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Requesting a USMS Sanction or Recognition for an Event 
During the process you will indicate that you want to request a sanction or a recognition, and your 
request will automatically be routed to the appropriate LMSC Sanctions Chair. 

Any sanction or recognition fees, if charged by an LMSC, will still have to be submitted separately and 
you will receive instructions at the end of the submission process. But all event- related information, 
including documents such as a meet announcement (event details, order of events, accompanied by the 
entry form), should be submitted as outlined in this online process. 

This tutorial will cover the following steps: 

1. Entering the Event Information 
• Sanction or Recognition 
• Requestor’s contact info 
• Event date and title 

2. Entering the Contact Information 
• Event Director 
• Data Coordinator (optional) 
• Head Referee (optional) 
• Other (optional) 

3. Entering the Venue 
• Search for a venue in the database 
• Add a new venue 

4. Entering the Meet Entry Information 
• Meet web site 
• Online entries website 
• ***Effective December 2021:  COMPLETE THIS FORM to submit the required meet 

announcement and any supplemental documents for your application request. If you have 
questions, please contact events@usmastersswimming.org.*** 

5. Reviewing your submission 
6. Submitting updates once request has been approved 

  

  

https://www.surveymonkey.com/r/FF327WQ
mailto:events@usmastersswimming.org
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Begin the process as follows: https://www.usms.org/volunteer-central/guide-to-local-operations/event-
management/pool-meet-management/sanction-application-process  

 

 

 

 

In the large footer of 
usms.org, select “Sanction 
an Event” under Pool and 
Open Water Events. 

Review the sanction 
application process 
information, and when 
you’re ready to begin your 
request click “Sanction an 
Event Application” 

https://www.usms.org/volunteer-central/guide-to-local-operations/event-management/pool-meet-management/sanction-application-process
https://www.usms.org/volunteer-central/guide-to-local-operations/event-management/pool-meet-management/sanction-application-process
https://www.usms.org/volunteer-central/guide-to-local-operations/event-management/pool-meet-management/sanction-application-process
https://www.usms.org/volunteer-central/guide-to-local-operations/event-management/pool-meet-management/sanction-application-process
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In the following example, we are going to be requesting a sanction for an event. 

Someone can also enter an event that is USMS recognized or sanctioned by another FINA organizing 
body using the same forms. Just select your preference in the “Sanction Type” field and the event will 
be reviewed appropriately. 

Note that requests must be approved by the LMSC Sanctions chair, to avoid spam postings. 

Blue Text Indicates A Required Item 
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Click to advance when 
done 
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Enter the meet director’s 
contact information. Please 
provide at least an email 
address or phone number 
to ensure that this person 
may be contacted. You 
may enter additional 
contacts, such as the data 
coordinator or head 
referee on the next screen. 

Click to advance when 
done 
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Click on “Add Contact Info” 
to add additional contacts 
as needed. If you do not 
wish to have any of the 
contacts’ information 
displayed on the calendar 
of events, uncheck the 
“Display Information 
Publicly?” box.  

Once you have completed 
adding your contacts, you 
may advance to the next 
step. 

If you do not want to add 
more contacts, click to 
advance when done 
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We have a database of 
venues. First search the 
database to see whether 
your venue is already 
there. If it is not, you can 
add it to the database. You 
will need to know the 
name and full address 
(including zip code) of the 
facility to add a venue to 
the database. 

We are searching by state 
in this example, although 
you can search by “Venue 
Name” (or part of the 
name) as well. 
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Our venue is already in the 
database, so we will 
choose it 
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Confirm that this is the 
correct venue. You may skip 
to Page 14. 

If your venue is not in the 
database, you will need to 
add it. Click the “Add Your 
Venue” button. 
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Adding a New Venue 
 

 

The blue fields are required; 
all others are optional 
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Review the information and 
click to add the venue 
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  Enter as much information about the event as possible.  

You are required to upload a meet announcement (event details accompanied by the entry form even if your event 
will not be taking paper entries). This allows the Sanctions chair to review the entry information (such as order of 
events) before granting the sanction. 

*** Effective December 2021:  COMPLETE THIS FORM to submit the required meet announcement and any 
supplemental documents for your application request. 

If you have questions, please contact events@usmastersswimming.org.*** 

This information is included in the acknowledgment section, which can be seen on the next page. You will not be 
able to submit your application without agreeing to run this event according to the USMS Sanction Requirements. 
Continue to next page… 

 

 

https://www.surveymonkey.com/r/FF327WQ
mailto:events@usmastersswimming.org.***
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USMS Sanction Requirements 
View the full requirement displays: 

• SANCTION REQUIREMENTS 
• RECOGNITION REQUIREMENTS 
• OPEN WATER SANCTION REQUIREMENTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will need to check the 
box acknowledging that you 
agree to run this event 
according to the USMS 
Sanction Requirements 

https://www.usms.org/comp/sanction/print_requirements.php?type=SP
https://www.usms.org/comp/sanction/print_requirements.php?type=RP
https://www.usms.org/comp/sanction/print_requirements.php?type=SOW
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Uploading required and supplemental documents (Effective Dec. 2021) 
*** Effective December 2021:  COMPLETE THIS FORM to submit the required meet 
announcement and any supplemental documents for your application request. 

If you have questions, please contact events@usmastersswimming.org.*** 

 

 

 

 

 

 

 

  

After uploading your documents 
and reviewing the information, 
select an option to move forward. 

Click the blue “COMPLETE THIS FORM” link to be taken to a series of steps 
to upload your required Documents. 
 
Note: the "document upload step" is done on the SurveyMonkey platform. 
Once you click the link, a separate browser window or tab will open for the 
document upload steps. (See next page for screen shots) 

Once you upload your document(s), go back to the original window or tab 
to complete the submission process.  

https://www.surveymonkey.com/r/FF327WQ
mailto:events@usmastersswimming.org.***
https://www.surveymonkey.com/r/FF327WQ
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Screen Shots of the Submit Documents for USMS Sanction/Recognition Request Form  

 

https://www.surveymonkey.com/r/FF327WQ


Page 18 of 23 
Last updated 1/6/2023 

 

 



Page 19 of 23 
Last updated 1/6/2023 

 

 

Select “Choose File” to upload your 
document 
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After uploading your documents 
and reviewing the information, 
select “DONE” to complete and 
submit.  
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Once you are satisfied with 
the information provided, 
click on “Submit Final 
Information” and the request 
will be routed for approval. 

This is where you can review 
everything you just entered. 
Click on the different 
headings to review the 
information you entered 
within that page. You can 
“Edit Information” from each 
section if needed. 
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Your request has been submitted to your LMSC Sanctions chair. The Sanctions chair will contact you to 
provide details on any further LMSC requirements (such as a sanction fee). 

Reminder: COMPLETE THIS FORM to submit your required meet announcement and additional 
documents for your application. 

 

 

 

 

 

If you have submitted your online application and COMPLETED THIS FORM to submit your required 
meet announcement and additional documents for your application, at this point you are done and you 
may close your browser to exit the application. 

===== 

 

 

 

 

 

 

  

You may click on “Submit 
Another Request” to submit 
an additional request or you 
may close the browser to exit 
the application. 

You may request a printer-
friendly form for your 
records. You may use this 
printer-friendly form to 
accompany any fees required 
by your LMSC. 

https://www.surveymonkey.com/r/FF327WQ
https://www.surveymonkey.com/r/FF327WQ
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Submit Revisions 
After your event has been approved, you may find that you need to update information. Please contact 
the USMS Event Services team to further assist.  

 

 

 

 

 

  

  

  

  

 

 

 

 

 

mailto:events@usmastersswimming.org
mailto:events@usmastersswimming.org
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