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Welcome to the SOM Documentation and Appeal Basics presentation. 
This is an advanced steward’s course. Stewards who have been assigned as Chief Steward or 
Chairman of the SOM should take this course. Also, divisional stewards working toward 
becoming a national steward would benefit from the information in this course. 

These two subjects, documentation and appeals, often work hand-in-hand. If the Stewards 
complete documentation clearly and accurately, the Court of Appeals, when necessary, will 
have a clear starting point for deliberation. The better the event documentation, the better 
the preparation the SOM have for any potential appeals. 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Besides paperwork, it is getting the facts accurately.  The Chief Steward must also complete 
documentation clearly so the SOM have the proper basis for any Protests against his or her 
actions.

The Observer's Report is an essential document needed to record all relevant information, 
results, and actions that took place at a Club Racing event. Though only a small percentage of 
SOM actions go to appeal, the Observer's Report of the event is the primary starting point for 
the Court of Appeals work. 

This module covers best practices for writing an event Observer's  Report, as well as how the 
Chief Steward and Chairman of the SOM should prepare for an appeal. 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Today’s Objectives
When finished, you will be able to do the following: 

• Complete a Chief Steward’s Action form  completely and accurately 

• Complete a Request for Action form completely and accurately 
• Guide a driver through filling out a Protest form completely and accurately 
• Guide participants who were witnesses to the incident under investigation through 

completing a Witness Statement completely and correctly 

• Label photos, videos, and car parts related to the incident under investigation 
• Prepare Probation Letters correctly for drivers the SOM has penalized with a probation 
• Write an Observer's Report for the event 

• Prepare for an appeal 
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The Chief Steward’s Action form provides the Chief Steward with a means to penalize a driver 
for an infraction of the GCR without involving the SOM.  
The CSA may be completed directly by the Chief Steward, or by any of the Assistant Chief 
Stewards to whom s/he delegates that authority. The operating stewards often use these 
forms, especially for passes under yellow or unsportsmanlike behavior.  
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IMPORTANT – ENTERING ACCURATE DATES AND TIMES ARE EXTREMELY IMPORTANT!
1. Enter the following information:  

• Event, e.g., Cumberland National  
• Course, e.g., Nelson Ledges  

• Driver Name   
• Driver’s Cell Phone Number 
• Member #  - if necessary, contact the registrar to get the driver’s membership 

number 

• Car Number  
• Car Class   
• Group  

• Make  
2. Enter the details of the action taken (e.g. “Loss of qualifying times”)  
3. Note the GCR section or section of the supplemental regulations that you are invoking – 

always look up the GCR section.  

4. Enter the source who reported the infraction, such as Sound Control or F&C (e.g., Station 
4) or you.  

5. Enter the “basis for decision.”  (e.g. based on a “Report from Tech” or “Statement from 
flagger at Station 10”, we determined that this infraction should be penalized). 

6. Enter the penalties assigned (see 5.12.2.C. – may be similar to #2 above)  
7. Check the appropriate box to indicate whether you are the Chief Steward of an Assistant 

Chief Steward.  
8. Sign and print your name, member #, and note the date and time when you complete the 

form.  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The bottom of the form is for driver notification. You can fill in the driver’s information 
before talking with him or her, but do not enter the time until you actually talk with the 
driver. 
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1. Write down the following information:  
• Event  
• Course  
• Driver Name  
• Member #  
• Session when infraction occurred - check the appropriate box 

2. Note the GCR or Supplemental Regulations section that you invoked, as in the top section.  
3. Enter the penalty assessed as noted in the top section.  

4. Check the appropriate box to indicate whether you are Chief Steward or Assistant Chief 
Steward.  

5. Sign and print your name, and note the date and time when you complete the form.  
6. Enter the date and time when you notify the driver, which might be different than the 

time you completed the form.  Don’t forget to get his mobile number and note it on the 
top of the form. 

Give the bottom part of the form to the driver.  Explain his right of protest, the time limit for 
filing, and answer any questions about the protest process.  

Notify Timing immediately of the action and the penalty levied against the driver. If the 
penalty alters the session results, you must include the GCR reference, as noted in the top 
portion of the CSA.  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The back side of the Chief 
Steward’s Action form is for tech to 
enter mechanical or other technical 
noncompliance issues. For example, 
if a car is underweight, the Chief of 
Tech would complete this side of 
the CSA and convey it to the Chief 
Steward. The Chief Steward would 
then complete the front of the CSA 
to complete the action.  

1.Verify that the following 
information is provided:  
•Event, e.g., Cumberland National  
•Course, e.g., Nelson Ledges  

• Driver Name   
• Member #  - if necessary, contact the registrar to get the driver’s membership 

number 
• Car Number  
• Car Class   
• Group  
• Make  

2. Verify that the noncompliant GCR Section or Supplementary Regulations Section is 
provided and correct. 

3. Note when the discrepancy was found, after Qualifying, a Race, or Other. 
4. Review the following sections to verify that the information is supplied: 

• The discrepancy 
• Measuring techniques and tools 
• Number of times measurement was performed 
• Values obtained for each measurement 
• Date of equipment calibration, if needed 

5. Review the following information to verify that it is supplied: 
• Scrutineer(s) performing inspection 
• Printed name and signature of Chief Scrutineer 
• Member number of Chief Scrutineer 
• Date and time that Chief Scrutineer signed this form. 

6. Verify that supporting information, as needed, is attached. 

As a Chief Steward or Assistant Chief Steward you may now officially receive this form, so 
select your assignment, print and sign your name and note the date and time when you do. 
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TECHNICAL INSPECTION REPORT 
You receive this report from the Chief of Tech.  Now you need to decide what to do next. 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The Request for Action form is completed by the Chief Steward or Assistance Chief Steward. A 
chief steward uses this form when an incident requires investigation to determine if an 
infraction actually occurred, and if so, what penalty to assess on the driver.  
A chief steward can also use this form when he or she would like a stiffer penalty to be 
assessed on the driver than the GCR allows the Chief Steward. 
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Again, make sure you complete the 
entire front of the form, including 
accurate dates and times. 

1.Enter the following information:  
•Event  
•Sanction # 
•Course  
•Date 
2.Describe the issue that you want 
the SOM to investigate and/or the 
action that you recommend. 
3.Select the appropriate box and 
enter the GCR Section or 

Supplementary Regulation Section that applies to this issue. 

4. Enter the name of the person that reported the issue. 
5. Verify that the appropriate reports or witness statements are attached. 
6. Enter the following information about each of the involved parties: 

• Driver Name 
• Driver Member number 
• Driver’s Cell Phone Number 

• Car number 
• Class 
• Group 
• Make 
• Note any Special instructions or Conditions that apply 

7. Enter any other named parties where applicable. 

8. Check the appropriate box to indicate whether you are the Chief Steward of an Assistant 
Chief Steward.  

9. Sign and print your name, member #, and note the date and time when you complete the 
form.  

Action Notifications  
10. Enter the date and time that each of the following are informed of the action – accuracy 

is very important – notify the required parties as soon as possible:  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Here’s an example RFA being filled out as we have discussed. 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Hearing and Decision 
As the SOM investigates the 
incident, the SOM members need to 
keep notes, and then use those 
notes to complete the back side of 
the RFA. Continuing with our steps 
from the front side: 

11.Enter the following information:  
•Event  
•Sanction number 
•Course  
•Date / time received by the SOM 

12. List the witnesses that were heard and attach all completed witness statements. (Or SOM 
memorializations) 

13. Enter the decision of the court. 
14. Describe the basis for this decision and include GCR citations. 

15. Enter the penalties imposed, if applicable for each driver penalized.  
16. Also, enter the following for each driver to be penalized: 

• Driver Name 

• Driver Member number 
• Cell Phone Number 
• Points Assessed 
• Penalty or penalties 
• Note any Special instructions or Conditions that apply 

17. Enter the name of any other named party involved. 

18. List the names of the SOM on the committee 
19. The Chairman should sign and print his/her name, member #, and note the date and time 

when the form was completed.  

Action Notifications  
20. Enter the date and time that each of the following are informed of the action – accuracy 

is very important – notify the required parties as soon as possible:  
21. Click the link to open the RFA file. You can download it to your hard drive. You can also 

print it.  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Protests and Guidance for the Chief Steward 

The Chief Steward or Driver Advisor should not write the protest for a participant.  But 
understand, do not play games by not giving the protestor time to fill out the form 
completely.   

The Chief Steward should make note of the time when the protesting party approached him/
her and asked for a protest form.  If extenuating circumstances barred the participant from 
filing within the GCR/Supplemental Regulations protest window, the Chief Steward should 
note that for the SOM to consider. 

The Chief  Steward should then inform the party that the noted submission time will be used 
if the completed form and fees are submitted within a reasonable time.  The protesting party 
should  be clearly given a final submission deadline. 

The Chief Steward should also give the Chair SOM a brief notice that paperwork is being 
prepared and the topic of the paperwork.  This relationship should be a team.  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Who will read your Action Documentation?  The forms may be reviewed by many other people 
in the SCCA and should be written as if all will be reviewed by: 

The Court of Appeals, the Chairman of the Stewards Program, and possibly the Executive 
Stewards or the National office Staff. 

The Chairman SOM will read the reports as he writes the Observer’s report.  The Chief 
Steward of the event will probably read them later when the observer’s report is sent by 
national.  The Divisional Executive Steward, Regional Race Chairman and RE will also possibly 
read all reports sent by national.  But it is important to write the reports as if they will be 
reviewed by others as well. 
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Discussions/Basis for Decision Content

The Court Of Appeals has for years followed a format to document their decision on actions.  
Read a few in FastTrack to get familiar with the format. 

Important points to cover are the answers to these questions: 
1. What was being protested or being asked to look at? 
2. Were there any timeliness issues on the filing? 

3. Summarize all witness statements. 
4. Discuss all physical evidence/photos/videos considered. 
5. Summarize the undisputed facts and clearly state the disputed issue(s). 

6. Explain the decision process, the reason for it, and the logic used.  Include some 
mention about the weight the court gave to the evidence that convinced it to rule 
as they did.  Equally important would be any evidence the court did not consider 
as convincing. 

7. If penalties were used, what was the logic for the severity.  If Guidelines were not 
used, why? 

Be complete, but also be brief. 
Examples are in the Student Text Appendix F.1 & F.2  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The space provided on the Decision/Basis for Decision fields on the SOM Hearing and Decision 
side of the Protest/RFA forms is too small to enter all the information needed for a complex 
case.     

Decisions on simple administrative RFA’s, (e.g., merging race groups, shortening races, etc.) 
would likely fit in the space provided. 

However, hearings on disputed issues need more documentation.  The best method is to 
attach a case report and simply note “SEE ATTACHED SHEET” on the form itself.  The attached 
case report allows for a longer explanation, and the format should generally resemble Court 
of Appeals findings reports.   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A Witness Statement is one form of evidence.  It documents the verbal testimony of the 
witness.   
Examples of other evidence includes pictures, videos, and parts from race cars. 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When a Chief Steward, Assistant Chief Steward  or Steward Of the Meet gets a Witness 
Statement, READ IT!   
Is it complete (particularly the witness  contact information)? 
See if it is understandable and complete, and matches what the person verbally told you or 
was reported on the corner net.   

An SOM may ask a witness to clarify, expand add detail, and/or make his statement more 
legible. 
NOTE: The submission of a Witness Statement is voluntary.   If a person refuses, simple note 
that in the action documentation.  The SOM also has the option to fill out a witness statement 
to document the testimony heard where the witness declined to write a statement. 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Parts from multiple cars may easily 
be mixed up.  Immediately label 
them on their removal. Be sure to 
include the Related Action Number, 
the Date and Time and the Car 
number and class on each part or 
piece of evidence.  This should be 
done either by Tech workers under 
observation of a Tech Steward, or 
by the Tech Steward, or by an SOM 
who is observing the process. 
THE CHAIN OF CUSTODY MUST BE 
PRESERVED! 

NOTE: Both compliant and non-
compliant parts must be retained 
by the SOM for the 10 day appeal 
period. 

The one exception is if all parties in the action state in writing that they waive their right to 
appeal, then a COMPLIANT part may be returned to the competitor. 

Photo & Video Evidence 
There is an ever increasing amount of Video being submitted related to SOM actions.  
Whenever possible, the Chairman SOM should come to the track with a laptop capable of 
reading multiple video formats and having a DVD burner capable of storing what was viewed.  
Or the CSOM might ask another member of the Court to do so.  Without these resources, the 
SOM would be reliant on the participants to display digital evidence.  Unless you wish to be 
responsible for assorted competitor/witness submitted media cards, thumb drives, DVD’s, 
etc., a good practice is to bring a computer capable of playing multiple video formats with 
the capability to make copies of the evidence. 

Labeling of video or video files should include the name of the owner of the video.  
Remember that you may receive several videos from many drivers either ahead or behind the 
incident. 

The laptop should have multiple player programs to cover the gamut of video formats.  
Consider some of these programs: 
       - Windows Media Player       - Quicktime Player         - VLC Media Player 

 And some DVD capture software options: 
       - Windows DVD Maker          - ArcSoft Medial Impressions (converts many formats to DVD) 

If the video evidence is from a cloud-based service, or other streaming source, it can often be 
captured with software designed to download and store the file onto the laptop. 
For more tips, review the file “Video Evidence & the SOM” in the File Cabinet.   
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Be sure to bring supplies so that all parts can be labeled.  At least the following should be 
available:

❖ Plain adhesive stickers, like Avery Labels 

❖ Nylon Tie Wraps 

❖ Cardboard Tags with strings 

❖ Fine Felt Tip markers 

❖ Envelopes for small parts 
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Probation Letters
Most fields are self evident  — 
 Except the Penalty field 

Participation Penalty Focus: 

The phrase ‘event day” is probably the best measure of participation.   It avoids confusion on 
“weekend” definition, or what is contained in a “sanction” and is a quote from the GCR. 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The penalty field needs careful consideration.    

For time penalties, think about how many race events will be in the next several weeks.  Is 
there a long period of no racing scheduled?  Or will there be at many events in the next few 
weeks?  

The GCR uses “event days” and this is probably the clearest measure. 

Focus on the purpose of Probation - it is usually to observe the driver in multiple races.  
Rather than entering “X” Months, you may use another measure of participation. 

Race Sanctions:  What about a weekend with three sanctions? 

Race Weekends:  Is a three day race event equal to a one day regional? 

For penalties based on participation, how will you specify the participation?  What about a 
weekend with three sanctions – or three days with a single sanction?  Are these equal?  Think 
carefully to clearly define a participation measure.  



SLIDE �27

�

Who will read your Observer's Report?  The report may be reviewed by many other people in 
the SCCA and should be written as if all will be reviewed by: 

The Chief Steward, the Race Chairman, The Executive Steward, the Regional Executive and 
possibly the Court of Appeals.  The first several will all receive a copy of your report and the 
last one may need to review it in some cases. 

It is NOT a “flypaper report”.  If that reference to flypaper is confusing, Google “flypaper 
report” to learn how some wag turned boring routine reporting into a farce.  The point here is 
that the Observer’s Report should be relevant and timely. 
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So what is it that you are observing?   
The party on Saturday is not the 
most important part!   

The report form should also have an 
attached discussion sheet and cover 
the following: 
1.Evidence of event preparation, or 
lack of. 
2.Race Chairperson’s performance. 
3.If Contractors used (EV, Medical, 
Corners), how did they perform? 

4.How did Registration perform? 
5.How effective was Tech? 

6. Was T&S adequately staffed/results timeliness. 

7. Comment on EV and Medical.  
8. Comment on Pit & Grid.Corners: 
9.  Were they adequately staffed in numbers and talent?  

10. Stewards:    Did they keep to the schedule?  Were         unforeseen issues resolved 
appropriately?  Any individual steward performance issues should be privately 
directed to Exec Steward.  

11. Track Issues: If the Chief Steward or Safety Steward feel the track has developed 
potential safety issues they too should be directed to the Exec Steward and not in 
the Observer's Report. 

12. Partnering?   The Chief Steward runs the event, but the Region pays the bills! 

If little cooperation and partnership between the C/S and Race Chairperson exists, it may be 
easy for the C/S to make a decision that significantly affects region expenses such as: 
-  Running a race day beyond the contracted EV period, causing overtime expenses. 

-  Calling for a teardown of a car that is found compliant.  The Region then assumes 
reassembly costs. 
-  A C/S mandated fuel test.  If fuel is found compliant, the Region pays the lab cost. 
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Other Observer's Report Suggestions

We suggest that the Chair SOM use the Adobe fill-in Observer's report form.  Information from 
the Supps can be filled in prior to the event to simplify the process. 

Most Execs can supply the Chair SOM with a list of all division stewards including membership 
numbers and license grades to assist in completing this part of the report before the event. 

But all information that is prepared prior to the event should be verified at the event. 
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Appeal Basics
First and foremost: The SOM should not be offended if their decision is appealed. 

You prepare for any potential appeal while holding the hearing -by doing your work according 
to proper processes and procedures - and by well documented casework. 

An appeal may be filed by any person named in an SOM action. 

If it was a Protest, either the protestor or protestee can appeal the decision to the COA.  If 
that protest was related to a CSA, then the Series Chief Steward or Chief Steward has the 
right to appeal the SOM decision. 

If the SOM action was the result of an RFA, the person who was penalized can appeal that 
decision to the COA.  Also, the Series Chief Steward/Chief Steward can appeal any decision or 
penalty by the SOM after hearing an RFA. 
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Justified Reasons for Appeal
PRIMARY REASON OUT OF SOM 
CONTROL IS NEW EVIDENCE: 
If a new video, testimony from a 
party with significant evidence or 
technical expertise, comes forward 
after the SOM have rendered their 
decision, the Appeal is well 
justified.   

In this case the SOM should be 
pleased that true justice will be 
served by the COA.   
NOTE: The COA may send the action 
back to the SOM for their correction 
of the decision. 

MANY OTHER REASONS ARE WITHIN SOM CONTROL: 

1.  If the SOM did not interview all named parties in an action, that is grounds for appeal. 
2.  If proper mechanical protest teardown and processes were not followed, that is grounds 
for appeal.  USE THE ESTABLISHED CHECKLIST.  DOCUMENT THE PROCESS ON A COPY OF THE 
CHECKLIST! 
3.  If impounded parts fall outside SOM control during the appeal period, that is grounds for 
an appeal. 

4. The GCR and/or Supps were not adhered to or misinterpreted 
5. There was shared responsibility among the parties that was not acknowledged when blame 
was assigned. 
6. There is evidence of bias on the part of the SOM during the hearing and decision process. 

7. Penalties:   Follow the Penalty Guidelines unless there is a good reason to exceed or be less 
than them.  Document the reason for the variance. 
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Points to Note Regarding Appeals

If the Protest Checklist steps are 
carefully followed, and any 
penalties assessed are within 
guidelines, and no new evidence is 
submitted with the Appeal, a fair 
SOM decision will be upheld by the 
COA. 

A fully documented action package 
submitted with the Observer's 
Report will speed any COA decision 
and minimize dialog between the 
COA and SOM.  Incomplete forms or 
reports can result in communication 
from the COA. 

  
Notes on Record Retention: 
Often the COA will desire to see the actual Race Logs or backup T&S data, such as Lap Charts, 
all of which were not normally submitted with the Observer's Report.  The Chief Steward 
should capture and retain event race logs to at least the season end.  The Chief of T&S should 
also retain any event timing and scoring data that was not submitted to at least the season 
end. 

Keep in mind, protest, and appeal related to the entire season may come up far beyond the 
typical appeal period.  The COA may choose to hear them, particularly if final national or 
divisional series points are affected. 
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