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1 Foreword 
The Tennis Europe Junior Tour is owned and regulated by Tennis Europe. 
 
The purpose of this document is as follows: 
 

· To set down the organisational and commercial requirements/terminology for the 
promoter/organiser in respect to the Tennis Europe Junior Tour, and 

 
· To establish the obligations of the promoter/organiser in staging a Tournament part of 

the Tennis Europe Junior Tour, along with the rules with which the promoter/organiser 
must comply 

 
Tennis Europe will assist and advise the promoter/organiser on the implementation of all 
requirements set forth in the Organisational Manual. 
 
This document forms an integral part of the Agreement. Promoter/Organiser will be bound to terms 
within this manual.  
 
Tennis Europe reserves the rights to edit and revise this manual on an annual basis. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CONFIDENTIAL 

 
This document is intended for use by the tournament director, referee and organising body, and 
may not be further distributed.  
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2  General Matters 
 
2.1 Official event title 
The competition shall be called the Tennis Europe Junior Tour.  
 
2.2 Age Groups 
The competition shall be played in the following age groups for Boys and Girls: 
 
16& Under 
14& Under 
12& Under 
 
2.3 Categories 
There are three Categories of events: 
 
Category 1: Top level events, including the European Junior Championships and the Tennis 
Europe Junior Masters.  
 
Category 2: Established events of proven quality and level of entries, and the ITF/Tennis Europe 
Development Championships 14 & Under.   
 
Category 3: First time and Player entry-level events.  
 
Category 1 and 2 statuses are not used for 12 & under events. The under 12 events shall all be 
Category 3. 
 
2.4 Format of the competition 
16& Under - Main Draw Singles & Doubles, Qualifying and Consolation (where is applicable) 
14& Under - Main Draw Singles & Doubles, Qualifying and Consolation (where is applicable) 
12& Under – Main Draw Singles & Doubles and Consolation  
 
2.5 Pre-Event Administration 
 
Entry and withdrawal procedures: they are made by the players online on the Tennis Europe 
website.  
 
Acceptance lists: Once the Entry deadline has passed, entries are sorted based on the new Tennis 
Europe Junior Ranking. Then the National Tennis Association has its “window” to select the 
priorities and their official squads and then the Tournament Organisers have their “window” to 
review the entries and make the final selection.  
 
For the exact details of the above stages, please see below: 
 
Selection process  
 
Acceptance list  
 
For 16&Under and 14&Under events  
 
Following the Entry Deadline� Tuesday 4 weeks (27 days) 14.00 GMT before the Tournament 
week�all entered players are listed in the ranking order according to the Tennis Europe Junior 
Ranking for the applicable Age Group using the latest Ranking list at the time of the Entry Deadline 
(normally the rankings dated 28 days prior to the Tournament week). Unranked players will be 
listed by nation and alphabetically within the nation.  
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For 12&Under events  
Following the Entry Deadline Tuesday 4 weeks (27 days) 14.00 GMT before the Tournament 
week, all entered players will be listed by nation and alphabetically within the nation.  
 
National Tennis Association Window  
During a “National Window”, from Wednesday 04.00 GMT on the day after the Entry Deadline until 
Thursday 24.00 GMT two days after the Entry Deadline the National Associations have the 
opportunity to nominate online at www.tenniseurope.org (login details to be provided by Tennis 
Europe.  
 
May have to nominate:  
 

· A National Squad for each Age Group consisting of 1-2 boys and/or 1-2 girls and one (1)  
National Coach. Nomination of a National Squad is for the guidance of the Tournament 
Organisers in their selection of Organiser Acceptances (OA), and for the hospitality 
requirements for tournaments offering hospitality. It is mandatory that a National Coach is 
named at this time and will travel with the squad if accepted to the event.  

 
· The National Association of the country organising the event may nominate up to two (2) 

National Squads to an event with a 32 player Singles Main Draw, three (3) squads for a 48 
draw and 4 squads for a 64 draw, with one (1) National Coach 

 
· Order all 12&under entries, and any 16&under and 14& under players without Tennis 

Europe Junior Ranking, for selection purposes. Such ordering should primarily be based on 
National Rankings and can also take other factors into consideration.  

 
· Should a player nominated for a National Squad have to withdraw after the “National 

Window” has closed, the National Association may nominate another player to take up this 
position. Such change is for hospitality reasons only and does not affect the acceptance 
status of the player. Similarly the nominated National Coach may be substituted. Such 
change(s) must be communicated by the National Association as soon as possible directly 
to the Organisers, copying Tennis Europe. Changes submitted after the Freeze Deadline 
may be rejected by the organiser or Tennis Europe.  

 
· Failing to nominate a National Squad or to order non-ranked players by the end of the 

National Window, the entered players will be considered with the data available at the Entry 
Deadline.  
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Tournament Organiser Window  
During an “Organiser Window”, from Friday 04.00 GMT three days after the Entry Deadline until 
Sunday 24.00 GMT five days after the Entry Deadline the Tournament Organisers have the 
opportunity to nominate online at www.tenniseurope.org (login details to be provided by Tennis 
Europe):  
 

· Organiser Acceptances (OA) for the Singles Main Draw among the entered players, which 
are not already accepted by virtue of their ranking. The number of Organiser Acceptances 
for each draw size is shown in the table in the Rules and Regulations.  

 
· Tennis Europe strongly recommends the Organisers to use the selection criteria while 

making sure that domestic Organiser Acceptances do not exceed 50% of the total 
positions:  

 
· Always select players nominated for National Squads ahead of other players from the 

same country. 
 
· Select both players if two Boys/Girls are nominated for a National Squad. 
 
· Select all players nominated for a National Squad (Boys and Girls). 

 
· Select one or more of the National Squads nominated by the domestic National 

Association. 
 

· If there are too many National Squads nominated for all to be selected, give priority to 
squads from “nearby” countries.  

 
· For further positions, select players from nearby countries not nominated to National 

Squads. 
 

· Unranked players not nominated for National Squads to be selected in the order given 
by the National Association.  

 
· Organisers may nominate up to twice the number of Organiser Acceptance positions 

shown in the table below. Should one of the nominated players move into the Main 
Draw before the Withdrawal  Deadline by virtue of his/her ranking, the next Organiser 
Acceptance nominated will take the vacant position.  

 
· Failing to nominate Organiser Acceptances by the end of the Organisers Window 

transform these positions into Ranking Acceptances. 
 
The Singles Acceptance Lists (Main Draw, Qualifying and Alternates) are published on 
www.tenniseurope.org on the Monday 21 days before the Tournament week. Entry and 
Acceptance lists are not available publicly during the entry process, National or Organiser 
Windows. 
 
2.6 Visa request 
The local organizers, respectively the National Federation shall handle visa requests. Tennis 
Europe assists whenever necessary. 
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3 Competition arrangements 
 
3.1 Hospitality 
�
Definitions  
 

· Free hospitality is free accommodation, breakfast, lunch and dinner.  
· Accommodation means shared hotel rooms (not private housing) taking into 

consideration the Welfare Policy issued by ITF and supported by Tennis Europe.  
· A National Squad consists of 1-2 Boys and/or 1-2 Girls and one (1) National Coach.  
· For hospitality defined as “Until eliminated”: From the day of the Singles Main Draw 

sign-in until the morning after elimination from the Singles Main Draw, Doubles and/or 
Consolation whichever is later.  

· For hospitality defined as “Duration of the tournament”: From the day of the Singles 
Main Draw sign-in until the morning after the last day of the event.  

 
Hospitality options   
Depending on Category, tournaments are required to offer hospitality for Main Draw players as 
follows:  
 
Category 1 events  
Mandatory, either (option 1 is the minimum hospitality required):  
1) For National Squads: Free hospitality until last member of the squad is eliminated, and for other 
Main Draw Players: Free hospitality until eliminated.  
2) For National Squads: Free hospitality for the duration of the tournament, and for other Main 
Draw Players: Free hospitality for the duration of the tournament.  
 
Category 2 events  
Mandatory, either (option 1 is the minimum hospitality required):  
1) For National Squads: Lunch and Dinner until last member of the squad is eliminated.  
2) For National Squads: Free hospitality until last member of the squad is eliminated.  
3) For National Squads: Free hospitality for the duration of the tournament.  
4) For National Squads: Lunch and Dinner until last member of the squad is eliminated, and for 
other Main Draw Players: Lunch and Dinner until eliminated.  
5) For National Squads: Free hospitality until last member of the squad is eliminated, and for other 
Main Draw Players: Free hospitality until eliminated.  
 
Category 3 events for Age Groups 16& Under and 14& Under  
Optional, either  
0) None  
1) For National Squads: Lunch and Dinner until last member of the squad is eliminated.  
2) For National Squads: Free hospitality until last member of the squad is eliminated.  
3) For National Squads: Free hospitality for the duration of the tournament.  
4) For National Squads: Lunch and Dinner until last member of the squad is eliminated, and for 
other Main Draw Players: Lunch and Dinner until eliminated.  
5) For National Squads: Free hospitality until last member of the squad is eliminated, and for other 
Main Draw Players: Free hospitality until eliminated.  
 
Category 3 events for Age Group 12& Under  
Mandatory, either (option 1 is the minimum hospitality required):  
1) For National Squads: Free hospitality until last member of the squad is eliminated  
2) For all Players: Free hospitality until eliminated  
3) For all Players: Free hospitality for the duration of the tournament 
 
 



Organisational Manual – Tennis Europe Junior Tour  10 

  

Additional hospitality  
Tournaments may offer additional hospitality to the options above, subject to approval of Tennis 
Europe and that the offer is clearly indicated in the Fact Sheet of the tournament.  
Any travel assistance offered shall be arranged only in advance and may be offered to National 
Associations only. It shall not be conditional upon a named player taking part. Travel assistance 
shall not be offered to individual players, neither shall it be linked to a player's success in the 
tournament, nor shall it be conditional on a player's participation in any other tournament. 

3.1.1 Official Hotel 

The official hotels are recommended to be located within a reasonable distance from the site of the 
Tournament.  
 
Costs related to different kinds of accommodation, and any extras (telephone, mini-bar, laundry, 
etc) shall be incurred by the players concerned. 
 
Players of the same gender shall be accommodated in twin rooms with a shower or bath.  
 
Coaches from different nations with the same gender can be accommodated in double rooms with 
a shower or bath. The remaining coaches shall be accommodated in single rooms. 

3.1.2 Meals 

 
Breakfast  to be served at the official hotel. Lunch  to be provided on-site whether it is paid or 
offered. 
 
Subject to the schedule of play, dinner  can either be served at the club or at the official hotels in 
case it is offered. In any case, the procedures by which players and captains can obtain food 
should be clearly established, i.e. vouchers. 
 
Read more about Restaurants/Food/Drinks in section 3.5.6. 
 
3.2 Venue 
The tournament must be staged at a venue with a sufficient quantity of match courts. The official 
hotels must be of a reasonable distance from the venue. 
 
3.3 Courts 

3.3.1 Match Courts 

The number of courts required depends on the duration of the Tournament and on the draw size 
combinations of the Tournament. As a general guide two 64 draws (Boys, Girls) require 8 courts, 
two 48 draws require 6 courts, and two 32 draws require 4 courts. To sanction an event, Tennis 
Europe may modify the draw sizes given the number of courts available. The numbers may be 
reduced for indoor tournaments with the approval of Tennis Europe. Courts should be in the same 
club, although it is acceptable to use the courts of another club in order to reach the minimum 
required, provided it is notified well in advance to Tennis Europe. In such case, transportation must 
be provided.  
All match courts, including qualifying matches, shall be of exactly the same surface. However, in 
the event of bad weather play may be moved to another surface, either under cover or not. 
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3.3.2 Practice Courts 

Practice facilities shall be provided according to the duration of the event and are included in the 
above minima.  
Practice courts shall preferably be of the same surface as the match courts, but this is not 
obligatory. Practice facilities need not be in the same stadium, but transport must be provided. 
Players shall have the opportunity to reserve practice courts and the referee shall ensure that 
satisfactory arrangements are made. 

3.3.3 Scoreboards 

Scoreboards should be provided on all match courts and in a good visible position for spectators.  

3.3.4 Signage behind the Court 

There may be no banners with white or yellow backgrounds behind the end of the court. Half tones 
(i.e. grey) on dark backgrounds are recommended. 

3.3.5 Preparation of Courts 

Clay and loose surface courts must be swept, watered and lines cleared before the start of all 
matches. Clay courts should also be watered and/or swept between sets if requested by the 
referee. Brooms, court sponges and sweepers for clay courts must be available as appropriate for 
preparing the individual court surfaces.  

3.3.6 Chairs & Sun Umbrellas 

Chairs & sun umbrellas must be provided on court for players to use during the changeovers.  

3.3.7 Water/Towels/Resin 

Non-sparkling water must be available on all courts, and if possible, soft drinks should also be 
provided.  
 
3.4 Balls 

3.4.1 Approved balls and Match Balls  

�
The balls to be used at the Tennis Europe Junior Tour must conform to the specifications in the 
Rules of Tennis and be approved by the ITF. Any Tournament must apply to Tennis Europe for 
approval at least 45 days in advance of the event if it wishes to use Ball Types 1 or 3.  
 
In Singles Main Draw, Doubles and Qualifying events there shall be a minimum of three new balls 
for each match. Another three new balls shall be provided for any third set in Main Draw, Semi 
Finals and Finals, although organizers are encouraged to provide ball change for the third set in all 
matches. 
 
For Consolation events there shall be a minimum of three balls for each match, which may be once 
used match balls. 

3.4.2 Practice Balls 

Balls shall be provided for practice. Practice balls may be once used match balls. 
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3.5 Players Services 

3.5.1 Transportation 

It is recommended to the tournament to provide transportation between the nearest airport and 
railway station, the tournament site and the hotel.  
 
During the Category 1 Tournaments (recommended during the Category 2&3), free transportation 
must be arranged between the official hotel and the tournament site. If necessary, this should be 
organised on a regular 'shuttle' basis, approximately every 30 minutes, throughout the hours of play, 
including practice. This means that the transport should be available at least two to three hours before 
the first match is scheduled. Details of the transportation service should be given to players on arrival. 

3.5.2 Accreditation 

The provision of identity badges for players, captains/coaches, officials and organisation staff is 
recommended. 

3.5.3 Player Lounge 

A separate player lounge area should be provided where players and captains can relax. This area 
should be accessible only to players, captains and necessary tournament staff. Fruits, drinks and light 
refreshments should be made available in this area and also the meals can be served there.  

3.5.4 Internet Connection 

It is required that players Computers shall be provided and shall have free Internet access for 
Tournament entries and Withdrawals.  

3.5.5 Locker Room 

A suitable dressing room for use by players only if possible, close to the tournament courts should be 
provided. Facilities must include toilets and showers, adequate supply of toilet paper and should be 
cleaned regularly throughout the day, especially at the beginning of the tournament when more 
players are using these facilities. The locker rooms should have good ventilation and temperature 
control. Showers must have hot water with appropriate reserves for players’ use. It is recommended 
that shelving or lockers are provided for storage of belongings. They should be locked or secured 
when the tournament is not in session. 

3.5.6 Restaurant/Meals 

Restaurant facilities must be available on site. Hot meals should be available throughout the day. The 
meals provided should be suitable for athletes. The system by which players are to obtain food should 
be made known to the players, i.e. vouchers, tickets. 

3.5.6.1 Recommended Food & Drinks  

The event must provide various types of food and drinks recommended below. Furthermore, it is 
suggested that bottled non-sparkling water is provided free of charge at all times in the restaurant 
area, locker room, player lounge, at the practice site and on the match courts. 

 
Breads 
· Whole wheat, French, Italian, pita, cinnamon, raisin, bagels, crackers, etc. 
· Low sugar cereals 
 
Fruits and Vegetables 
· Fresh fruit salad, dried fruits, whole fresh fruits 
· Fresh cut, raw vegetables 
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· Salad bar (tomatoes, potatoes, lettuce, cucumbers, mushrooms, carrots, peas, beans, etc., with 
oil and vinegar-based dressings or oil and lemon). 

 
Protein 
· Chicken/ Turkey 
· Fish: tuna, salmon, halibut 
· Low-fat yoghurt 
· Hard-boiled eggs 
· Low-fat milk 
 
Beverages 
· Bottled mineral water (non-carbonated) free of charge 
· Fruit juices (for purchase) 
· Tofu, non-fat milk, soymilk (for purchase) 
· Carbohydrate and electrolyte feeding drinks: e.g. MAX, Gatorade, Isostar. (for purchase) 
 
Miscellaneous 
· Pasta with tomato sauce or olive oil 
· Baked potato 
· Rice 
· Broth-based soups, onion, minestrone, chicken noodle 

3.5.7 Security 

If special areas are allocated for players only, each player should be issued with a "competitor's 
badge" to be carried at all times, and shown to gain access to these areas.  

3.5.8 Treatment Room (for physiotherapist) 

A separate treatment room must be made available, situated near the courts, or may be a 
partitioned area of the locker room offering privacy, equipped with a hand washbasin, and well 
ventilated to a suitable temperature.   

3.5.9 Fitness Room 

If the venue has a fitness area/gym, negotiations should be made with the club for players to be 
able to use the gym equipment. 

3.5.10 Racket Stringing 

Racket stringing facilities must be available on-site. Players will usually provide their own strings, and 
may be charged a nominal stringing fee. To avoid problems with payment, please insist that the 
players pay for all stringing on delivery of their racquets. Receipts should be available. 

3.5.11 Pay Telephone 

It is advisable to have a pay telephone available for players' use. Players should also be allowed to 
use of one of the fax machines in the tournament office. 

3.5.12 Players Information/Social Activities 

In those countries where English is not the native language, it is essential that English-speaking 
personnel are available to assist the players. Players should be provided with a ‘welcome package’ on 
arrival. This package should contain information about the tournament (meals, official functions etc.), 
a letter of welcome from the Tournament Director and a list of tournament personnel and their contact 
numbers, i.e. transportation, referees’ office, etc.  
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3.5.13 Social Activities 

3.5.13.1 Sightseeing/Evening Entertainment 

Activities outside the tennis court also form an important part in the success of the event. 
Tournaments should list any activities planned in the Player’s Notice Sheet so that the players may be 
informed. Such activities can include sightseeing tours, games, cinema evening (if the films are in 
English), team sport activities etc. 

3.5.13.2 Player Party 

It is recommended that players and coaches be invited to a players party. For maximum attendance, it 
is best to hold such an evening before Saturday. Coaches must accompany their players. 
 
3.6 Officiating 

3.6.1 Referee 

Tournaments including one or more Category 1 events: Minimum ITF White Badge Official and 
approved by Tennis Europe.  
 

· Tournaments including one or more Category 2 events (incl. the Tennis Europe 
Development Championships 14&Under): Must have international experience and a good 
working knowledge in English.  

 
· Tournaments including Category 3 events only: Must have international experience and a 

good working knowledge in English.  
 
If matches are played on two or more venues, there must be a qualified Assistant Referee 
With good working knowledge in English assigned to each venue. 

3.6.2 Chair Umpires + Matches without Chair Umpires  

All tournaments must at their own expense provide Chair Umpires qualified to officiate at the 
applicable level of play and preferably being conversant in English:  
 

· All events: Mandatory for Singles Main Draw Semi-finals and Finals 
 
· Doubles Semi-finals and Finals  

 
· Tournaments must use all reasonable efforts to provide Chair Umpires for earlier round 

matches as well.��
�
For matches where Chair Umpires are not required, tournaments must at their own expense 
provide Assistant Referees qualified to officiate at the applicable level of play and preferably being 
conversant in English to support the Referee in monitoring matches. 

3.6.3 Fees and Travel Expenses 

3.6.3.1 Referee 

The National Association or the Local Organiser shall pay the fee of the referee. The local 
organiser shall provide travel expenses and full hospitality.  

3.6.3.2 Court Officials 

The local organiser will pay the fee and travel expenses of the court officials. The local organiser 
shall be responsible for providing full hospitality to them. Local/national officials may be used 
wherever possible. 
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3.6.4 Umpires/Official Lounge 

A lounge for the umpires and other officials should be provided and be separate from the players’ 
area. Drinks and other refreshments should be available. Providing the officials with uniform 
clothing improves the image of the tournament.  

3.6.5 Medical Staff 

There must be a Tournament Doctor on-call available for consultations.  
For Category 1 events, there must be a Sports Medicine Trainer on-site at all times during play.  
For Category 2 and 3 events, it is strongly recommended to have a Sports Medicine Trainer on-site 
during play. 

3.6.6 Volunteers 

Since the volunteers help to make the tournament successful the organiser should try to make 
these people as comfortable as possible by making a similar lounge available to them. This area 
must be separate from the player lounge. Providing volunteers with uniform clothing makes them 
more easily identifiable and adds to the professional image of the event.  
 
3.7 Tournament Director Duties  
· Liaison with the tournament committee, Referee, Tennis Europe, National Associations and 

Coaches/Players 
· On site organisation 
· Recruitment of Referees and Umpires 
· Liaison with sponsors 
· Hotel and transportation arrangements 
· Promotional and publicity requirements 
· Production of all material including tournament ‘Fact Sheet’ 
· Point of contact for all advance information and arrangements 
· Be available on-site whenever matches are being played 
· Control of all the operational on-site aspects, including on-court ceremonies 
· Send the required reports to Tennis Europe  
 
3.8 Referee’s Duties 
 
· Be present on-site at all times during the play of matches in the tournament.�
· Act as final on-site authority for the interpretation of the applicable Tournament Rules and 

Regulations, Code of Conduct and Rules of Tennis as to all matters arising that require 
immediate resolution at the tournament site.�

· Prior to the event conduct such training sessions and meetings as may be necessary to 
familiarise thoroughly all officials with all applicable Rules and Procedures.�

· Approve the assignment of all Umpires for matches, and replace any Umpire whenever he/she 
decides it is necessary to improve the officiating of a match.�

· Ensure that each court, net, net posts and singles sticks conform to the specifications in the 
Rules of Tennis and that each court is equipped as follows:�
· Chair Umpire’s Chair (outdoors: not facing the sun) �
· Chairs for the players (located on each side of the Chair Umpire). �
· On-Court Service: Water, other drinks, cups, towels and sawdust shall be available to the 

players during each match. �
· Measuring device: A measuring stick, tape measure or other measuring device shall be 

available for the measuring of the net height and location of the singles sticks. �
· Ensure that the back fence, banners and back walls are not painted in or otherwise have 

any white, yellow or other light colour that can interfere with the vision of the players. �
 �
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· Determine and notify competitors of the conditions of play (i.e. make of ball, number of 
balls/ball changes, type of surface, number of sets, tiebreak sets, deciding match tie-break and 
other items of interest), prior to the commencement of the tournament.�

· Designate in a highly visible place in a general player’s area an Official Bulletin Board and 
notify all players of its designation and location. The daily Order of Play shall be posted on the 
Official Bulletin Board as soon as issued. It is the responsibility of all players to ascertain their 
schedules from the Referee for each day’s play.�

· Designate a visible timepiece at a fixed location as the Official Clock of the tournament and 
notify all players of its designation and location.�

· Prior to making the draws obtain the Wild Cards from the Tournament Director/Committee.�
· Consult with the Tournament Organiser to determine: the final entry list; the ranking list to be 

used for seeding; and any other relevant information for making the draw.�
· Make the draws for the qualifying, main and - if applicable - consolation competitions.�
· Post all sign-in documents (Qualifying, Main Draws, Alternates and Lucky Losers) in the 

Referee’s office with appropriate notices on the Official Bulletin Board. 
· Prepare the daily Order of Play with the matches scheduled on specific courts to follow each 

other consecutively without delay or, where appropriate, with the matches scheduled and 
clearly designated as “not before” a certain time. Once the Order of Play has been released it 
should not be changed.�

· Decide if a court is fit for play.�
· Designate a specific area from which matches shall be called in accordance with the Order of 

Play using all available and reasonable means. Players must be ready to play when their 
matches are called. In unusual cases the Referee shall determine when a match is to be called 
or when a match was in fact called.�

· Decide if to allow an extended warm-up period (normally ten (10) minutes) if players have had 
no possibility to practice before the start of matches due to bad weather.�

· Decide if a match should be moved to another court. If bad weather or other unavoidable 
circumstances cause disruption or suspension of a match in progress, then, if necessary to 
eliminate the possibility of a player having to play two singles matches in one day, or, if 
necessary to complete the event, move a match to another court, indoors or outdoors, 
regardless of surface. In all other cases, a match shall not be moved after it has officially 
started, i.e. the first serve of the first point has been struck, except with the agreement of the 
players. Whenever possible a change of courts should be made at the end of a set or after an 
even number of games in the set in progress.�

· Decide when play should be postponed because of weather conditions, inadequate light or 
other conditions. If play is postponed on account of darkness, such postponement should be 
made at the end of a set or after an even number of games in the set in progress.�

· Be responsible for investigating Code of Conduct Violations, issuing fines and ensuring delivery 
whenever possible to every player cited for an on-site offence a copy of the relevant Code of 
Conduct Form.�

· Keep Record of all scores (results).�
· Send the required reports to Tennis Europe. 
 
3.9 Tournament Office 
Best efforts should be made to provide a private office with a desk where players report to and the 
administration is carried out.  The following equipment must be provided: 
 
· A minimum of one direct international telephone line and one direct international fax line. These 

number(s) must be shown on the Fact Sheet. 
· Direct line for internet use (for the referee and Tennis Europe staff). 
· Photocopier and adequate supplies of photocopying paper. 
· One PC and a printer 
· Microphone for Public Address System 
· There should be at least one fax line for players at their own expense.  
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Walkie-talkies or mobile phones should be given to key tournament personnel in order to have 
efficient communications. It is recommended that walkie-talkies be provided for the use of the 
Referee, Assistant Referees, Sports Medicine Trainer and court support personnel.  
 
3.10 Recommended Staffing Designations for Tourname nts  
 
Officiating Staff: 

· Referee 
· Assistant Referees  
· Chair Umpires 

 
Health Care Staff: (English required) 

· Sports Medicine Trainer  
· Tournament Doctor 

 
Administrative Staff: (English required) 

· Tournament Director 
· Tournament Administrator 
· Player Liaison / Information desk / Practice Balls Coordinator 
· Transportation Coordinator, Drivers 
· Sponsorship and promotion Coordinator 
· Accommodation Coordinator 
· Catering Coordinator 
· Press Officer 
· Social activities Coordinator 
· Office Helpers 

 
Court and other Staff: 

· Court Maintenance Staff 
· Stringer 
· Cleaner 
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4 Financial Overview 
4.1 Expense items for organiser 

4.1.1 Hospitality (Accommodation & Meals)  

· Teams (Players and Captains) 
· Referee and Assistant Referees 
· Officials (Chair Umpires)  

4.1.2 Officiating 

· Referee  
· Chair Umpires   

4.1.3 Staff 

· General Human Resources 
· Sports Medicine Trainer (compulsory at Category 1 Tournaments) 
· Doctor preferably on-site but also possible on call  
· Tournament Director 
· Etc. 

4.1.4 Site 

· Competition and practice courts (rental and maintenance) 
· Tribunes/Stands 
· Court layout 
· Public Announcement System 
· Score-boards and other court equipment 
· Coolers, drinks, towels, etc 

4.1.5 Transportation  

· Airport-Hotel-Airport /Train station-Hotel-Train station and Hotel – Club-Hotel 

4.1.6 Social Programme/Official events 

· Players party 
· Sightseeing and other social activities 
· Opening/Prize-giving Ceremony 

4.1.7 Promotion and Publicity 

· Programme 
· Poster 
· Advertising Campaign 
· Press Conferences 
· Photos 

4.1.8 Various  

· Insurance 
· Office equipment 
· Medical service/first aid 
· Telephone and Fax 
· Gifts/Souvenirs for participants 
· Balls (supplied and covered by Tennis Europe) 
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· Accreditation 
· Security 
 

4.2 Income Items 

4.2.1 Sponsors and official suppliers 

4.2.2 Contribution from Local/Public/Sport Institut ions 

· National Federation 
· Regional Federation 
· Host City 
· Lottery Fund 
· Etc. 

4.2.3 Other 

· Raffles/Contests 
· Donations 
· Catering 
· Merchandising 

5 Official functions  

5.1.1 Prize-giving Ceremony 

Once the result of the final is achieved, the prize-giving ceremony will follow immediately. 
The tournament director shall establish the procedures for such ceremony. 
 
 
 



Organisational Manual – Tennis Europe Junior Tour  20 

  

6 Commercial and Promotion aspects 
 
Local Organisers are requested to ensure the following identification before and during the event: 
 
6.1 Tennis Europe Identification 

6.1.1 Net Banners 

Centre Court 
The four net banners must be located at exactly the same position of both sides of the net/court. 
The net banners must be centered between the doubles line and the net post. Eight plastic wires 
provided by Tennis Europe will help to hang up the net banners.  
 
 
 
 
 
 
 
Remaining Courts 
For the remaining courts, Tennis Europe exclusively reserves all rights regarding net banners for 
the year 2009 and onwards. The Organiser may not place any other banners on the net, unless 
separately agreed with Tennis Europe. 
 
Storage 
The banners will arrive rolled-up – please unroll them immediately and store them on an even 
surface. 
 
Should you require more net banners please download the order form in the link indicated in point 
5.1.5. 

6.1.2 Tennis Europe Banners (Blue background with w hite text) 

 
Category 1 Tournament (3 Banners) 

· Two banners (approx. 3m x 1m) must be placed – courtside on the centre court. The 
banners must be clearly visible from the main stand and to be within main camera view. 

 
· One banner (approx. 3m x 1m) must be placed in a visible place at the entrance of the Club 

 
Category 2 Tournament (2 Banners) 

· One banner (approx. 3m x 1m) must be placed – courtside on the centre court. The banner 
must be clearly visible from the main stand and to be within main camera view. 

 
· One banner (approx. 3m x 1m) must be placed in a visible place at the entrance of the Club 

 

Category 3 Tournament (1 Banner) 
· One banner (approx. 3m x 1m) must be placed – courtside on the centre court.  

 The banner must be clearly visible from the main stand and to be within main camera view. 
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Should you require more Tennis Europe banners please download the order form in the link 
indicated in point 5.1.5. 
 
If you do not use banners at your event and instead produce a board that goes around your centre 
court then please ensure that the Tennis Europe Junior Tour logo and the Tennis Europe General 
logo are included. 
 
Most venues organize Tennis Europe Junior Tour events in successive years. We therefore 
recommend that you to store the banner and the net banner in an appropriate place so that they 
can be re-used the following year. If you do not intend to organize a Tennis Europe Junior Tour 
event again, then please send the banner back to Tennis Europe. Tennis Europe will bear for the 
cost of the shipment. You can find the exact address of Tennis Europe on page five of these 
guidelines. 

6.1.3 Tennis Europe poster 

The two Tennis Europe Junior Tour posters provided by Tennis Europe must be displayed in a 
prominent place on site.  
 

 

6.1.4 Download of Tennis Europe Junior Tour Materia l 

Tennis Europe logos, Tennis Europe Junior Tour logos, photos, guidelines, Rules & Regulations, 
President Message, Officiating forms, the Tennis Europe Junior Tour advert and editorial are all 
available for download from the link below. Please note that when a reference is made in this 
document to a download page, it refers to the link below.  
 
 

http://www.tenniseurope.org/downloads/tenniseurope-juniortour.aspx 
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6.1.5 Logos (Both of the following logos must be re produced) 

6.1.5.1 Tennis Europe Junior Tour logo (Specific To ur Identity logo) 

 

 

This logo must be reproduced on posters, brochures, programs, banners, backdrop 
banners, invitations, menus, tickets, all stationary, website, information board etc. It is 
the local organisers decision what printed material is produced. This logo must be at 
least 30% larger than any partner/sponsor logo. 
 
For posters and programmes,  the logo should be placed in a premium location and 
preferably no other logos shall be reproduced next to it. It should be reproduced in the 
top half of the programme/poster if possible.  

 

6.1.5.2 Tennis Europe logo (General logo of the org anisation) 

 

 

This logo must be reproduced on posters, brochures, programs, backdrop banners, 
invitations, menus, tickets, all stationary, etc. It must be reproduced with the same 
dimensions or larger than any major sponsor or organization included on it.   

 
For the production of t-shirts, polos, umbrella, jackets, gifts etc. it is not necessary to include both 
logos. However at least the Tennis Europe Junior Tour logo shall be used. 
 

6.1.5.3 Logo formats  

The Tennis Europe Junior Tour and Tennis Europe general logo are available for download in the 
following formats: 
 

 

Format  
  

jpg colour big X X 

jpg black & white X X 

jpg grey  X 

jpg negative  X 

gif colour, background transparent X X 

gif black & white  X X 

gif grey  X 

gif negative    X 

eps colour, background transparent X X 

eps black & white X X 

eps grey      X 

eps negative  X 

6.1.6 Tournament Programme 

The Tournament programme should include the correct name (Tennis Europe Junior Tour), the 
Tennis Europe Junior Tour logo, the Tennis Europe logo, the Tennis Europe advertisement in the 
respective language and the Tennis Europe president’s message. 
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6.1.6.1 Tennis Europe advertisement 

Should a programme be published, Tennis Europe reserves the right to two full pages of 
advertising free of charge. 
 
The Tennis Europe advertisement consists of a double A4 page (editorial and advert). They must 
be printed on consecutive pages. The editorial is available in English, French, Italian, Russian, 
Spanish, German and Czech language and can be downloaded from the Tennis Europe website.  

 

 
 

6.1.6.2 President’s Message 

A message from the Tennis Europe President must also be included in the Official Programme. 
The photo of the President, Mr. Jacques Dupré can be downloaded from the Tennis Europe 
Website.  

 

6.1.7 Sample of Programme Cover 

 



Organisational Manual – Tennis Europe Junior Tour  24 

  

6.1.8 Website 

If you are running a website which contains information about the competition, please link your 
website with the Tennis Europe Website www.TennisEurope.org. Please indicate also your website 
address so that Tennis Europe can create a reciprocal link. The Tennis Europe Junior Tour logo 
must also be reproduced on your website. 
 

 
 

6.1.9 Result Board/Information Board 

An information board should be maintained. This board should contain information for the players 
and spectators including hotel information, daily schedule of matches, a copy of the draw with 
results, current ranking lists, extra activities as well as the information about upcoming Tennis 
Europe events etc.  
 
Ensure that the Tennis Europe Junior Tour logo is placed on the result/information board. As a title 
use “Tennis Europe Junior Tour Result” or “Tennis Europe Junior Tour Information”. 

6.1.10 Press Conference 

In the event of a press conference, the Tennis Europe banner must be placed in a prominent 
position, clearly visible to all attending.  
 
 

 
 
 
 
 
 



Organisational Manual – Tennis Europe Junior Tour  25 

  

6.1.11 Prize-Giving Ceremony 

Ensure that the Tennis Europe banners are in a visible position during the Prize Giving Ceremony 
and that they can be seen on the Prize-giving ceremony photos. 
 
 

 
 

6.1.12 Tournament Director Contest 

Tennis Europe will reward the great promotional work of the Tournament Directors by entering 
them into a competition with some great prizes. The winner will win a trip to one of the European 
Grand Slams in 2010, whilst secondary prizes including Polo shirts, watches and HEAD racquets 
are also up for grabs.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Organisational Manual – Tennis Europe Junior Tour  26 

  

6.2 Tennis Europe Sponsorship Agreements  
 
Tennis Europe is proud to present 3 partners that want to be associated with the Tennis Europe 
Junior Tour. Those sponsors have the right for centralized promotion through Tennis Europe, 
however tournaments do not have the obligation to use the logos. 

6.2.1 Tennis Europe Official Sponsors of the Junior  Tour 

· HEAD: “Recommended Ball of the Tennis Europe Junior  Tour” 

An attractive ball offer was sent to the organizers of the 2010 Tennis Europe 
Junior Tour events. In case you have not received the ball offer and you still 
would like to benefit from this opportunity please contact Christof Meyer from 
the HEAD Headquarters.  
His contact details are: Tel. +435574608 353, Fax: +435574608 354,  
Email c.meyer@head.com.  
 
As additional incentive, in cooperation with Tennis Europe, HEAD will enter all tournaments using 
HEAD balls in 2010 into a raffle, giving the tournaments the chance to win tickets for the French 
Open, HEAD Racquets and many other nice prizes.  
 

· TennisLMS: “Official Player Development Platform of  the Tennis Europe Junior Tour” 

TennisLMS has the right to have exposure as follows at 4 selected 16 
& Under Tennis Europe Junior Tour tournaments: 

- 2 banners on each of the two main courts 
- 1 promotional booth  

TennisLMS offers IT-based services and tools that will help players and coaches improve their 
tennis and coaching skills and reach their full potential. Through skills assessments, Coach 
Assessments, Match Analysis and Video Analysis TennisLMS™ helps coaches to capture profiles 
of players, their match statistics, progress over time, and creates unmatched long term 
development plans. TennisLMS offers reduced rates to players of the Tennis Europe Junior Tour. 

 

· Polar: “Recommended Training Computer of the Tennis  Europe Junior Tour” 

Polar has been leading the way in technological innovations and heart rate 
monitors since 1977. They offer producs for improving an athlete’s sports 
performance to helping people enjoy a healthier lifestyle, and aiding 
rehabilitation and weight management. Polar also sponsors the prizes for 
the Tennis Europe Junior Player of the Year presented by Polar. 
 
6.3 Local promotion/Upgrade of the event  

6.3.1 Player’s appearances 

In the past, various clubs and National Associations have organised player appearances during the 
Tournaments. It is not only a useful method of attracting spectators, but it is also interesting for the 
local media and the participants. It is very much appreciated by the players and a question/answer 
session could also be organised.  
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6.3.2 Free Entrance 

In order maximise attendance, Tennis Europe recommends organisers to offer free entrance to the 
Tour. 

6.3.3 Invite Institutions, schools and other clubs to your event 

The Tennis Europe Junior Tour Tournaments provide a useful opportunity to your club/centre to 
recruit new members, players or just simply to introduce the venue to the public. 
 
Send out invitation letters to different institutions like: schools, tennis clubs, local council, medias, 
Rotary Club, other sport clubs etc. 
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7 General Matters 
 
7.1 Tennis Europe 
Respect that the former abbreviation ETA is no longer  in use. The organisation no longer operates 
with an abbreviation and is simply known under the name Tennis Europe . 
 
7.2 Television Rights 
Tennis Europe is the exclusive owner of the Television rights (national and international) on the 
Event. The National TV rights are hereby granted to the Host Nation/Local Organiser of the 2010 
Event. Should TV coverage be obtained, Tennis Europe must be supplied with a DVD of the 
broadcasted material. Tennis Europe is available to consult with the host National Association 
and/or local organisers for arranging the most appropriate television coverage of the event. 
 
7.3 Photos 
The organiser shall provide photos (please indicate names) to Tennis Europe free of charge. A 
CD-ROM with all the photos should be received by Tennis Europe 14 days after the event. Tennis 
Europe will have full rights to use the photos for printed and digital purposes. The best photos from 
each venue will be published in the Junior Photo Gallery on the Tennis Europe website. 
 
During the competition, a selection of player photos should be sent to Tennis Europe by email 
each day in order for us to update the website with the latest news and images from the 
competition. Photos should be clearly labelled with the name of the subject.  
 
Photos of the winners (preferably both with trophies and during play) should be sent by e-mail 
shortly after completion of the final. 
 
For Tennis Europe’s communication purposes, the following photos are especially valuable:  
 

· Portrait of Finalists and Semi-finalists 
· Prize-Giving Ceremony, Players Party, Draw Ceremony etc. 
· Close-up from players in action 
· Photos of marketing activities and Tennis Europe Identifications on-site 
· Photos of the Club and its surrounding 
· Photos of VIP’s 

 
Please ensure when taking photos that the faces must be clearly visible otherwise the photo has 
no value for Tennis Europe. Close-ups are the most suitable photos for our use, and the names of 
the people appearing in the photos are essential.  
 

  
People are too far away – Not useful  Faces can be recognised– Good photo  
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8 Press Relations 
 
8.1 Why it is important to service the press 
The Press can help you to bring information about your tournament out to readers/audience. 

· Locally, thus creating more interest in your tournament and bringing more spectators. 
· Nationally, creating better opportunities to obtain sponsors and to promote the city/venue. 
· In international press, making your tournament better known to fans and players. 
 

8.2 Press Officer 
The Press Officer will be a key figure in the organization of your tournament and should be chosen 
very carefully. This person must be familiar with tennis and should have public relations or media 
experience, strong local media contacts and knowledge of media concerns. Furthermore, this person 
should be fluent in English. This person should have the total responsibility for all public relations and 
press matters. He/she should always be available and have regular contact with members of the local 
and national media/press. 
 
8.3 Press Release – Schedule 
All press releases and media related issues must be copied to Tennis Europe by e-mail: Please 
send such information to: juniors@tenniseurope.org 
 
6-8 weeks before – Press Release, General 
The first press release should be sent out, well in advance of the event (local newspapers, radio and 
television, to the news agencies, sports magazines and tennis magazines in your country). This 
should include all the basic details including: the name and description of the event, the venue, and 
date. 
 
2 weeks before – Press Release, players field/nominations 
Send a press release mentioning the main players in your tournament. 
 
You should be informed about the journalists who will be coming to the tournament. Let those who 
cannot come know that you will keep them informed. 
 
Draw up a list of the media you will be faxing, or e-mailing information to during the tournament. 
This will certainly mean an investment of time and money, but it means that information on your 
tournament will be published. 
 
The release should be short and concise, and usually not longer than one page. 
 
On the First Day  
Ensure that rankings, draws, ‘order of play’ and player information (top players/local player profiles 
etc.) are available to the media on site. 
 
Publish a helpful ‘information sheet’ for journalists providing locations and telephone numbers. 
 
Fax or e-mail the draw of your tournament to the list of media you have drawn up. 
 
Everyday - Updates 
A daily press release giving updates on player information, including current ranking and recent 
results as well as any relevant match facts, will help media covering the event. 
 
Fax or e-mail the daily results, draw sheets, order of play for the next day etc. to the same press 
list. 
Try to accommodate the services to the media respecting their deadlines. 
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8.3.1 Press Pack 

It is helpful to the media to prepare a ‘press pack’, which should include as much information 
concerning the event as possible, i.e. the sponsor, the club, players, Tennis Europe, etc.  

8.3.2 Press Interviews 

The Press Officer should be present during any Press, Radio or TV interview. Remember to place the 
Tennis Europe identification. 
 
8.4 Photographers 
The press officer should instruct photographers as to where they may operate during matches. They 
may only change their position while players are changing ends. The press officer should liaise with 
the referee about where photographers may work. 
 
8.5 Press Facilities  
If possible, a private working area should be set aside for the press/media in a quiet and well lit room 
or tent. Enough desk space and chairs should be provided for the journalists who will be working on 
the tournament. Some type of security should be provided, for the equipment (laptop, cameras) for 
those facilities 
. 
It is suggested that the following equipment will be provided in sufficient numbers: 
· Tables  
· Chairs 
· E-mail/internet connection 
· Photocopier 
· Refreshments 
· General Office Supplies 
 
8.6 Tournament Website 
It is recommended to offer information about the event on the local organisers website or the 
website of the National Federation in local language. 
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9 Background information 
 
9.1 History of the Tennis Europe Junior Tour 16/14/ 12 & Under  

Created in 1990, the Tennis Europe Junior Tour has long been the platform of choice for the 
launch of a successful career, and in recent years has heralded the arrival of such top players as 
Justine Henin, Roger Federer, Caroline Wozniacki, Andy Murray, Dinara Safina, Jo-Wilfried 
Tsonga and Maria Sharapova, to name but a few.��

The tour is divided into three age groups ; under-16s, under-14s and (since 2000) under-12s. In 
2009, these three categories combined for a total of some 300+ tournaments , staged across 43 of 
the 49 member nations of Tennis Europe. The exponential growth of the tour - which last year saw 
participation from around 10,000 players  - represents an astonishing diversification of its original 
43 tournaments over two age groups.��

��
In many ways a dress rehearsal for life on the professional circuit, the Tennis Europe Junior Tour 
also boasts a cumulative weekly ranking , 'Player of the Year ' awards (former recipients include 
Rafael Nadal and Kim Clijsters), and a season-ending Masters tournament  for the top eight 
performers in each category. As with professional tennis, an anti-doping program has been 
introduced in cooperation with the ITF in order to educate players about the dangers of doping, and 
like their professional counterparts, Tour players use an IPIN (International Player Identification 
Number)  to manage their entries and withdrawals online��

��
The appeal of the Tennis Europe Junior Tour extends well beyond its home continent, and in 2009 
players came from almost 100 countries  worldwide to participate. Guillermo Coria is one non-
European to have excelled, ending the year as a top ten player twice, once as an U-14 and once 
U-16. Other players such as Andy Roddick, Juan Martín Del Potro and Sania Mirza also got a first 
taste of European competition on the tour.��

��
16/14 & Under Tour  events are played at three levels, ranging from the elite Category 1 events, 
which attract the strongest draws, to the more numerous and accessible Category 2 and 3 events. 
Boys and girls events in both singles and doubles events are held at all tournaments, with some 
offering additional consolation tournaments for early losers. Player parties, cultural exchanges and 
tourist trips during events encourage all players to focus on more than just their results.  
 
The 12 & Under Tour  differs in that no rankings are produced, and there are no Masters or 
European individual championship events, though the summer team event, the 'Tennis Europe 
Nations Challenge by HEAD' is now in its fourth year and has been universally acclaimed.��

��
Team events provide some of the highlights of the Junior Tour, with the Tennis Europe Winter 
Cups by HEAD  and the Summer Cups  providing youngsters with an early opportunity to compete 
for their countries, whilst the European Junior Championships  title is arguably the most 
treasured prize of all. All three flagship events have an illustrious history, dating back to the 
founding of Tennis Europe in the mid-1970's.  
 
Over a quarter of a million spectators  file through the gates annually to see competitions that are 
reported in over 780 periodicals worldwide, garnering over 12,000 minutes of TV and radio airtime.  
 
The quality of play on the Tennis Europe Junior Tour is such that a myriad of former world No.1s, 
including Graf, Seles, Sanchez-Vicario, Mauresmo, Becker, Edberg, Lendl, Safin, Moya and 
Wilander all displayed their talents to an international audience for the first time on the European 
circuit, proving that the tour really does provide an opportunity to see the stars of tomorrow today.  
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10 Contacts 
 

Manager, Junior Tennis 
 
Technical and Organisational matters, Referee contact and to these guidelines can be addressed 
to: 
 
Stephanie Kamberi 
Tel. +41 61 335 90 41, Fax +41 61 331 72 53, Email  stephaniek@tenniseurope.org 
 
 
Tournament, Promotion & Project Assistant 
 
All the matters related to Technical and Organisational matters, Commercial can be addressed to: 
 
Benjamin Calard,  
Tel. +41 61 335 90 43, Fax +41 61 331 72 53, Email  benjaminc@tenniseurope.org 
 
 
Communications 
 
Communication matters including any news stories, photos, Tennis Europe website etc. can be 
addressed to: 
 
Jonathan Jobson 
Tel/Fax: +34 977 683 470, Email  jonathanj@tenniseurope.org 
 
 
Other Matters 
 
Can be addressed to:  
 
Junior Department 
Tel: +41613359043, Fax +41 61 331 7253, Email juniors@tenniseurope.org  
 
 
Postal address: 
 
Tennis Europe 
Gempenfluh 36 
4059 Basel 
Switzerland 
 
 

 


