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This manual was originally drafted for the American Mock Trial Association by Dr. Jo Ann Scott

2006-2007 Regional Tournaments Committee:

Kristofer J. Lyons, Chair

Dan Haughey 

Dr. Barry Langford 

David W. Nelmark

Dr. Ruth Wagoner

Dr. Sara Zeigler

A. Introduction – This manual serves as a quick reference for regional hosts. It is by no means comprehensive, but simply highlights the materials most relevant to hosts.  For detailed information on AMTA Rules and Policies, please consult the AMTA Rulebook, available on the web page.

Please direct questions to  Kristofer J. Lyons, Chair, Regional Tournaments Committee at 319.465.5448 or 319.481.7963. 

B.  GENERAL INFORMATION---PRE-TOURNAMENT PLANNING


1.  Download the AMTA Rulebook and Tabulation Manual (Step-by-Step Guidelines) from the AMTA web page

2.  Download the Spirit of AMTA Ballot and Participant Evaluation Form from the AMTA web page.  The Spirit of AMTA Ballots will be used by your AMTA Representatives and the Evaluations must be distributed to and collected from all participants (one per team) at the conclusion of the tournament.


3.  Reserve space and recruit judges as EARLY as possible.


4.  Contact Schools

a.  During the fall, the Regional Tournaments Committee will assign the schools that will attend your regional. The Regional Tournaments Committee Chair will also provide you with contact information for all teams assigned to your regional site.

b.  Only the Regional Tournament Committee may assign teams to sites or confirm assignments.  Teams inquiring about space or assignments should be referred to the Regional Tournaments Committee Chair.

c.  If a team arrives at registration prepared to compete but does not appear on your assignment list, contact the Regional Tournament Chair immediately.  In most instances, the team will NOT be permitted to participate.

d.  The following information should be provided to attendees by mail, e-mail, or website, as early as possible to facilitate travel arrangements and budgeting

               

1.  Local hotel accommodations

                

2.  Transportation to regional site

                

3.  Campus map

                

4.  List of area restaurants

                

5.  Schedule of events, including time, location, and dates

                

6.  Airport transportation

                

7.  Time, date, and place of tournament


    

8. Parking information

5.  Ensure that campus facilities are prepared prior to teams arriving for registration.

6.  At a time prior to the Regional Tournament, usually a week or two prior, the ballots and trophies will be shipped to you, our host.  Open and inspect the shipment from Crown Trophy. (Contact Ryan at Crown at 859.266.3872 or Susan Ewing at the AMTA Office)if the order is damaged or incomplete.  The order will arrive at least one month prior to the tournament.

The order for trophies should contain the following: 

· 10 All- Regional Witness Awards

· 10 All – Regional Attorney Awards

· 5 Team Place Finish Awards

· 1 Spirit of AMTA Award

7.  Open and inspect the shipment from AMTA.  It should contain two sets tabulation cards and ballots.  Make sure that you have sufficient tabulation cards for two sets (two per team, plus extras in the unlikely event that your AMTA Representative makes an error). Also count the ballots, which will arrive pre-collated. The rule of thumb on this is 15% more than the number of teams in competition per round. For instance, if you are hosting a 20 team regional, your minimum amount of ballots needed for competition would be 80, plus 15%, for a total of 94 ballots. 

C.  JUDGES – Judge recruitment is your top priority once the date of the regional is confirmed by the Regional Tournament Chair. Judge recruitment is the most challenging aspect of hosting a regional and insufficient judges result in many complaints from participants.

1.  Recruit for three (3) judges per trial per round.  Two judges will score, one will

         
 preside.  Two judges per trial per round is the absolute minimum.  In addition, you should anticipate that approximately 20% of your judges will cancel shortly before the tournament and should seek to recruit more judges that you actually need.  In the unlikely event that you have more judges than needed, you may designate a fourth judge as a “commenting” judge who completes a comment sheet (a ballot without page 5) and leads the oral critique.  If you offer CLE credit, it is important to honor that commitment for all judges who appear.

a.  Contact your state bar association and request use of its e-mail list serve or mailing list.  Also investigate the possibility of awarding CLE credit for judging.  Contact your state bar association for details.  

b.  Request mailing lists or directories from the local bar association.

c.  Contact prosecutors, the defense bar, legal aid societies, court clerks, and judges located within a reasonable driving distance.

d.  Contact law schools.

e.  Ask anyone who is willing to judge if he/shecan suggest other attorneys who might also volunteer to judge.

2.  Priorities in assigning judges

a.  The goal is to have a combination of three practicing attorneys, or sitting Judges to act as judges per trial, per round.

b.  Each team in competition must have at least one coach available to judge for them in the event of shortages. These coaches should know of this, but, in the event that they do not, the AMTA Representative will explain to that coach the consequences of refusing to Judge.    We don’t actually require that – some teams don’t have coaches.  How about

All coaches have an obligation to serve as judges in the event of shortages.  Refusing to serve carries significant penalties and the AMTA Representatives may impose such penalties as necessary.

c.  Coaches may not judge their own teams.

d.  Coaches should be evenly distributed in judging assignments at qualifier and national events so that when coach judging is needed it is spread through as much of the field as possible.

e.  In the event that you have two independent judges per round, you should not use coaches to create a three judge panel.

f.  Judges may evaluate two different teams from the same school, but judges should not be assigned to the same team twice.  If such assignment is unavoidable, assign the judge to watch the team on the opposite side of the case.

g.  Pair attorneys with law students or educator coaches.

h.  Please provide the judges with refreshments and treat them well.  

3.  Recruitment time line  Revise to appear as bullet lists

a.  Two months prior to the tournament:  send out initial e-mail/mailing.

b.  One month prior to the tournament:  follow-up e-mails or mailings, 

             
 emphasizing least subscribed rounds.

c.  Two weeks prior to the tournament:  send judges' packet including campus map, schedule, case summary, stipulations, charges (if criminal case) or complaint and answer (if civil case), judges' executive summary, rules of evidence and procedure.

d.  One week prior to the tournament:  reminder calls, prepare and complete judges' cards.

C.  SCHEDULE

1.  AMTA allows a great deal of flexibility with the scheduling. We only ask that once you set a schedule, you keep it, so that attending programs are not confused as to when to be at what locations. 

2.  We also ask that you allow at least one hour between the end of one round and the captains' meetings of the subsequent round.

D.  BYE-BUSTER POLICY


The Regional Tournaments Committee will make every effort to assign an even number of teams to tournaments. Should there be an uneven number of teams, an AMTA Representative will supervise the formation of a “bye-buster team” according to AMTA policies.

E.  CAPTAINS' MEETINGS

1.  An AMTA Representative will supervise the Captains’ meeting at each tournament.  The host should inform the AMTA Representative if any special rules regarding courtrooms or facilities should be observed

    
2.  Team captains are responsible for keeping their teams on schedule.

3.  Ballots should be unpacked, counted, and delivered to the captains' meeting room prior to the first captains' meeting.

F.  JUDGES' MEETINGS

1.  AMTA recommends that tournament hosts use the name card system to identify judges and to keep track of those individuals who participate as judges.  Please create an index card for each judge with the judge's name, title (attorney, law student, etc.), and rounds pre-entered on the card. .

2.   Because AMTA policy requires that a neutral party (someone without teams in competition) assign judges, the AMTA Representative will make final assignments, with the assistance of someone familiar with the local judging pool.  Judges should not be assigned to rounds until their arrival is confirmed.  

3.  Hosts should provide the equipment necessary for AMTA Representatives to conduct the Judges’ Orientation.  Please download the materials from the AMTA web site and take note of the technical requirements for the presentation.  

G.  REGISTRATION

   
1.  Registration should be scheduled at least one hour before the first round.

2.  You should collect rosters from each team.  The rosters should include team numbers, the names of team members, including timekeepers, a list of team members who serve as alternates or who compete on only one side of the case (and thus are potentially available to serve on bye-buster teams) and the names of coaches or designated tab room representatives.

3.  Once registration is completed, the AMTA Representative will pair the round in accordance with AMTA policy.

H.  FOOD SERVICE

   
1.  Providing food to participants is optional.  Please provide participants with 

 information on local restaurants or on-campus dining facilities and schedule sufficient time for students to obtain food between rounds. Note: For some participants, this is a matter of medical necessity. 

    
2.  AMTA provides a stipend to hosts to cover the costs of providing refreshments 

         
to judges.  Provide food and beverages at each judges’ meeting.

I.  ORGANIZING AND PREPARING FACILITIES

1.  Ensure that campus facilities are prepared prior to the tournament.

2.  Make sure that you have after-hours access to all needed facilities or contact numbers for public safety/facilities services to avert/resolve any problems with room access.

3.  If possible, there should be tables and chairs for judges and participants rather than student desks.  Please have tables and chairs set up prior to the round.

4.  You will need separate rooms for tabulation, captains' meetings, judges' meetings, and the opening ceremony and the awards assembly.  Thus, in addition to one room per trial, you need four other rooms.

5. Please make sure that rooms are accessible by wheelchair.  If not, please be prepared to accommodate disabled judges or participants.  Please ask participants to inform you of any special needs in advance of the tournament.

J.  TABULATION ROOM

   
1.  Supplies needed include:  Do a bullet list here

         

-At least one banquet size table, but three are preferable

· Chairs for workers

· Manila envelopes (11 x 14), scissors, marking pens, 6 x 8 team cards, paper, something to use to post pairings, correction tape or fluid (white-out) and scotch tape

· Calculators

· Spirit of AMTA Ballots (download from AMTA web page), one copy for each team, plus extras

· Trophies---sent directly from Crown Trophy.  Contact Ryan Tyson at Crown 859.266.3872 or Susan Ewing at the AMTA Office if the order is damaged or incomplete

· Materials from AMTA office, including ballots, tab cards

    
2.  Personnel needed:

a.  You will need at least two workers in the tabulation room in addition to the AMTA Representatives.

b.  You will need to assign people to work the registration table. If you provide meals and require payment for those, be prepared to provide receipts.

3.  You should have access to a printer and copier so that you can print and copy the tabulation summary, which must be inserted in the team ballot envelopes, to be distributed at the end of the closing ceremony.

K.  ROLE OF THE AMTA REPRESENTATIVE: The AMTA Representatives are individuals without teams in competition  Two Representatives are assigned to each regional to supervise meetings, tabulate the results and ensure that all relevant policies are enforced without partiality 

1.  These individuals are either current AMTA Board members, Board candidates or experienced tabulators approved by the Regional Tournaments Committee. You should direct all questions of procedure to these individuals.  

    
2.  Two AMTA Representatives shall be assigned to each regional tournament.

    
3.  Complaints of rule violations must be directed to the AMTA Representative.

    
4.  The AMTA Representatives or his/her designee is in charge of the tabulation 

         
room and all final decisions are at his/her discretion.

L.  PROBLEMS

As always, if there are any questions regarding your regional, and preparation for it, you may call the Regional Tournament chair, at 319.465.5448 or 319.481.7963. If you have any questions regarding your tournament, while it is in operation, you should simply ask your AMTA Representatives. 

