o the
EXprnte eoiTy Screen
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Skl vl Chergye

LA B BT
=al-ireer
iy
Llaly
1%l savip

TR

i e i

If the tystrmn mubicates ywo have been pad by the NCAA prewnounddy, the addres we
cunently have on file fiw yon will be shown  Pleate be ture that addvests 2 cwrect or

Fallm=i Leagae ™)

D
Kilowpy . 0T = il ERE
Eaitale T
Limgfar Rt Duiniman | P b s wadan) ot It reedng s eemm ch
[ 2 ]
FEE R e e
Pay To
Sadi -
VRing adzrn
Comrers dddrenn Urop 2 meacsd L pduts
L SEFT] 157 Har "
o AT
=l [ g
IPzrginzs [fo |
AT [
dddddddddd
F o q i TR . LI B | Ehelh ik

11 Fimmlly, if the payment 1t besnp made iy, we will need your bank informaton m order
o pay you by electrmic fonds tramifer, & dewect depoart  As with your addresiz, 1f the
gyiiem doed not have your mibomatum o file, you will need o chak Add Bank and
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A AN AR AR e IR i e RE AT S 1D s d an s
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Ll 1=dizdgm

LB Y [ R BN BT R DR LIRS e R R R

Eank Info
Cunk marme
Sevouril Lepe Selecl Sovounl Typu <
Eiulicg: rin e

Aot nim aer

=t R L

If the sysiern mubicates wo bhave been pmd by the NCAA prensouddy, the baok
mibrnation we oavently bave oo fle for you will be thown Pleade be snore that
miormation B comect or entex any changes by cheking Modify Baok

Fras-dlthanahm

CarerBmk. Uigppmand Uidein

Haudnoae i o)
L e Lomr
Sidmiee ey e B

Asmspars IR

b v p

12 Onre all expexsie, addvess aml bank miformahion 13 complete, cick Sobmmt to file your
expente report.  You will recave an emmnl amfinnatun that the eport was submatied
Ymmallniﬂlnwﬂnsﬁman]mhmplga_

13 If the expense report shonld be pand o your esbinium, botmest or confevence, choose
Orgpanrzation field, and chooge the cmrect one fiom the st Faymenit made o an
oramzation do oot need o provide addres or bank memation
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14. Tl you forpet sn expere? If you find you've forpoiten to clann an expente after yom
gydtem  Amny report elimble to have 3 fimpoiten expense clammed, wnll have a Create Imk
avalsble m the Secondary Expexre Repmt colonm. That ophion will ooly be available
after the pramary expente repost has hesn approved and snbowtted for payment

K the Seconidary Expersle Rrport optimn 12 not avalsble, contact the travel depatient
and an admstiment to the repost can be made.

= pElm e ¢ deuba

Trips

e min -
L e T ko (
Taxal greap = Vaadag cwmin Faairg k<zdon Wiel | Ml b Trrsd rpd Pruwy Czosua Rapas Sezorcay Copdoe Sa

[T T AT T T il [ waste Fooma Wi e =om K
Homra® st d aasy T
Edelird Lapprd
In "3y LA TN NAE A VA ID A,

WUCT EHed - Hg] = EVHART |3 DT UL R T TR AT A CE SR I TTOR U
dpataert [EEEFRE T BTN AL R RLAREG T LN B 0 B R, R
b ed o pagrern Fowtrp oy wk wid i S rryre

K you have trouble namy the system, pleate contact the tavel depariment at travel (focas ore @
3179116757
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