Guidelines for getting accurate results from your race.
I know it sounds obvious but putting the correct information into the computer program is essential to getting accurate results out.
By using Smart Rr’s entries can be transferred directly from the clubs onto the main program without having to type in anything.  The club reps should have a better idea of gender and unusual spellings so if they’ve already typed the names in correctly why would you want to do it again?  For those that you do type in, it’s always worth going back over and checking that you’ve got it right.

Okay, end of that lecture!
At the finish, make a funnel getting narrow enough for just one person.  The shorter the race and the more competitors you have, the longer the funnel will need to be.
At the finish line you have your time keepers.  They record the time of every runner who crosses the line.  This can be with a time-keeping machine which produces a printout of times or manually with one person calling out the times and another, writing them down on re-printed times sheets.  Whichever method you choose it is vital to have at least one back-up on the time keeping.

We also have a team of spot checkers.  This is two people with a stopwatch and pre-printed times and numbers sheets.  The first will have a stopwatch and will call the number and time of a percentage of the finishers, say one in five or one in ten.  The second person will be writing down these numbers and times.  Always start by taking the first three or four so you can ensure you are synchronised with the official time-keeper.  You may also wish to highlight the first few ladies although this is not essential.
Marshals will need to keep the runners in the correct order as they make their way along the funnel.  At the end of the funnel you have your number takers.  On a pre-printed number recording sheet the number takers will write down the number of every runner in the order in which they cross the finish line.

In an ideal world runners would walk calmly through to have their numbers written down.  It so often doesn’t work out like that; they barge past one another, they may try to duck out from the funnel (after all, they’ve just run five miles, why should they have to walk another 15metres?), their numbers are obscured, they’ve just been sick, oh and it’s raining and freezing cold and your hands don’t work and neither does your pen! (Always use a pencil and make sure you have a couple of spares.)
There are a number of ways of coping with these problems.  You need to have someone with a loud clear voice to call the numbers and someone with neat handwriting to do the writing.  A clipboard with a cover will help if there’s light rain.  In worse conditions, consider having a gazebo for the number takers.  Remember that a pencil will continue to work in damp conditions when a pen will have already given up so always carry a spare.
If you have a lot of runners you may use two teams of number takers doing say 50 numbers each, or even running concurrently to avoid missing runners.  It is also really useful to have photographic backup in the form of a video camera of the finish so you can check if a number is unclear.
As pages are finished, you can start matching numbers against times.  Although runners are always anxious to see their results, now is the best time to make sure your inputting is accurate.  Careful investment of time now will inevitably save you hassle when you publish your results.

Start by taking the numbers sheets and adding the check times.  This will ensure that runners are allocated the correct time and not get pushed up or down the list; runners finishing together with a big gap before or after them will not be separated by a ten second gap!  When you’ve finished all the check times then move onto the times sheet, if you have too many or too few times it will become obvious where the gaps are because of the checks you have already filled in.

In the instance of the time keeper and the spot checker having a difference of a second or so, use the time given by the official time keeper.
When all the times have been allocated to the correct runner numbers then you can start inputting them into the Smart Rr’s program.  You may find it quicker to have one person calling and another typing.  At the end of each page make sure you have the right number of entries and it’s also a really good idea to go back and check that you haven’t got any digits transposed. 
As you go through it’s possible that you may have an error message from the program, this could be number not entered or duplicate number.  In either event it’s easiest to check it out immediately.  Start by checking that you’ve input the correct number, check the writing to make sure it says what you think it says.  If it’s a duplicate number, find out who the runner is; you may know them and be able to see which the correct time is.  This is where a second team of number takers is useful to check that the numbers have been correctly recorded or even better a video recording to show exactly who finished where.
Once all the numbers and times have been input, then you can run the program to get the results, again, check that you have the correct number of finishers and that they are in the correct order.

In short, the best way to ensure accurate results first time is to safeguard all eventualities by having a back-up for every option and checking and rechecking that the information you input is correct.
