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I. Introduction 
 This handbook is designed to provide detailed information to individuals interested in hosting a USNETO /   
 TREC-USA sanctioned event or activity. It may also be used as a guide for unsanctioned events.
 
USNETO / TREC-USA will be referred to as TREC-USA for the purpose of this handbook. 

TREC-USA Events may be open to TREC-USA members only or to the general public. Members only events 
are perks of being a TREC-USA member and include trail rides on private farms, special training 
opportunities, and access to other riding and driving events. Public events are designed to provide activities 
for existing members, attract newcomers to the sport, and to encourage potential members to join by 
reaching a wider audience.

II. Event Rules 
A. TREC-USA Rulebook 
     In addition to official TREC competitions, workshops, and training days, TREC-USA includes   
     activities such as obstacle courses, orienteering courses, recreational trail rides and drives,  
     promotional activities, and Judged Pleasure 
     TREC Rides and Drives. The rules set forth in the USNETO / TREC USA Sports Rulebook apply 
     to all events hosted by or sanctioned by the organization. Unrecognized events are encouraged 
     to follow the rules in the rulebook to aid in the continuity of the sport.  Some events may have 
     additional guidelines.Orienteering will need a specialized map and a technical 
     delegate to assist in designing the course.

B. FITE International TREC Competition Rules 
TREC-USA generally follows the International TREC Competition Rules put forth by the 
International Federation of Equestrian Tourism (FITE) for the purposes of teaching, 
training, and hosting official TREC competitions in the United States. 
C. TREC-USA Ridden and Driven Obstacle Specs and Scoring Sheets 

TREC-USA has posted official obstacle specs and score sheets modified to include Levels I-IV online at (Ridden) www.trec-usa.org under What is Trec/ Ridden Trec/ obstacle specs and scoresheets, or (Driven) www.trec-usa.org under What is Trec/ Driven Trec/ obstacle specs and scoresheets.

III.  Application to be a Recognized Event
Organizers are encouraged to apply to have their event recognized by TREC-USA.  An Event may be either an official TREC-USA Event (put on by the organization) or a Member Organized Event. Any TREC-USA Member may apply to organize a TREC-USA recognized Event.

A.Benefit
1. General Liability Coverage for the Event 
2.Use of the TREC-USA Name and Logo in Promoting the Event 
3.Organizer Support and Tools 
4.Posting on the TREC-USA Event Calendar.
5. Posting on TREC-USA facebook, website and newsletters. 
B. Application Process 
    	1. Complete the Online Event Application Form at www.trec-usa.org / Member Resources / 
    Organize an Event. 
a. Application deadline:  Applications to hold a recognized event must be submitted at least 30 days before the event. This allows TREC-USA enough time to arrange for committee approval, listing on the event calendar, insurance, and advertising,
b. Organizers must agree to: 
Adhere to the TREC-USA Rulebook and FITE International TREC Competition Rules as well as the guidelines outlined in this document:
            .      c    A $25.00 deposit is due at the time of application. If the TREC-USA Board declines 
the application this fee is refundable. Once the application is approved this fee will 
go toward the event fee.
             2.The individual or group  organizing the event must meet the following requirements; 
       a.  Organizer(s) must be member(s) of USNETO / TREC-USA. 
       b.   Applications will be handled on a case by case basis. First time applicants may be 
           asked to provide a written reference from someone familiar with their equine event 
           organizational experience. 
3. Obtain Approval of the Board and/or Event Committee.
a. TREC-USA Events are NOT to be combined with events sponsored by other businesses or organizations without express permission from the Board. 
b.   First time organizers must work with a recognized TREC-USA Technical Delegate (for official TREC USA Competitions) or a TREC-USA member experienced in the type of event being planned (Clinics, Workshops, and Recreational Events).Lists of TDs and other recognized officials are available on www.trec-usa.org under the TREC-USA tab, and under Member Resources on the “Organize an Event” Page. 
c. Instructors may be experienced TREC members or instructors from other disciplines.

C. Pay Event Fee. 
       	1.Event Fees for recognized events are set by the Board and are subject to change.
        	2.Event fees cover the event insurance and promotion on social media.
        	3.Event Fees are due 2 weeks after the event is approved. 
        	4.Event Fees as of October 2021
Ridden and Driven Events: 1 Day $100 / 2 Consecutive Days $175 
Unmounted Workshops: 1 Day $50 / 2 Consecutive Days $87.50 
Once an event is approved, TREC-USA will notify the organizer and submit the event details to the insurance company*. TREC-USA will post the event on the Event Calendar, Newsletter and social media pages and will be available to assist organizers in planning as needed. 
IV. Insurance Requirements 
There are responsibilities that must be attended to by the event organizer to ensure that the event is fully protected under our policy.
1  .Any event involving a live animal (including in-hand demonstrations) must carry event       insurance and will be billed at the same rate as a Ridden/Driven Event. 
2.  IF a location/facility has its own insurance equal to or greater than our coverage limits, AND they add us as an additional insured, AND they get the certificate of coverage to TREC USA treasurer two weeks in advance of the event so that our underwriter can review and approve, then event fees may be reduced by 50%.
 3.  TREC-USA’s insurance  policy coverage includes one set up day and one take down day per event for organizers and volunteers. This coverage does not extend to participants, their property or animals during this timeframe. Full event coverage starts at 12:00 AM the day of the event and ends at 11:59PM the final day of the event. If the organizer chooses to permit participants to arrive earlier or stay later than the covered timeframe, it is the responsibility of the organizer to let the host venue know that they are not covered under the TREC-USA policy insurance for this time. Additional days of insurance may be purchased if needed. Organizers will need to let participants know that they will need to make arrangements directly with the host venue if they are participating in an activity outside the event, and agree to abide by the venue’s rules. 
V. Organizer Responsibilities 
A. Set Entry fees for the Event
1. Entry Fees are set by the Event Organizer. 
2. Organizers are encouraged to offer 2 entry fees (a lower TREC-USA member fee and a  higher non-member fee) to encourage participants to become TREC-USA members.        
           3.    If the organizer / host venue has its own members, then organizers may offer 3 tiers of 
     entry fees, and suggest that they offer 2x their member discount to TREC-USA 
     members. There should be a method to join TREC-USA available at every  
  event (registration form, flyer, etc). 

B. Before The Event: 
1.   Familiarize yourself with the policies in this handbook, and the TREC-USA Event Sport  
       Rulebook.
2.    Make sure there is an event contact person with a working means of communication   
        during the event. 
3.   Confirm that insurance coverage is in place prior to the event. 
 	4.    Report any changes to the event  date or insurance needs to TREC-USA as 
       outlined in Section 4 above. 

C. At The Event: 
1. Ensure that State Liability Disclaimer Signs are posted in a visible area.
2. Provide a copy of the TREC-USA Sport Rulebook at registration to help verify that all participants are aware of the rules. Encourage participants to follow the Trail Etiquette and safety guidelines. 
3. Use the forms provided for Registration and New Memberships. 
4. Be sure to record the date of each participant’s coggin’s test and make sure they sign both the registration/ Liability forms, as well as any other forms required by the host farm. 
D. After The Event: 
Organizer agrees to comply with normal accounting/record keeping and to do the following within 5 days of the event: 
1. Reporting Requirements
a. Submit an Event Report online at http://trec-usa.org/event-report-form/ Send waiver and registration forms to TREC-USA. 
b.  Send membership forms, waiver forms, registration forms, and monies collected to TREC-USA, P.O. Box 213, Laurinburg, N.C. 28353
c. Provide copies of receipts for all membership payments. 
d.  Membership form must clearly indicate the form of payment.  
      2.  Record Keeping Requirements;
Maintain all records of the event for a period of one year in the event of an insurance claim.
VII. Additional Event Organizer Rules 
A. Event organizers may not compete in any TREC-USA Competition that they are hosting. 
B. A judge may not ride or drive in the same division that they are judging.
C. Family members of judges and organizers may participate or compete in the event. 

VIII.   Scheduled Date Changes / Cancellations / Refunds 
Event organizers are strongly encouraged to avoid rescheduling or canceling publicized events. However, there are times when rescheduling or canceling an event becomes necessary. 
A.Early Change Requests and Fees 
1. An organizer should notify TREC-USA  about rescheduling and/or changing event details (including cancellations) at least 1 week before the event. 
2. It is the responsibility of the organizer to communicate the changes to TREC-USA for insurance purposes, and to communicate any updated information to participants who have pre-registered or RSVP’d. 
3. Once TREC-USA has notified the insurance company and the coverage change has been confirmed, TREC-USA will see that the requested changes are applied to the calendar, web-site, social media and upcoming scheduled emails (if they fall within a relevant time frame). 
4. TREC-USA will charge the organizer a fee of $20 per change request for these services. 
B. Last Minute Cancellations / Schedule Changes 
1. The insurance company operates during regular business hours M-F 9-5:00pm Eastern Time. In order to change your coverage to another date or to cancel in such a way to qualify for any type of refund, the event organizer must notify TREC-USA by 3pm the day before the event, or for Saturday and/ or Sunday events, cancellations or changes must be made before 3pm on Friday. We recommend making the call as early as possible  for us to be able to contact the insurance company prior to the start of the event.   
2. If the organizer notifies TREC-USA within the required time frame needed to contact the insurance company, the organizer will have the option to choose one of the following: 
a.  Cancel the event for partial refund of the event fees paid (see section 7). 
b.  Schedule a new date. Scheduling changes will incur an additional $20 fee for changes to the calendar, website, social media and upcoming scheduled emails (if they fall within a relevant time frame).
      3.   If the organizer DOES NOT notify TREC-USA within the required timeframe, they forfeit all 
monies paid towards event fees and insurance and will have to re-apply to put that event 
back on the schedule.
IX. Refund Policies 
A. Refund of Event Fees: 
If the organizer notifies TREC-USA within the required timeframe to notify the insurance company and the organizer chooses to cancel the event, TREC-USA will refund $40 per day. 
B.  Refund of Entry Fees: 
Organizers are asked to pay careful attention to the following rules set forth in the TREC USA Rulebook. It may be to the organizer’s advantage to schedule a rain date at the time of their application. 
1.  Full refunds for entry fees are given if the event is canceled by the organizer without a pre-scheduled rain date, OR if the participant provides a doctor’s note or 
veterinary certificate prior to the event date. 
2.  Refunds for entries are given at the discretion of the organizer if a rain date is scheduled at the time of application. 
X. TREC-USA Name and Logo Usage Guidelines: 
A. All materials presented on the TREC-USA Website and social media pages (with the exclusion 
     of member posts) are the property of TREC-USA and may not be utilized for any purpose       
     without permission by the board. 
B. Use of the TREC-USA name and Logo is permitted exclusively for the promotion of approved 
     TREC-USA events and is granted on a per event basis. 
C. The TREC-USA logo may be used on any printed or electronic advertisement or flyer, email, 
     website, signage, or banner used to advertise an approved TREC-USA Event. 
D. Event Organizers may use the TREC-USA logo for print on any awards to be given out at an    
     approved TREC-USA Event. 
E.  Any person wishing to use the TREC-USA logo or name for any other purpose must obtain 
     permission from the organization. 
F.  The TREC-USA Name and Logo may not be printed or reproduced for resale in any manner,   
      including but not limited to merchandise and clothing, without permission from the Board. 
G.  When organizing and promoting a TREC-USA Event you are acting as a representative of the 
      organization and as such are expected to make every effort to present the organization in a 
      professional manner. 
H.  When utilizing the TREC-USA name and logo, avoid distortion or poor reproduction. Use templates where provided. Seek professional assistance, if needed, when creating promotional graphics.
XI. Privacy Policy / Communications Guidelines: 
A. TREC-USA respects the privacy of our members. 
B. When sending out emails to TREC-USA members please:
1. Contact local members and interested parties with information about events.  
      2.    To maintain privacy, always utilize the bcc (blind carbon copy) format. 
C. When organizing and promoting a TREC-USA event you are acting as a representative of the  
     organization and as such are expected to make every effort to present the organization in a  
     professional manner. Whether communicating with members or to the general public we  
     encourage you to follow these guidelines: 
1. Make every effort to be as clear as possible. Include all details in order to reduce the need for multiple emails and to avoid confusion. 
2.  Assume that every item you send/post/publish is your one chance to make a first impression. Please proofread for spelling and grammatical errors. 
3. Utilize templates where provided. Seek assistance, if needed, in writing copy and event descriptions. 

D.  Follow up emails should only be sent to those who have registered for the event.
 XII. Practical Guidelines for Hosting an Event 
Use the resources provided under member resources. 
If a participant submitted an USNETO issued Disability Dispensation Form with their entry, the organizer needs to ensure that any judge of any applicable obstacle be informed of the dispensation and how that affects the judging.
Reach out to board members or other experienced Event Organizers for guidance and assistance. Start Early. Mind the Details. Be Creative. Have Fun 

















Organizers checklist
Things to do before an event:
·    What kind of event? Fun? Competitive? Clinic? 3 phase, 2 phase or focus on a single phase?
·  Pick a place to hold your event. Your farm or a different venue?
· Pick a date or work with your venue to pick a date. If using a clinician, make sure the date works for them also.
· Raindate? The following day or weekend? Make sure that this is also okay with the venue and clinician.
·  Decide if you want it to be a TREC-USA recognized event.
a.If yes;
·  Apply to USNETO for event approval at least 30 days before the event. 
· Pay the event fee which also includes your event insurance.
b) If not;
·  Will you need to have your own insurance to cover the event and/or venue?
· Determine your event entry fee. Consider the cost of venue, TREC-USA event fees, clinician, other paid personnel, insurance, cost of copies or other supplies needed, ie. awards. Divide your expenses by the number of attendees you are hoping to have and that becomes your base fee. Decide if you want to add an additional amount as a potential profit margin.
· Will you require pre-registration or pre-payment? Pay by mail or pay by online method? We highly recommend pre-registration so you have an idea of the number of participants.
· If a participant submitted an USNETO issued Disability Dispensation Form with their entry, the organizer needs to ensure that any judge of any applicable obstacle be informed of the dispensation and how that affects the judging.
· 
· Advertise! Post on social media. Email your equestrian friends and ask them to forward it. Put up flyers at your local feed stores, tack shops, and stables.
· Will you need a TREC-USA recognized official? For recognized events, you will need at least one recognized judge. Depending on the event you may be asked to have a recognized Technical Delegate.
· How many volunteers will you need? A small clinic may require a registration person. An obstacle event will need a registration person, judges for the obstacles and a scorer. An orienteering competition will need a map maker, registration person, check point judges and a scorer. Orienteering will need a specialized map and a technical delegate to assist in designing the course.
· What will you need to run your event? Obstacles? Numbers for obstacles? Directional flags? Posters for checkpoints? Awards? Etc??
· Paperwork: Make sure to have enough copies for your event.
·  Registration form (TREC-USA’s for a recognized event, or your own for an unrecognized event) and a release form for your venue if they require one.
·  Post a listing of emergency contacts (vet, ambulance, etc) and the state’s liability statute.
· All phases will require competitor numbers, master scoresheets (on poster board).
· Orienteering phase will require a map and a trip booklet for each competitor, a master score sheet and a checkpoint judge's record sheet. Posters to show start and finish, checkpoint pace changes, and directional signs for lower levels. 
·  COP phase will require 2 sheets to record the times and a scoresheet.
·  Obstacle phase will require spec sheet and score sheet for each obstacle being used, numbers for each obstacle, course maps for competitors and a master score sheet.
· If a participant submitted an USNETO issued Disability Dispensation Form with their entry, the organizer needs to ensure that any judge of any applicable obstacle be informed (photo copy or note to go with the score sheet) of the dispensation and how that affects the judging.
· Send out reminder emails to your volunteers. 
· Touch base with your clinician and venue owners.
· Send out welcoming emails to participants with last minute instructions and directions.
· Set up your courses at least a day before your event so that you do not feel rushed.  
During the Event:
· Make sure all judges get correctly positioned with the appropriate paperwork, chair, drink etc.
· Be sure to monitor for any changes in weather or questions about the course.	
After the Event:
If you held a recognized event:
· Send all registration, new membership forms, any fees collected for new memberships and a sheet detailing event results, to USNETO    P.O. Box 213,  Laurinburg, N.C. 28353
· Hang on to all associated paperwork from the event, score cards, master score sheets, etc. for the period of one year.
· Post pictures taken at your event on the TREC-USA facebook page.
If you held an unrecognized event:
· Send all new membership forms and fees collected for new memberships to USNETO      P.O. Box 213,  Laurinburg, N.C. 28353
· Hang on to all associated paperwork from the event, score cards, master score sheets, etc. for the period of one year.
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