
HOW TO SUBMIT AN APBA SANCTION

ACCESSING SANCTIONS

After you have registered at least 
one sanction, you will also see:

• My Sanctions

To register or manage a sanction, you must 
first log in to your Trackside account.

1. Click Log In.

2. Enter your account credentials.

Once you are logged in, open Sanctions in 
the main menu and you will see:

• Race Schedule

• Register Sanction

Everything related to sanctions can be found 
under Sanctions in the main website menu.

When you are not logged in, the only 
available option will be:

• Race Schedule
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For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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REGISTERING A NEW SANCTION

The first Sanction Request Form collects the 
basic information needed to create the sanction 
and add it to the public Race Schedule.

Enter the following information:
• Sanction Name
• Start Date
• End Date
• Race Contact Name
• Race Contact Email
• Categories
• Location

Once the required information is complete, click Submit.

Submitting this initial form does not send the sanction to APBA Headquarters for approval. 
It creates the sanction, adds it to the Race Schedule with a status of Tentative, and gives 
you access to the complete sanction application.

Select Sanctions > Register Sanction to begin.
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For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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VIEWING YOUR SANCTIONS

You can return to your sanctions at any time by selecting:

Sanctions > My Sanctions

This page displays the sanctions for which you are the Race Contact.

After creating the sanction, you will be redirected to its public Race Schedule page.1
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A sanction may be edited while its status is Tentative. Navigate 
to the sanction and select the Edit tab to continue working on it.3

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.

EDIT
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COMPLETING THE SANCTION APPLICATION

The application is divided into organized sections displayed on the left side of 
the page. A red asterisk indicates a section containing required information.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Event Basics
Use this section to review or update:

• Race Name
• Start Date
• End Date
• Test Date, if applicable

If you change the Race Name, the title displayed at the top of the editing page may not 
change. The updated Race Name is the name that will appear on the public Race Schedule.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Club & Contact
Use this section to enter:

• Conducting Club
• Co-host Club, if applicable
• Race Contact Name
• Race Contact Email
• Race Contact Phone

       Fields with a magnifying-glass icon are search fields.

To select a club, begin typing its name. When the correct club appears in the search results, 
click the club name to select it.

If your club does not appear, contact APBA Headquarters at apbahq@apba.org.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Location
Enter the event location:

• Country
• City
• State
• Body of Water

The APBA Region will be populated automatically based on the location information.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Fields include:
• Directions
• Accommodations
• Prizes

• Registration
• Drivers Meeting
• Entry Fees
• Notes

Public Race Information
This section contains information that will 
be helpful to racers and may appear 
publicly on the sanction or race circular.

The registration and entry-fee fields displayed may vary 
depending on the categories selected for the sanction.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Course & Records
Enter the applicable course and records information.

Start Type is required. You may also provide a description of the course in the Course field.

Under Records at Stake, select each 
applicable option.

Selecting a record option will display 
additional fields to complete, including:

• Surveyor Name
• Chart on File at Headquarters
• Course Approved for Records
• New Chart to Be Submitted

If you select Kilo, a required Time Trial 
Representative field will be added to 
the Officials section.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Event Designations
Use the available toggle switches to identify any special event designations.

Turning on a designation will display a corresponding field in the Categories & Classes
section so you can identify the classes included in that designation.

If you turn on Is a Series, a field will appear for you to enter the Series Name.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Categories & Classes
The categories selected on the initial Sanction Request Form will already be checked.

You may update the selected categories at any time while the sanction remains Tentative.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.

Below the designation 
fields, select every class you 
expect to race at the event.

If you selected an Event Designation, use 
the corresponding field to identify which 
classes are included in that designation.



To enter officials beyond the primary required positions:
1. Locate Additional Officials near the bottom of the section.

2. Click Add Race Official.

3. Search for and select the person.

4. Select the appropriate Race Official Type.

5. Repeat these steps for each additional official.

To remove an additional official, select the three-dot menu     in the 
upper-right corner of that official’s entry and click Remove.
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COMPLETING THE SANCTION APPLICATION

Officials
The required race officials must be entered before the sanction can be submitted for review.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.

The official fields are search fields, 
identified by the magnifying-glass 
icon.

1. Begin typing the official’s name 
or APBA membership number.

2. Continue typing to narrow the 
results. Search results will display 
the person’s first name, last name, 
and APBA membership number.

3. When the correct person 
appears, click the name to select 
the official.



Fees & Administration
There is normally nothing for the Race Contact to complete in this section.

If the sanction application is late, an alert will appear showing how many days late it is.
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COMPLETING THE SANCTION APPLICATION

Medical
Enter the following medical information:

• Doctor or Medical Contact
• Hospital

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.



Use Additional Files for other 
supporting materials:

1. Click Add File.
2. Upload the file.
3. Repeat as needed.

To remove an additional file, select 
the three-dot menu      in the upper-
right corner of the file entry and 
click Remove.
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COMPLETING THE SANCTION APPLICATION

Files
Upload all applicable supporting files.

Files must be smaller than 25 MB. 

Accepted file types are:
• TXT
• DOC
• DOCX
• PDF
• PNG
• JPG
• JPEG

Upload each document in the 
appropriate location:

• Insurance Application
• Club Application
• Course Layout
• Site Photographs
• Event Image

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

Saving Your Work
While the sanction remains Tentative, you may save your progress, leave the application, 
and return to complete it later.

Click Save whenever you make changes.

Instructions for submitting the completed sanction to APBA 
Headquarters also appear at the bottom of the application.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

To submit the sanction:
1. In the right sidebar of the page, locate Change to.
2. Change the state from Tentative to Pending.
3. Click Save.

Ready to Submit for Review?
Before submitting, confirm that all required sections are complete and that the information 
is ready for APBA Headquarters to review.

If you do not see the right-hand sidebar containing 
the sanction status, click the sidebar icon near the 

upper-right corner of the page. Click the icon 
again if you wish to hide the sidebar.

Important: Changing the sanction to Pending and clicking Save 
submits it to APBA Headquarters for review. You will no longer be 
able to edit the sanction unless Headquarters returns it to Tentative.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.
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COMPLETING THE SANCTION APPLICATION

What Happens After Submission?
Once submitted, the sanction status changes from Tentative to Pending.

APBA Headquarters will review the application.

• If information is missing or changes are needed, Headquarters will return the 
sanction to Tentative so you can edit it and resubmit it.

• If the application is complete, Headquarters will obtain the required approvals and 
complete its review.

• Once the process is finalized, the sanction status will change to Approved.

The current status of each sanction appears in the right-hand column of the public Race 
Schedule.

Need Assistance?
If you have questions or need help completing a sanction, 
contact APBA Headquarters at apbahq@apba.org.

For the best experience, complete the sanction application 
on a computer rather than a phone or tablet.


