Application Forms for Dummies
Spring is here and that means filling out a multitude of forms: memberships, clinics and at last the long awaited competitions. Have you ever wondered what happens to all that paperwork once you have put the stamp on it and dropped it in the mailbox? Well some lucky entry secretary has the formidable task of trying to decipher your chicken scratch and deal with your special requests. In an attempt to make the lives of those valuable volunteers more tolerable and to ensure that they don’t run the other way when asked to do the job again, please read on…….

1. READ EVERYTHING – someone has gone to the time and trouble to put the information on paper so that means it is important and it likely applies to you.

2. GET IT DONE EARLY – everyone puts up a new calendar right after the New Year. Make a note on it to get your membership applications filled out and sent off by the end of January. That way when the first clinic or event comes up you will already have your cards.

3. PHOTOCOPY – when you get your membership cards take a few minutes and photocopy all of them – several times! That way when you are asked to provide copies you actually have them and you won’t just scratch your numbers down on the form, leaving the secretary to chase after you for a copy. Copies of your membership cards are mandatory with your entry to every event. It is also helpful to make a few copies of a correctly and neatly completed Canadian Eventing application (you know – the one that you need for every event). This saves you having to do it every time you send in an entry. 
4. COMPLETE THE INFORMATION – if the form asks for your address it means the whole thing – you know, street, city, postal code. Same goes for the phone number – in BC phone numbers have 10 digits and it is helpful if they are legible. These come in real handy for the secretary if, heaven forbid, she has to send you a refund or call you about something.

5. USE THE CHECKLIST - most entry forms have a checklist of stuff that you need to put into the envelope. If you take the time to read it and better still follow it, you will be in the secretary’s good books (sometimes comes in handy if you need a favor later on).

6. EDUCATE YOURSELF – if you are unsure ASK. Look at websites (www.equinecanada.ca, www.horsetrialsbc.com, www.hcbc.ca ), ask your coach, or call the secretary. If you chose the latter and nobody answers the phone leave a clear and specific message – a phone number where you can be reached is real helpful. Page 103 of the 2008 Omnibus has a really good explanation of what you need to join, enter, enclose etc.
7. USE EMAIL- if the form asks for your email address and you have one, please write it down and PRINT VERY CLEARLY. Is it an underscore or a dash? Is it a “u” or a “v”? Is that a dot or just a dab of ink on the paper? These are only a few of the challenges that face secretaries in trying to decipher your email address. If you put an email address on the form be sure to check your email. Entry secretaries are notorious for working late into the night (most of us have “real” jobs too) and email is the easiest form of communication. Nobody wants a phone call at 3 a.m. asking you to please submit whatever it is that you are missing.
8. BE SURE YOU SIGN EVERYTHING – most forms need a ton of signatures: yours (likely in 10 different places), your parent/guardian, the horse owner etc. etc. Be sure that all spots are signed appropriately.

9. KEEP ALL YOUR “STUFF” TOGETHER – if you have a horse passport this is a great place to keep your membership cards. Then invest in a special envelope (cost will be around $1) and put all of your photocopies etc. in it. Keep it in a handy spot. Cards, passports etc. like to live in the truck or the tackroom so you don’t forget them when you go to the event. You probably won’t forget your saddle so if this “stuff” is close by chances are you will remember it too (
10.  JUNIORS – learn early to fill out these forms on your own. Horse show parents have enough to do just worrying that you will get to the finish of the cross country. “My Mom/Dad forgot” is not an acceptable excuse for anything.

11.  ENTER EARLY – most events have a fairly liberal scratch date. So if you know you are planning to go to an event, send your entry early. If you do have to withdraw prior to the closing date that is easier for the secretary to deal with than a flood of last minute entries. Nobody knows how hectic the week before an event is for the secretary except another secretary and maybe the family that she hasn’t had dinner with in days.

12.  SPECIAL REQUESTS – “stuff” happens, sometimes you do need to make a special request – if so, be specific about the request and the reason for it. Most secretaries will try to do what they can to accommodate you. If it can’t be done, accept that and hope for the best next time. Don’t forget a “thank you” (and in some cases even a bottle of wine) will go a long way toward ensuring that the secretary doesn’t get too grumpy – see #5.
If you are reading this and thinking “none of this stuff applies to me – I ALWAYS take the time to do it right” then I applaud you and say Thank you, Thank you!!! Only 2 out of 10 entry forms come to the secretary complete and totally legible so you are in a favored minority. For the rest of you, give us a break – PLEASE make 2008 the year that you are going to fill out all of the forms correctly and submit everything that is required ( 

Happy Eventing
Submitted by:

Margo Kozak
WHAT MEMBERSHIP DO I NEED??
For all events in BC at ALL divisions:

Horse Trials BC – Can Eventing #

Horse Council BC – EC Provincial #

Equine Canada Sport License (EQ Can #) – required for ALL competitors AND owners at ALL levels. See page 17 of the 2008 to determine which level of license (and/or passport) that you require.
