[image: image1.png]Examples of proper and improper formatting:

Required Columns:

Team Name must be less than 40 characters long and formatted exactly as it wil
be listed. The system will not make any changes tot if the name is less than 40
characters.

First Name must be less than 15 characters long and formatted exactly as it will
be listed. The system will not make any changes to it if the name is less than 15
characters.

Last Name must be less than 20 characters long and formatted exactly s it will
be listed. The system will not make any changes tot if the name is less than 20
characters.

Birth Date must be less than 10 digits long including back slashes. You may not
use hyphens. Birth Date can be listed as either MM/DDIYYYY or MM/DDIYY.
Gender can only be listed as a single character, M for male/boy and F for
femalelgirl

Address must be less than 42 characters long and formatted exactly as it will be
listed. The system will not make any changes if the address is less than 42
characters long.

City must be less than 20 characters long and formatted exactly as it will be
listed. The system will not make any changes if the city is less than 20
characters long.

State must be in abbreviation format, it cannot be spelled out. For example,
Virginia is invalid but VA is acceptable.

Zip Code must be less than 10 characters long. For example: 12345-6789 or as
the standard 5-digit zip code, 12345.

Optional Columns:

Email must be less than 50 characters long and formatted exacty as it will be
listed.

Home Phone must be less than 30 characters long including hyphens and
parenthesis. Phone numbers must be listed as xx-xxx-xxxx. If the data is
entered differently, the system will ry and adjust to the proper formatting.

Work Phone must be less than 30 characters long including hyphens and
parenthesis. Phone numbers must be listed as xx-xxx-xxxx. If the data is
entered differently, the system will try and adjust to the proper formatting.

Cell Phone must be less than 30 characters long including hyphens and
parenthesis. Phone numbers must be listed as xx-xxx-xxxx. If the data is
entered differently, the system will try and adjust to the proper formatting.
Registration Number must be less than 20 characters long. The system will not
make any changes if the number is less than 20 characters long

Acceptable Columns (will not be noted if missing;

Middle Name must be less than 15 characters long. The system will not make
any changes if the name is less than 15 characters.

Maternal Last Name must be less than 15 characters long. The system will not
make any changes if the name is less than 15 characters.




