
NOTE: This manual show how I manage show secretary duties.  You are not 
required to follow this manual, but it is a good place to start.

April 7, 2022 LeslieRaulin@gmail.com 1
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CONGRATULATIONS!

• Congratulations on serving as a FADS Show Secretary!
• Your duties will encompass before, during, and after show activities.
• This manual is an addendum to the FADS ShowWare manual; some 

sections might make no sense if you do not have the program and/or 
program manual with you.

• Contact me at LeslieRaulin@gmail.com if you have any questions 
and/or if I forgot anything.

mailto:LeslieRaulin@gmail.com
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SUPPLIES YOU WILL NEED
• COMPUTER AND SOFTWARE:
o Desktop or laptop running Windows software (current version recommended).  FADS ShowWare does 

not run on Apple products.
o MS Access 2013 or later or the free runtime version (see FADS ShowWare user manual for details).
o MS Excel and MS Word
o FADS ShowWare program and user manual.

• FILING SUPPLIES:
o One or two hanging file boxes.
o Hanging files with alphabetical tabs for entry packets, extra hanging files for misc. items.
o If desired, hanging files with a tab for each class (used to file tests before a class is completed).

• ENVELOPES:
o 9” x 12” Kraft envelopes (or clear document protectors) for entry packets (one per entry).

• WHITE ADHESIVE LABELS:

Size Use Resources (Amazon)

1-1/3” x 4” address labels Rider packet labels (or use 2” x 4” labels) Avery 5962 or generic versions

2” x 4” shipping labels Dressage test sheets Avery 5163 or generic versions

• PAPER SUPPLIES:
o 8½ x 11 (standard sized) and 8½ x 14 (legal sized) white paper.
o Optional - Legal-sized colored paper of the colors used on USEF tests (white paper is now the 

standard; however, optional colored paper helps the scoring section track tests):
▪ Introductory - white (can be purchased anywhere!).
▪ Training – pink (click here)
▪ First – blue (click here)
▪ Second – yellow (click here)
▪ Third – lavender (click here Staples)
▪ Fourth – green (click here)
▪ FEI – ivory (click here Direct Supply)
▪ Eventing – gray (click here) or other color

• OTHER SUPPLIES:
o Show ribbons (available through FADS, or use your own)
o Show numbers
o Champ ribbons and trophies, if desired (not available through FADS)
o Black and red pens
o Calculators for scoring (paper tape not required)
o Paper clips
o Tape
o Push pins
o Any other office supplies of your choice

• SHOW OFFICE: (if not already at the show location)
o Canopy or tent
o Table(s)
o Chair(s)
o Table, bulletin board (and push pins) or wall (affix with tape) for scoring posters

NOTE: for $99 a year, you can get a subscription to MS 
Office 365 that includes all the MS Office programs.

https://www.amazon.com/Avery-Laser-Labels-Mailing-White/dp/B00BT33VCG/ref=sr_1_7?keywords=avery+5962+labels&qid=1579881753&s=office-products&sr=1-7
https://www.amazon.com/Avery-Shipping-Printers-Permanent-TrueBlock/dp/B00004Z6LV/ref=sr_1_7?keywords=avery+%225163%22+labels&qid=1579882044&s=office-products&sr=1-7
http://www.amazon.com/Boise-Fireworx-Colored-Multi-Use-Powder/dp/B001AFM7ZK/ref=sr_1_5?s=office-products&ie=UTF8&qid=1418124374&sr=1-5&keywords=8-1+2+x+14+paper+blue
https://www.amazon.com/Hammermill-Colors-Legal-Sheets-103317R/dp/B008JFXRIU/ref=sr_1_8?ie=UTF8&qid=1459268991&sr=8-8&keywords=8.5%2Bx%2B14%2Bpaper%2Bblue&th=1
http://www.amazon.com/Boise-MP2204-CY-FIREWORX-20-Pound-Crackling/dp/B001AFK92I/ref=pd_sbs_op_3?ie=UTF8&refRID=1WFNSG1QE0JTB2869GJN
http://www.staples.com/HammerMill-Fore-MP-Color-Paper-8-1-2-inch-x-14-inch/product_640197?cid=PS:GooglePLAs:640197&ci_src=17588969&ci_sku=640197&KPID=640197&lsft=cid:PS-_-GooglePLAs-_-640197,kpid:640197,adtype:pla,channel:online&gclid=CK74gNeT0swCFcYfhgodGV8Eqw
https://www.amazon.com/Hammermill-Colored-Printer-Colorful-103374/dp/B000CCXZPI/ref=asc_df_B000CCXZPI/?tag=hyprod-20&linkCode=df0&hvadid=167145009796&hvpos=&hvnetw=g&hvrand=16865493409426449896&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9061285&hvtargid=pla-275320015861&psc=1
https://store.directsupply.com/Product/fireworx-colored-paper-20lb-8-1-2-x-14-flashing-ivory-500-sheets-ream-11474297?quantity=1&utm_campaign=Product_Feed%2csurfaces&utm_source=google&utm_medium=organic&utm_content=surfaces_across_google
http://www.amazon.com/Domtar-Colors-Earthchoice-Opaque-Paper/dp/B008UWVS5G/ref=sr_1_1?s=office-products&ie=UTF8&qid=1418124798&sr=1-1&keywords=8-1+2+x+14+paper+gray
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• PLANNING THE SHOW:

o SHOW OFFICIALS: Establish show manager and show secretary, and perhaps a show committee.

o SHOW OFFICIAL ROLES: Establish roles for show manager, show secretary, and perhaps other roles 
(volunteer coordinator, awards person, advertising person, hospitality, etc.).

o SHOW VENUE: If needed, obtain a venue for the show.  If needed, determine venue fee and get a 
contract for the venue (usually done by show manager).

o FADS SHOW:  Determine if your show will be on the FADS Show List.  This document assumes yes!

o OBTAIN FADS SHOWWARE:  Get FADS ShowWare via the FADS Webmare (= FADS Webmaster) (info in 
next pages) and learn the program (it is easy!)

o AWARDS:  Determine what awards will be provided.  Usually this is 1st through 6th place ribbons, with 
no classes larger than six riders (excluding HC rides).  If you will offer your own ribbons, order them in 
a timely manner.  If you will offer FADS ribbons (available at cost), let the FADS Webmare know in a 
timely manner.  Determine if you will give champion ribbons and/or trophies.  You will need to order 
these as they are not provided by FADS.  Click here for a good source for ribbons, etc.

o PRIZE LIST: Write and approve prize list – sometimes the show manager writes the prize list, 
sometimes the show secretary writes the prize list.  This may involve multiple drafts and approvals of 
multiple people.  It will state show date, opening date, closing date, classes/tests to be offered, fees, 
location, general rules for the show, awards, etc.  A sample prize list is on the FADS website.

o JUDGE: Hire a judge (usually done by show manager).  For a schooling show, an L judge or higher is 
recommended.  Determine judge fee and get contract with judge.  A sample judge contract is on the 
FADS website.

o INSURANCE: Obtain insurance for the show.  This should cover the venue, the venue owner, show 
officials, volunteers, etc.

o HOLD HARMLESS / RELEASE FORM:  If not already available, prepare a show hold harmless / release 
form.  This is not available via FADS as it is a legal document that should be prepared with care.

o HOSPITALITY:  Determine if you will serve food and beverages at the show.  Prepackaged items can be 
sold/provided without a permit.  If you plan to sell/provide prepared food, obtain necessary state and 
local permits.  Ensure the insurance covers the sale/provision of prepared foods if you will provide 
them.  NOTE: This does not include prepared food for volunteers.

o ADVERTISING: Determine how riders will find out about your show.  FADS shows are advertised on the 
FADS website.  Usually this is the only necessary advertising.  However, you may want to advertise on 
other online show sites, The Equiery, a flyer at local tack/feed stores, etc.

BEFORE THE SHOW

PLANNING THE SHOW

https://www.hodgesbadge.com/
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BEFORE THE SHOW

• REFERENCES – All show officials should review the following information:
o USEF DR (Dressage) Rules (click here).  Your show should follow these rules as much as possible.
o FADS INFORMATION FOR FARMS (click here).
o FADS ShowWare page on the FADS website (click here).

• FADS SHOWWARE - Obtain and learn FADS ShowWare:
o Complete and submit the online FADS ShowWare Agreement Form 

(click here, at the bottom of the page). 
o The FADS Webmare will then email you the FADS ShowWare program 

file and user manual file.
o Read the manual and become familiar with the software.
o NOTE: Use of FADS ShowWare is required for FADS shows.

REFERENCES, FADS SHOWWARE, SHOW DATE, ADD A SHOW

• SHOW DATE – Determine the date of your show.  Click here for how to 
coordinate your show date with other FADS shows and other local shows.  
The FADS website provides a calendar with FADS shows, other schooling 
shows, and local licensed shows.  This calendar will help you select a show 
date that is not “competing” with other shows for riders.

• ADD A SHOW – Read about the procedure to submit your show to the FADS Webmare by submitting the 
appropriate online forms (click here).  The forms are:
o FADS FARM AGREEMENT:  Submitted once at the beginning of each FADS show season.  This form 

covers the very few “requirements” to hold a FADS listed show.
o LONG FADS SHOW FORM: The first time you submit a show, use this form to provide complete 

information to the FADS Webmare.
o SHORT FADS SHOW FORM:  After you have used the LONG FADS SHOW FORM for a show, you may 

use this shorter form to submit subsequent shows if only the show date, opening date, closing date, 
tests offered, and judge have changed.

https://www.usef.org/forms-pubs/F3p8pgrWgAo/dr-dressage-division
http://www.frederickdressage.org/information-for-farms.html
http://www.frederickdressage.org/fads-showware.html
http://www.frederickdressage.org/fads-showware.html
http://www.frederickdressage.org/1-how-to-add-a-show---date.html
http://www.frederickdressage.org/2-how-to-add-a-show---forms.html
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BEFORE THE SHOW

• FADS WEBMARE ACTIONS - After you submit the FADS FARM AGREEMENT and the FADS LONG/SHORT 
SHOW FORM, the FADS Webmare will:
o Verify you have selected a good show date.
o Ask any questions she may have about your show.
o Add your  show to the FADS Show List
o Create a show web page for your show (see next page).

FADS WEBMARE ACTIONS

Typical FADS Show List
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BEFORE THE SHOW

SHOW SECRETARY VERIFIES SHOW’S WEB PAGE

Typical FADS Show Web Page

• SHOW SECRETARY VERIFIES SHOW’S WEB PAGE:
o The FADS Webmare will notify you when your show’s web page has been published.
o Review the page to ensure all information is correct.
o Submit a “mock” entry to yourself to ensure the Online Entry Form is set-up properly.
o Inform he FADS Webmare of any needed corrections.

NOTE: Use of 
the FADS 
Online Entry 
Form is 
required.

NOTE: Your 
show’s FADS 
web page can 
be customized 
for your show.  
Provide info 
via email to 
the FADS 
Webmare.

NOTE: If your 
show is a USDF 
Regional 
Schooling 
Shows Awards 
program 
and/or a 
VADA/Nova 
Partner show, 
inform the 
FADS 
Webmare as 
data for these 
programs need 
to be added to 
your online 
entry form.

NOTE: Upload 
of Coggins and 
hold harmless 
form is 
optional.  Let 
the FADS 
Webmare 
know if you 
want this 
feature.



April 7, 2022 LeslieRaulin@gmail.com 9

BEFORE THE SHOW

PRIZE LIST, HOLD HARMLESS FORM

• PRIZE LIST:
o When the prize list for your show is 

completed, email it to the FADS Webmare 
(click here for a prize list template that you 
may use, but are not required to use).  

o It can be an emailed file or a link to your 
web page.

o The FADS Webmare will post a link to the 
prize list on your show’s web page.

• HOLD HARMLESS FORM:
o Email your hold harmless form to the FADS 

Webmare.  There is no FADS template for the 
hold harmless form as this is a legal document 
you should write with your attorney.

o It can be an emailed file or a link to your web 
page.

o The FADS Webmare will post a link to the hold 
harmless form on your show’s web page.

NOTE: Example only.  Write 
your own document with the 
help of an attorney.

http://www.frederickdressage.org/uploads/3/7/3/8/37380471/fads_prizelist_template.docx
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BEFORE THE SHOW

RECEIVE ENTRIES

• RECEIVE ENTRIES:
o When your show opens (and hopefully not sooner, although riders can submit early entries), you will 

receive emails similar to the following:

o Click the email to 
open the entry:

= Data to be entered into FADS ShowWare

NOTE:  If the show is a participant in the USDF Schooling 
Shows Program and/or is a VADA/Nova Partner show, there 
will be more data to be entered. 

o Using reply, email the entrant to let them know you received the entry.
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BEFORE THE SHOW

ENTER DATA INTO FADS SHOWWARE

• ENTER DATA INTO FADS SHOWWARE:
o Open your show’s FADS ShowWare file (see FADS ShowWare User Manual).  In this example, the show 

will be 30 April 2022 (2022-04-30) at Blue Horse Farm (BHF) so the file has been named 2022-04-
30_BHF_FADS-ShowWare-Ver2022.4_PROGRAM.accde.  The file should have been saved in the 
C:/Users/Public/FADS folder.

o The program file for your show opens.

o Tab 4 – Riders, Horses: As in the user manual, for this entry enter the Rider and the Horse data.  
o Tab 5 – Tests, Classes: If the rider requested a test or class that is/are not built into FADS ShowWare, 

as in the user manual create a new Test and/or a new Class.
o Tab 6 – ENTRIES …:  As in the user manual, use 6.A.1. Add New Entry Form to create an entry for this 

entry.
o You have created your first FADS ShowWare Entry!

o As you receive new entries, enter their data into FADS ShowWare.

NOTE:  When entering RIDER REQUESTS, type 
the information so it is easy to be used/sorted by 
you when you are scheduling.  For example, if 
the rider wants a morning ride, start with “AM”  
so you can later sort by AM (or PM) If the rider is 
trailering with a person, type their last names in 
both riders’ entries.
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BEFORE THE SHOW

FILE THE SHOW ENTRIES

• FILE THE SHOW ENTRIES:
o Before you start receiving show entries:

▪ Using MS Word Mail Merge (or other program) prepare rider packet labels using 1-1/3” x 4” labels 
(or 4” x 2” labels), as in the diagram.

▪ Affix a label to about 40 9” x 12” Kraft envelopes, as in the diagram.

o After an entry is entered into FADS ShowWare, using a pencil (so you can re-use the envelope for your 
next show), hand write in the Rider, Horse, Fee, Bridle Number, and Tests.  Also with a pencil, check 
the box adjacent to Paid, Coggins, and Release when each of these items are received (this could be 
before or during the show).

o Print the emailed entry so it is readily available to you at the show and is also easy to archive.
o Put the entry packet documents into the Kraft envelope, affix the bridle number with a paper clip, and 

file in a hanging file box with alphabetical hanging files.
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BEFORE THE SHOW

SCHEDULE THE SHOW, NOTIFY FADS AND RIDERS

• SCHEDULE THE SHOW:
o Tab 7. Scheduling: After the show is closed (you may extend the closing date if you want more time 

for entries, just notify the FADS Webmare), use Tab 7. Scheduling to schedule the show, as in the user 
manual.

• NOTIFY FADS AND RIDERS:
o Tab 8. Notify FADS and Riders: After the show is scheduled, use Tab 8. Notify FADS and Riders by 

providing three files created by FADS ShowWare:
1. 8.1.A./B. Order of Go Report
2. 8.2.A./B. Classes in Show Report
3. 8.3.A./B. Rider Ride Times Report
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BEFORE THE SHOW

PREPARE DRESSAGE TEST SHEETS

• DETERMINE # OF TEST SHEETS NEEDED:
o Use 9.A.1. Test Count Report to determine how many test sheets you 

need for each test.

• PRINT DRESSAGE TEST SHEETS:
o The dressage test sheets are on the internet.  You will need to 

download and print them double-sided on legal-sized paper.  
o You may use white or specific colored paper (see the FADS ShowWare 

user manual for the correct colors and links for purchasing the paper).
o Click here for links to the dressage tests sheets (posted on the FADS 

website).
o Print the test sheets you need using legal-sized paper and duplex 

(double-sided) printing.  Print one or two extra sheets in case of errors, 
entry changes, etc.

• PRINT TEST LABELS:
o Use 9.A.2 Test Labels Report to print labels for the dressage sheets.
o Use white 4” x 2” labels.
o Affix the labels to the tests.

NOTE:  Perform this step the evening before the show.  That way, 
most show changes (scratches, test changes, rider changes, horse 
changes, etc.) will be completed before you prepare the test sheets.

http://www.frederickdressage.org/info-dressage-tests.html
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BEFORE THE SHOW

PRINT SCORING POSTERS, DETERMINE RIBBONS NEEDED

• PRINT SCORING POSTERS:
o Use 9.B.1. Scoring Posters Report to print score posters for the show.

NOTE:  Perform this step the evening before the show.  
That way, most show changes (scratches, test changes, 
etc.) will be completed before you prepare the test sheets.

• DETERMINE RIBBONS NEEDED:
o Use 9.C. Ribbon Count Report to determine 

the number of each type of ribbon you will 
need.

o If you will be using your own show ribbons, 
order lots of them before the show season.

o Alternately, you may request FADS show 
ribbons by emailing your needs to 
LeslieRaulin@gmail.com.  I email you an invoice 
(for actual cost of ribbons + postage) and will 
put the ribbons in a box on my house porch.  
Put your check for the ribbons under my porch 
door mat and pick up your ribbons (2027 
Gapland Road, Jefferson, MD 21755).

o Always have extra ribbons in case you have ties.

mailto:LeslieRaulin@gmail.com
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• SET UP THE SHOW OFFICE
• CHECK IN ENTRIES
• RECORDING THE SCORES
• FILING THE TEST SHEETS
• PLACING A CLASS
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DURING THE SHOW

SET UP THE SHOW OFFICE, CHECK IN ENTRIES

• SET UP THE SHOW OFFICE:
o Set up the show office as you prefer.
o Ensure the show office is easy to find.
o Ensure the scoring posters are easy to find and read.
o Have the show ribbons (and awards, if applicable) with or adjacent to the show office (the show 

secretary may also provide ribbons, etc., or another volunteer may provide this function – details 
later).

o You may or may not use a laptop computer during the show.

• CHECK IN ENTRIES:
o If desired, you may use 10.A.1. Arrival Check 

List Report to check-in riders.

o When a rider (or representative) arrives at the show office:
▪ Obtain payment, if not already received.  Put the check in the Kraft envelope corresponding to the 

entry or in a separate envelope used for all your show checks.
▪ Obtain Coggins, if not already received.  Check that it was done within a year from the show date.  

Also check that the horse name on the Coggins is the same horse name as on the entry.  If they are 
different, change the entry to use the horse name on the Coggins.  You do not need to keep the 
Coggins.

▪ Obtain the hold harmless form, if not already received. Put the form in the Kraft envelope.  Have 
many of these blank forms available for riders as they often do not bring one with them.

▪ After all these items are received, give the rider the bridle number.  DO NOT GIVE THE PACKET TO 
THE RIDER as the packet is your record to be archived.
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DURING THE SHOW

RECORDING THE SCORES, FILING THE TEST SHEETS, PLACING A CLASS

• RECORDING THE SCORES:
o When the scorers complete a test, the points and percent are handwritten on the posted Scoring 

Posters.  Depending upon the show set-up, this may be done by the scorers or by the show secretary.  
Ensure this is done for every test.

o To have a back-up for the scores, the show secretary or scorers may use 10.B.1. Hand Written Score 
Report to also record the scores.

o If a computer is used during the show, the show secretary uses 10.B.2. Score/Place the Rides in a 
Class (this is usually done after the show).

• PLACING A CLASS:
o When a class is completed, hand place the class on the Scoring Posters and the Hand Written Score 

Report by writing 1, 2, etc. in the appropriate place boxes.
o If a computer is used during a show, the class may be place in FADS ShowWare.
o Hand-write the place on the test sheets.

• FILING THE TEST SHEETS:
o After the points and percent are recorded, the test sheet is filed according the Show Management 

procedures.  
o This may entail:

▪ Putting the test sheets in an appropriate hanging file that is labeled with the class name.  Hold the 
test sheets until the class is completed and placed.

▪ Putting the test sheets in a place where riders may pick them up before the class is finished.  Riders 
prefer this method, but it may become difficult to determine who has also received a show ribbon.  
You may want to include a sign that riders may look at the tests but to not take them away if they 
want a ribbon.
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DURING THE SHOW

PROVIDE RIBBONS

• PROVIDE RIBBONS:
o The easiest way to provide ribbons is to use a laundry hanging rack, as in the photo.  
o When a rider receives their test with the place written on it, the rider is instructed to pick up the 

appropriate ribbon:
▪ First place = blue
▪ Second place = red
▪ Third place = yellow
▪ Fourth place = white
▪ Fifth place = pink
▪ Sixth place = green
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• ENTER POINTS INTO FADS SHOWWARE
• PLACE A CLASS
• SHOW RESULTS
• HIGH SCORE REPORTS (OPTIONAL)
• FINANCIAL REPORT (OPTIONAL)
• ARCHIVE ENTRY DOCUMENTS (REQUIRED)
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AFTER THE SHOW

ENTER POINTS INTO FADS SHOWWARE, PLACE A CLASS, SHOW RESULTS

• ENTER POINTS INTO FADS SHOWWARE:
o Using the Scoring Posters and the Hand Written Score Sheets (it is a good idea to cross reference 

them), the show secretary uses 10.B.2 Score and Place Form to enter Points into FADS ShowWare, as 
in the user manual.

o After the Points for a ride are entered, FADS ShowWare automatically calculates the Final Percent.
o If the computer is being used during the show, the show secretary may also enter the before error 

Points, Error Points, and Error %, after which FADS ShowWare will calculate the Final Points and the 
Final Percent.

o Repeat for all classes.

• PLACE A CLASS:
o After all the points are entered for a class, the show secretary uses 10.B.2 Score and Place Form to 

place the class, as in the user manual.
o Repeat for all classes.

• SHOW RESULTS:
o After all the classes have been placed (use 10.C.1. Scoring by Class/Percent Report to verify there are 

no errors), use 11.A.2. Save Results as a PDF File and 11.A.3. Save Results as an Excel File to save the 
two results files needed by the FADS Webmare.  Details are in the FADS ShowWare User Manual.

o The show results files are:
▪ rptResults.pdf
▪ rptResultsForExcel2.xls

o Please do not rename these files before emailing them to the FADS Webmare.
o Email BOTH of these files to LeslieRaulin@gmail.com.
o The FADS Webmare will then post your show results to the FADS Website and will use the Excel file to 

track results for FADS season end awards.

mailto:LeslieRaulin@gmail.com
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AFTER THE SHOW

HIGH SCORE REPORTS (OPTIONAL), FINANCIAL REPORT (OPTIONAL)

• HIGH SCORE REPORTS (OPTIONAL):
o If you want to post high score winners on YOUR web site (they are not posted on the FADS website), 

use the following, as in the user manual:
▪ 11.B.1. Overall High Score Report
▪ 11.B.2. Test Division High Score Report
▪ 11.B.3. Rider Status High Score Report

o Do not post the entire report(s).  Instead, use the report(s) to determine the high score riders and post 
that information on your website.

• FINANCIAL REPORT (OPTIONAL):
o If you want a financial report for your show (do not send it to the FADS Webmare), use 11.C.1. 

Financial Report and 11.C.2. Save Financial Report as an Excel File, as in the user manual.
o The report only shows financials for ride fees.

Last page of report - shows totals.
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AFTER THE SHOW

RIDERS & HORSES DATA TO EXCEL, RSSA DATA TO EXCEL, 
VN PARTNER DATA TO EXCEL, ARCHIVE ENTRY DOCUMENTS

• EXPORT RIDERS & HORSES DATA TO EXCEL:
o If you want to use the riders and horses data from this show for your next show, use 12.A. Export 

Riders Data To Excel and 12.B. Export Horses Data to Excel to export this data as an Excel file.
o For your next show, you may use 2.A. Import RIDERS Data to Program and 2.B. Import HORSES Data 

to Program to use the riders and horses data you have already recorded.
o Details are in the FADS ShowWare User Manual.

• EXPORT RSSA DATA TO EXCEL:
o If your show is a participant in the USDF Regional Schooling Shows Awards (RSSA) program, use 12.C. 

Export RSSA Data to Excel.
o Email the resulting Excel file to the USDF program manager.
o Details are in the FADS ShowWare User Manual.

• EXPORT PARTNER DATA TO EXCEL:
o If your show is a VADA/Nova Partner Show, use 12.D. Export Partner Data to Excel.
o Email the resulting Excel file to the USDF program manager.
o Details are in the FADS ShowWare User Manual.

• ARCHIVE ENTRY DOCUMENTS:
o For Maryland, the statute of limitations for a harmed person lawsuit is three years (click here) or 

another time period (click here).
o Archive the entry packets, particularly the entry forms and the hold harmless forms, so they are 

available in the event of a lawsuit.  Holding them at least five years is recommended by me.

http://mgaleg.maryland.gov/mgawebsite/Laws/StatuteText?article=gcj&section=5-101
http://mgaleg.maryland.gov/mgawebsite/Laws/StatuteText?article=gcj&section=5-105


April 7, 2022 LeslieRaulin@gmail.com 24


	COVER PAGE
	CONGRATULATIONS!
	SUPPLIES YOU WILL NEED
	BEFORE THE SHOW
	PLANNING THE SHOW
	REFERENCES
	FADS SHOWWARE
	SHOW DATE
	ADD A SHOW
	FADS WEBMARE ACTIONS
	SHOW SECRETARY VERIFIES SHOW’S WEB PAGE
	PRIZE LIST
	HOLD HARMLESS FORM
	RECEIVE ENTRIES
	ENTER DATA INTO FADS SHOWWARE
	FILE THE SHOW ENTRIES
	SCHEDULE THE SHOW
	NOTIFY FADS AND RIDERS
	PREPARE DRESSAGE TEST SHEETS
	PRINT SCORING POSTERS
	DETERMINE RIBBONS NEEDED

	DURING THE SHOW
	SET UP THE SHOW OFFICE
	CHECK IN ENTRIES
	RECORDING THE SCORES
	FILING THE TEST SHEETS
	PLACING A CLASS
	PROVIDE RIBBONS

	AFTER THE SHOW
	ENTER POINTS INTO FADS SHOWWARE
	PLACE A CLASS
	SHOW RESULTS
	HIGH SCORE REPORTS (OPTIONAL)
	FINANCIAL REPORT (OPTIONAL)
	RIDERS & HORSES DATA TO EXCEL
	RSSA DATA TO EXCEL
	VN PARTNER DATA TO EXCEL
	ARCHIVE ENTRY DOCUMENTS


