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Introduction

AMTA supplies “AMTA Representatives” to regional and postseason tournaments. AMTA Reps are traditionally Board Members or Board Candidates, but other individuals with experience working in a tabroom are sometimes used. People generally gain their initial tabroom experience by assisting in a tabroom in an unofficial capacity and/or hosting an invitational tournament. By rule, an AMTA Rep cannot be assigned to a tournament that includes a team with which he or she is affiliated. Whenever possible, two AMTA Reps are assigned to each regional tournament and each division at a postseason tournament.  More experienced Reps are generally paired with less experienced Reps. Regional Rep assignments are determined by the Regional Tournaments Committee, and postseason Rep assignments are determined by the National Tournaments Committee.


The role of the AMTA Rep is very different than that of the Tournament Host.  The Host is responsible for all of the non-competitive aspects of the tournament such as setting a schedule, providing lodging and dining information to teams, booking facilities, and recruiting judges.  The Host continues to cover those sorts of details during the tournament and also serves as a representative for the host school or institution.  The most important role of the AMTA Rep is to run the tabroom and determine the pairings for each trial, but AMTA Reps are responsible for all competitive aspects of the tournament. Duties beyond the tabroom include conducting Captains and Judges Meetings and overseeing judge assignments. It is very important for the Reps to stay in close contact with the Host and to work together to make the tournament run smoothly.

Pre-Tournament Duties

Travel Arrangements

The first thing a Rep should do after learning of his or her assignment is to get in touch with the tournament Host.  The Host will be able to provide the schedule for the tournament as well as information about lodging. Hosts often book a block of rooms at a nearby hotel for participating teams. The Rep should ask the Host to include the Rep on any future correspondence to the teams participating in the tournament.  Some Reps find it beneficial to send their own message to the teams to introduce themselves and provide their contact information.  If teams have any questions about rules, etc. it is often easier to deal with them before the tournament starts. 

Before making any non-refundable travel arrangements, Reps should confirm their assignments with the Regional Tournaments Committee Chair or the National Tournaments Committee Chair.  It is not unusual for Rep assignments to change as people discover conflicts with particular dates or assignments. The Rep should make sure his or her travel arrangments allow the Rep to be present from (at a minimum) the beginning of the registration period through the end of the 30-minute review period which begins at the end of the closing/awards ceremonies.  Bear in mind that the awards ceremony frequently does not start on time.


Each Rep should also discuss travel arrangements with his or her Co-Rep.  Reps can often drive to a tournament together or share a rental car.   If one Rep is flying to a tournament, the Co-Rep or Host can often provide transportation to/from the airport or to/from the tournament site, which saves a great deal of money.  The reimbursement of expenses for AMTA Reps is one of the most significant costs AMTA incurs and all efforts to minimize reimbursement costs are greatly appreciated.

Training and Information


Before traveling to a tournament, each Rep should review the Tabroom Manual (also known as the Step-by-Step Guidelines) that is available on the AMTA website. Any questions about the manual should be sent to the Tabulation Director, David Nelmark, at MockMaster@aol.com.  The Tabulation Director also often sends out emails to Reps during the regional season which contain frequently asked questions regarding pairings. Reps who want additional practice in pairing can create pairing cards for past tournaments using the tabulation summaries available on the AMTA website. 

http://www.collegemocktrial.org
One thing that all regional Reps need to make sure to print and bring is the current Bid Allocation form that indicates how many postseason bids are available for each tournament.  This form is updated frequently, so it should be printed off shortly before leaving for the tournament.  The other forms and documents needed for the tournament should all be ready for you when you arrive on site, but it is never a bad idea to have backup copies of the following: Spirit of AMTA form, Tournament Evaluation form, Judges’ PowerPoint Presentation, Tabroom Manual, AMTA Rulebook, and the Midlands Rules of Evidence.
On-Site (Facilities and Supplies Check)

When you arrive on-site, there are a number of things you will want to do. First, check out the tabroom and make sure that it has adequate space and supplies.  While most Hosts have a pretty good idea of the space needed to run a trial, they may not realize what is needed for a tabroom.


At least one Rep should try to bring a laptop, but, if neither can, you’ll need to find a computer you can use to type up the tab summary.  You’ll also need access to a printer (and possibly a copy machine) to print off enough copies for each team to get one in the folder with their ballots.  Access to a copy machine is also useful for making photocopies of “All Loss” sheets  as well as making copies of the pairings for each round. 


In the tabroom itself, you’ll want several different colored pens, white-out, paper, calculators, permanent markers, and legal-size envelopes or (preferably) legal-size file folders to use for distributing the teams’ ballots at the end of the tournament.  You’ll also want to make sure there are Spirit of AMTA forms, printed tournament evaluations forms, at least two sets of Pairing Cards, as well as a copy of the Tabroom Manual, the Midlands Rules of Evidence, and the AMTA Rulebook. Each of these is available on the AMTA website.  It is nice to have a copy of these items on a laptop as the search function can help you locate a rule quickly. You may also want to make sure you have some snacks and beverages on hand.  It’s not uncommon for things to get a little crazy and for the opportunity for Reps to grab a meal to be substantially delayed.  When you do get a chance for a break, try to stagger your departures so that someone remains in the tabroom to keep an eye on all the supplies and answer questions for people who visit. 


If you have time, visit the rooms that will be used for trials, as well as for Judges and Captains Meetings.  Make sure there is a projector and computer for the Judges PowerPoint Presentation.  Make sure there will be coffee in the Judges room or at least know the nearest place they can get some. It is also important to note any special needs of any of the teams that could impact their room assignments.  A team may need to be on a particular floor or in a particular building that is handicap-accessible.  Or, a team may just need to be in a larger room due to a local fan following.  Be careful not to give special treatment to the host school however. The Hosts’ teams should not always get to be in a courtroom rather than a classroom or always get assigned to a room that is better (not just bigger) than what the other competitors get to use.  Host should also not get the logistical advantage of getting to just stay in one room throughout when other teams have to move from room to room.  

The Host is in charge of trophies, but it’s not a bad idea to make sure they have arrived and are intact.  It’s not uncommon for them to need minor repairs.  If the order is damaged or incomplete, contact Ryan Tyson at Crown Trophy (859-266-3872) or Sara Zeigler (859-622-4389).
Tournament Duties

Registration

The Host may have adequate volunteers to assist with registration.  If so, the AMTA Reps can focus on getting the tabroom ready and discussing the division of other duties such as which Rep will run Captains, which Rep will instruct Judges, etc.  If the Host needs a hand with registration, please help out.  It is imperative to make sure that whoever runs registration collects a roster for each team.  These rosters are necessary for determining individual awards at the end of the tournament and are useful for forming a ByeBuster team if the need for one arises.  (See the Tabroom Manual for all the details on forming a ByeBuster team if it becomes necessary.) As teams check-in they should also be reminded of the time and place for the opening meeting. If a team arrives that is not scheduled to appear, contact the Regional Tournaments Committee Chair immediately. 

Opening Meeting


Each tournament should have an opening meeting for all of the participants.  Either the Host or a Rep can emcee this meeting, but both Reps should be introduced so the team members know who to look for if any problems arise.  Specific things to mention at the opening meeting include the time and place of the first round Captains Meeting and the location of the tabroom.  The opening meeting is often the best time to conduct the random draw to determine the first round pairings and room assignments.  More information about the procedures for pairing the first round can be found in the Tabroom Manual. 

Captains Meetings


Ordinarily, one AMTA Rep should conduct the Captains Meetings.  It is recommended that the same Rep conduct all four Captains Meetings so that the students know what to expect and the Rep knows exactly what was said in prior meetings.  In some regions, the Host has been conducting Captains Meetings for years.  If this is the case, it is permissible to allow the Host to continue to do so as long as the students know where to locate a Rep if any disputes arise.  The Host is not to rule on any disputes over demonstratives or other matters.


Before each Captains Meeting, check with the Co-Rep and Host to see if any specific announcements have to be made.  If there have been any questions or disputes regarding particular rules in previous rounds, the Captains Meeting is a good time to make sure everyone is on the same page.  


The following things take place at each Captains Meeting:

1. Roll Call

2. Announcement of Pairings/Room Assignments.

3. Sharing of Demonstratives (the Rep will rule on any disputes that arise).

4. Choosing Witnesses (in the order dictated by the case materials).

5. Signing of a Character Evidence form (if applicable). 

6. Handing out ballots for the round (don’t forget to bring them to the meeting).

Additionally, there are certain things that are unique to the Captains Meetings for particular rounds.

Round 1

If the random draw for Round 1 pairings was not done in the opening meeting, it needs to be done now. (The pairings for later rounds are all completed in the tabroom.) Also make sure that Captains are clear on the location of the tabroom and the procedure for transporting the ballots to the tabroom.

Round 2


Round 2 is probably the easiest Captains Meeting to conduct.  The round is side-constrained (so there are no coin flips) and there are no materials to hand out or collect.

Round 3


In Round 3, the AMTA Rep needs to administer the coin flip(s) to determine which team represents which side of the case in each trial. See the Tabroom Manual for more details. The Rep also needs to hand out the Spirit of AMTA forms which are pre-filled out (by the Reps) with each team’s opponents during the first three rounds.  Stress that no team will get their Round 4 ballots until their return their completed Spirit of AMTA form to the Round 4 Captains Meeting.

Round 4


Hand out ballots to each team only as you collect their Spirit of AMTA form.  Bring some blank Spirit of AMTA forms and a list of the pairings for rounds 1-3 so teams can complete a new form if they lost theirs.  Hand out the Tournament Evaluation forms and ask teams to bring them to the awards ceremony. This should be collected as each team approaches to collect their ballots after awards are completed. Be sure to announce the location of the awards ceremony and to hand out printed directions if the ceremony is at a different site than the tournament.

Judges’ Meetings

Ordinarily, one AMTA Rep should conduct all of the Judges’ Meetings. This provides a consistent set of instructions which, at least in theory, helps with consistent scoring and evidentiary rulings in each round. It is permissible for a Host or other volunteer to conduct the Judges Meetings, but the Rep should be present to make sure the PowerPoint Presentation is used properly and to answer any questions that arise. 


The most important aspect of the Judges Meeting is to thank everyone for volunteering.  Without their efforts, the tournament would not be possible.  The Rep serves as the face of AMTA and needs to convey a positive impression of the organization. 


The bulk of the Judges Meeting involves going through the Judges PowerPoint Presentation.  At most tournaments, a projector should be provided to display the images that appear on the computer screen.  If a computer or projector is not available, a hard copy of the slide show can be used to take through the information. While questions can certainly be answered, it is advisable to stay on script as much as possible. Providing a lot additional information can result in the meeting running long.  Providing personal thoughts about scoring can also create controversy as different coaches think different things are important. Do bring at least one copy of an actual ballot so that the judges can see what they will be using. 


If judges are working at multiple rounds of the tournament, it is permissible to tell them to come just 10 or 15 minutes before the next round to get their assignments so that they do not have to sit through multiple Judges Meetings. 


Before each meeting, talk with the Host and Co-Rep to see if there are any announcements to be made.  Be sure to get all the details on meals for judges, parking reimbursement, or any other benefits that are provided. Also, check with the person who has been “checking in” the blue ballots at the door of the tabroom. If there have been any frequent problems (such as using fractions or failing to list the character names for witness awards) these should receive special emphasis in the next Judges Meeting.

Assigning Judges


In addition to running Captains and Judges Meetings, the Reps also need to oversee the assignment of judges to particular trials.  Although the Reps are ultimately in charge of the assignments, it is often necessary to rely on a Host or other volunteer to provide information that is needed for making the assignments. Hosts generally have a better idea of which judges are experienced, which judges cannot observe certain teams, etc.  Although the Host can work with the Rep in making assignments, the Rep should make the actual assignments, especially for rounds involving the Host’s teams or for assignments involving alumni of the host school.


If one Rep is conducting the Judges Meeting and another is running the Captains Meeting, it is difficult for a Rep to also assign the judges.  The best way around this problem is to start Captains ten minutes before judges.  The Captains Meeting can be done quickly and the Rep can then head to the Judges room to begin making assignments using the check-in list compiled by the Host, Co-Rep, or another volunteer. 


AMTA recommends making an index card for each judge.  This card should list (at a minimum):


1. The rounds the individual is scheduled to judge.


2. The team numbers of any teams the person cannot judge due to conflicts.


3. Whether the person has indicated a preference to preside or score.


4. Whether the person has requested to be paired with a particular individual.


5. The team numbers the person has been assigned to judge in each round.


In assigning judges, the most important thing to keep in mind is conflicts. A person cannot judge a team he or she coaches nor any team that he or she judged in a prior round of that same tournament.  As such, the person who will be assigning judges, needs a list of the pairings for the round. Having already judged a team in a prior tournament or a second team from the same school in the current tournament is not deemed a conflict.  Alumni should not judge their alma maters if their attendance was recent enough that they would be able to identify the team is being from their alma mater. If a judge is uncomfortable judging a team for any reason, such as working with the parent of a team member, that conflict should also be avoided.  


The best method to help avoid conflicts is to assign judges with a lot of conflicts first.  Then “fresh” judges can be used to fill in the rounds that the other judges could not be assigned to.

Also, only assign judges who have actually checked-in for the meeting.  If you start with the list of people that are supposed to be there, you’ll end up making a lot of last minute adjustments. 


If you have a large pool of judges and plenty of time to ponder assignments, try to pair up experienced judges with less experienced judges and try to assign better judging panels to higher ranked rounds.  If you have good three-judge panels, it is best to assign them to the better rounds.  However, if you have two experienced judges in a crucial round, don’t assign a rookie judge just to fill out the panel. An experienced judge usually will not have any trouble presiding and scoring.


At some tournaments, a few coaches may have to be used.  Coaches are used only to fill out two-judge panels.  Thus, if any round has three judges, no coaches should be used anywhere.  Coaches, obviously, should not judge their own teams.  If possible, try to avoid having coaches judge traditional rivals or teams that have already faced the coach’s own teams.  Coaches should be split up so that, if possible, no panel has more than one coach.  Coaches should be assigned from the bottom of the pairings upward so to minimize the number of coaches in rounds that will determine the trophy-winners. In the extremely unlikely event that you cannot make two-judge panels (even when using all coaches, alumni, etc.) assign one-judge panels beginning at the bottom of the pairings.  If this happens, the single judge’s ballot is doubled for the team results and for individual awards. 

Announcing Panels

Once the judges’ assignments have been made, you need to announce the panels.  If a judge has stated a preference for presiding or just scoring, announce who will be presiding in the round. Explain that if no one is deemed the presiding judge, the panelists should decide amongst themselves who will preside.  Please remind the judges that the same person should preside throughout the trial.


There are a number of tips for making the announcements of the panel easier:


1. Announce the names of the judges for a trial before announcing the room where the trial is taking place. Judges perk up when they hear their own name and then listen for the room, but they are likely to miss the room number if that is read first. 


2. When you call judges’ names, ask them to raise their hands.  That let’s you know they are really present (it’s not unheard of for a judge to sign in and leave, especially when CLE credit is offered) and it helps the judges to identify one another and pair up as they head to their courtrooms.


3. If you are running on or ahead of schedule, ask everyone to stay until all the panels are announced.  That makes it easier to correct any problems or move people around if something is wrong.  (It’s tough to find judges to swap to resolve problems if some rounds have already started before panels for other trials are released.) One error that is fairly common is accidently assigning the same judge to two different trials.


4. If you are running behind schedule, you can release the panels as you call them.  If you do this, however, save the three-judge panels until the end of the announcements.  You’ll want these trials to start last as you may need to duck into those rooms to swap a judge if there is a conflict in another room that slipped through the cracks. 

 
Because it is not uncommon for a swap to be needed, one Rep should remain in the Judges Meeting room for a few minutes to make sure there are no problems.  The other Rep can head to the tabroom right away in case anyone shows up there with a problem. Also, even if it doesn’t appear that you will need coaches to judge, know where you can find at least one or two to use in a pinch.  If a conflict is noticed late and the other trials have already started, someone will have to step in for the judge with the conflict and you don’t want it to be you or your Co-Rep. 

The Tabroom











The procedures you need for the tabroom (including everything you ever wanted to know about pairings and tiebreakers) are in the Tabroom Manual.  It also contains a list of the duties for each specific round.  


One duty the Tabroom Manual does not discuss is the splitting and distribution of the ballots. The official AMTA ballot has carbonless pages.  Pages 1-4 have one yellow sheet and one white sheet.  Page 5 has three blue sheets.  After the tabulators have added up the ballots, the pages of the ballot should be separated.  The plaintiff/prosecution gets all of the white sheets and one of the blue sheets from each judge.  The defense gets all the yellow sheets and one blue sheet from each judge.  The top blue sheet stays with AMTA. At the end of the tournament, each team should have 16 white sheets (4 from 2 judges in each of 2 different rounds), 16 yellow sheets, and 8 blue sheets (one for each judge that scored the team.)


It is good to get all the ballots split and stuffed (into file folders or envelopes) before the next round’s ballots come in.  This keeps the tabroom organized and makes it easier for coaches to find their teams’ ballots during the periods they are allowed to be in the tabroom.  There are many different ways to go about tearing and stuffing the ballots, so just make sure everyone on the tabroom is on the same page with whatever process you choose.  If some ballots are separated right away, others are not separated until after individual awards are done, and still others are separated after tabbing but before individuals, it gets crazy.


Reps should try to keep tabrooms open as much as possible.  It gives coaches a chance to ask questions and helps with transparency issues.  At an absolute minimum, the tabroom has to be open for a 30-minute period after the pairings for each round are completed.  Tabrooms are also traditionally kept open anytime that tabulation of ballots is not occurring.  It is permissible to have the tabroom open during tabulation after rounds one through three if the people adding the ballots do not find it too distracting.  AMTA Reps are encouraged to have the tabroom open when pairings are being conducted so that people can learn about the process.  


When the tabroom is open, each team is allowed to have one coach in the room.  Additional coaches are allowed at the Rep’s discretion.  Teams without a coach in attendance can choose one representative to be in the tabroom.  This representative must stay the same for the course of the tournament.  If a tabroom visitor becomes a distraction and does not follow the instructions of the AMTA Rep, the visitor may be excluded.    



Closing/Awards Ceremonies


After all the individual and team awards are determined, they will be announced at an awards ceremony.  This is the Rep’s chance to thank the Host as well as any other volunteers and tabroom assistants. Let the teams know that there may be some errors in the tab summary because it is was compiled quickly.  Teams can email the Tabulation Director with any corrections, and the official version that goes online will be updated.  Also remind teams that a Rep will remain on site for thirty minutes after the ballots are distributed to hear any requests for review of incorrect fourth round results or tiebreaker applications.  Thirty minutes after the ballots are handed out, all results are deemed official.


After the thank-yous, announce the individual and then the team awards.  While one Rep is making the announcements, the other can hand out trophies. The Tabroom Manual contains the procedures needed for calculating individual and team awards. Announce which teams will be traveling to a National Tournament and which have earned bids to the Championship Tournament.  No school can earn more than two bids.  Bid allocations may be influenced by results in other tournaments, but, unless told otherwise by the Tabulation Director, assume all teams (except the third or fourth finishers from a single school) are eligible and award bids accordingly.






If you have more individuals who win attorney or witness awards than you have plaques available (which is common), do not give plaques to award winners whose teams have advance to another tournament.  They can receive their plaques there and save AMTA the individual shipping costs. 


At the end of the awards ceremony, hand out the folders (or envelopes) of ballots to the coach or captain of each team.  Don’t hand them out until the team has turned in its evaluation form.  The evaluations can be anonymous, so you will need a separate list of team names/numbers to check them off as they are submitted. Do NOT distribute ballots to teams during the competition or have judges distribute them at the end of the rounds.  Although this is done at some invitationals, it is contrary to AMTA policy. 

Post-Tournament Duties


Once the tournament is over, you (or your Co-Rep) needs to stay on-site for 30 minutes in case any protests arise.  In that time you should:


1. Make a list of any attorneys or witnesses who won awards, but who did not receive plaques.  That list needs to get to Susan Ewing who will mail out the plaques.


2. Figure out the best way to get the tabulation summary to the Tabulation Director.  The Director needs that information absolutely as soon as possible.  Email is preferred, but if you don’t have access to email, please fax a hard copy right away and then follow up with an email later.


3. See if the Host needs any help wrapping things up.  Our Hosts do us a tremendous service (as do the Reps) and we want to make sure they are appreciated.


4. Fill out your Tournament Evaluation form.  It is different from the form the teams fill out.


5. Mail the top sheets from all the blue ballots (commonly referred to as the “tournament blues”) and the tabulation cards in their respective envelopes.  You should get more detailed information closer to the tournament about where each item should be mailed. 



Thanks for agreeing to serve as an AMTA Representative.  Your service is incredibly valuable and is greatly appreciated.  If you have any questions about your role, please don’t hesitate to ask. 

