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Document Version Change 

Team Registration 

Guidance Document 

V1.0 Updated for 2025 entries 

Team Registration 

Guidance Document 

V2.0 Updated ‘inputting team details’ section – 

split of the 6 team categories available for 

registration (IC or EV, DDT or ADS) 
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Formula Student team registration is split into 3 main parts: 

(October 2024 – December 2024) 

• Create / update team accounts on the FS Portal - Ensure team and contact details 

are correct and complete. Refer to Formula Student Portal section. 

• Design Concept Specification (DCS) must be uploaded to your FS Portal Team 

Account as per Key Dates Document. Template available here. 

(January 2025) 

• Receive an email notification that you have been selected. 

• Select car number (FS Class and FS-AI only). 

• Pay entry fee (all classes) via team account as per Key Dates document on FS 

Portal. 

• Confirmed entry list and reserve list published online all as per Key Dates 

document. 

(May – June 2025) 

Upload the following Health & Safety documents on the FS Portal as per Key Dates 

document: 

• Motorsport UK Liability Form  

• General Data Protection Regulation (GDPR) Consent 

• Medical Insurance (International teams only) 

• Insurance  

The Formula Student committee will review each team’s DCS and registration form. 

 

They will select teams based on the content of teams’ DCS. Any remaining teams will be 

placed on the reserve list. (Please note the reserve list does not guarantee a place at the 

competition.) 

 

Entries must comply with the Formula Student Rules and UK Supplementary Rules and 

acceptance of a place at competition is indicative that you agree to do so. 

 

The committee reserves the right to modify the number of entries accepted and their 

decision is final. 

https://www.imeche.org/docs/default-source/1-oscar/formula-student/2025/registration/fs2025_designconceptspecification.doc?sfvrsn=2
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Applications that contain any of the below criteria will be favoured: 

• UK teams 

• Top 10 finishers at previous competition 

• Alternative fuelled cars and interesting technology 

• Representation from as many countries as possible 

Entry Type Entry Description Entry Fee 

Formula Student 

Fee includes Silverstone attendance for 

up to 25 team members, additional 

passes can be purchased closer to event) 

£2,095 + VAT = 

£2,514 

Concept Class 

Fee includes Silverstone attendance for 

up to 15 team members, additional 

passes can be purchased closer to event) 

£765 + VAT = £918 

FS-AI 

(ADS & DDT 

Classes) 

Fee includes Silverstone attendance for 

up to 25 team members, additional 

passes can be purchased closer to event) 

£1,285 + VAT = 

£1,542 

Additional Team 

Member / Faculty 

Advisor 

All classes – this is only required once you 

select team members to attend 

Silverstone, if the number of team 

members exceeds the entry fee 

allowance. 

£50 + VAT = £60 

Pay entry fees online via your portal team account (additional team members can be 

added later, closer to the July event). 

 

We accept Visa, Mastercard, Eurocard, American Express, Diners Club, or Maestro. 

 

Step 1: Log into your Team Account 

Step 2: Select ‘Credit Card’ on the ‘Payment & Car Number’ tab. 

Step 3: Enter your credit card details via the online form to complete payment. 

Step 4: Download the payment confirmation. 

Step 5: Email fs@imeche.org with your payment confirmation email for a VAT receipt. All 

credit card payments are final. 

mailto:fs@imeche.org
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*** VAT RECEIPT IS NOT THE SAME AS AN INVOICE. IF YOU SIMPLY REQUIRE A VAT 

RECEIPT FOR YOUR PAYMENT, PLEASE PAY BY CREDIT CARD AND IF YOU REQUIRE 

AN INVOICE, READ ON TO ‘INVOICE PAYMENT’. *** 

***AN INVOICE IS NOT A VAT RECEIPT. FOR A VAT RECEIPT, PLEASE PAY BY CREDIT 

CARD*** 

Step 1: If your university uses Purchase Orders (POs), please provide us with a PO number 

for us to raise the invoice. If they do not issue POs, email fs@imeche.org  you don't need a 

PO to make the payment or alternatively to pay by credit card. 

Step 2: Select ‘Invoice’ on the ‘Payment & Car Number’ tab and enter your PO number (see 

above note). 

Step 3: Complete the invoice request form. 

Step 4: You must request your invoice before 7 February, but you will have 30 days from 

the date of invoice to pay it in full.  We aim to raise invoices within 7 days of receiving your 

request.  

***IMPORTANT NOTE*** 

 

• Completing an invoice request form confirms that you accept your place in the 

competition and consent to an invoice being raised for the full entry fee. 

• Raised invoices must be paid in full on receipt. Your place is not confirmed until 

payment is received. 

• Payment is mandatory, even if you decide not to participate so, please only 

request an invoice if you are prepared to pay it and participate in the 

competition. 

 

mailto:fs@imeche.org
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Each team is required to have a University team account, and all team members must 

have individual accounts. These accounts are necessary for the following actions: 

 

• Event Registration: Register the team and its members for the competition. 

• Submission of Work: Submit all deliverables to be reviewed by the judges and the 

Committee. 

• Communication: Submit questions and receive responses from the judges or the 

FS Admin team regarding technical or administrative enquiries. 

 

Access the FS Portal and manage your team account via this link here: FS Portal Team 

Account Login 

 

New team with same Faculty Advisor: For Universities that are already registered 

but the team is new, the Faculty Advisor can login and manage the account. Once 

successfully logged in, please follow the steps from “Inputting Team Details”. 

 

• New team with new Faculty Advisor: The new FA will need to register as a new 

Team Member and ask the previous FA to login and assign the new FA. Once 

successfully logged in, please follow the steps from “Inputting Team Details”. 

 

If your team cannot locate the previous FA, please contact us at fs@imeche.org. 

To register a new University team entirely on the FS Portal, your Faculty Advisor needs to 

initial the process by following the next steps: 

 

1. Faculty Advisor Registration 

The Faculty Advisor of your University team must initiate the registration process 

by accessing the FS Portal via the main link: FS Portal Team Account Login. 

 

2. Register a New University 

Once on the portal, the Faculty Advisor should click on the "Register University" 

option. 

 

https://teams.formulastudent.com/Account/LogIn
https://teams.formulastudent.com/Account/LogIn
mailto:fs@imeche.org
https://teams.formulastudent.com/Account/LogIn
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3. Complete the University Registration Form 

• Fill in the required University details. 

• Provide the Faculty Advisor’s contact information. 

 

4. Confirmation and Login Details 

After completing the registration form, the portal will send the below confirmation 

email containing the login details. 

 

 

After your Faculty Advisor has successfully logged into the FS Portal, they will see the 

following: 
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1. Navigate to Team Registration 

Click on the ‘Team Details’ section to begin registering the team. 

 

 
2. Register Team(s) 

Based on the Registration Procedures, your University may register teams under 

the following categories: 

 

• Formula Student Teams: Up to two teams (labelled as Team 1 and Team 2) 

– one IC, one EV. 

• Concept Class Teams: Up to two teams (labelled as Team 3 and Team 4) – 

one IC, one EV. 

• FS-AI Teams: Up to two teams (labelled as Team 5 and Team 6) – one DDT 

and one ADS. 

 

Once you have registered your team, you need to inform your team members so 

they can register for the team. 
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Team members need to register using this link: FS Portal Team Account Login and click 

“Register Team Member”. 

 

 
 

1. Select Team Name from the drop-down menu.  

Note that the team type is listed by class first, followed by the University name. 

Example: Concept Class - ASE Racing 

 

2. Once they have created a team member account, they will receive their log in 

details via email. 

 

Your Faculty advisor can then assign the team members to your team.  

 

1. The Faculty Advisor should log into their account 

2. Click “Manage Members” 

 

 
 

3. Select Team Class 

Click on the class you’ve created a team for (e.g. FS AI, Concept, FS Class) 

 

https://teams.formulastudent.com/Account/LogIn
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4. View registered team members 

Scroll down to see the names of team members who have registered to be part of 

that specific team. 

 

 
 

5. Change Team Leader: If you wish to change the team leader, your FA can click 

“Edit” next to the member’s name, and update their role on the following page. 
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6. Assign New Members 

• Below the list of already assigned members, there will be a section labelled 

“Members Not Assigned to Teams.” i.e. individuals who have registered as 

team members but are not yet assigned to a team. 

• To assign them, your FA needs to tick the box next to their name and assign 

to the right team. 

 
7. Add New Members 

Faculty Advisors can also add new members directly from the Manage Members 

page. 
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The Design Concept Specification Deadline: Friday 6 December 2024, 17:00 UTC 

The Design Concept Specification document must be submitted via the portal here: 

https://teams.formulastudent.com/Account/LogIn 

 

To submit the document, please ensure the following: 

• Your team has an account on the portal. 

• The Team Leader must have a username (which begins with an “F”) and a password. 

• Note: Only the team leader/deputy team leader of each team can submit 

documents.  

1. Login as Team leader 

Visit https://teams.formulastudent.com/Account/LogIn and log in using your Team 

Leader account credentials. 

• Click on “Documents & resources” in the main menu. 

• Then, navigate to “Document submissions” 

 

https://teams.formulastudent.com/Account/LogIn
https://teams.formulastudent.com/Account/LogIn
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2. Find the Document Submission Section 

• In the “Document Submissions” section, locate the “Design Concept 

Specification 2024” (or “Design Concept Specification 2024 FS AI” if you are 

entering FS AI) in the list. 

• Click on the “Upload now” button next to it. 

3. Upload the Document 

• You will be directed to the upload page shown below. 

• Note: Please ensure you use Internet Explorer to upload your document, as 

other browsers may not be compatible. 
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Problem 1: No Submissions Listed in “Document Submissions” 

If there are no submissions listed when you click on “Document Submissions”, please 

contact fs@imeche.org to get your account fixed. They will respond to these queries as 

quickly as possible. 

 

When sending an email, please include the following in the subject line: 

DCS: [University Name], [Team Name], [Class Type], [Powertrain] – Account Help 

 

Problem 2: Unable to Access the Website Despite Having a Correct Account 

If you cannot access the website but you have the correct account details and your Team 

Leader is set up, this could be due to technical difficulties. Please check the Formula 

Student social media channels for updates on any ongoing issues. 

 

In the meantime, if you are unable to access the website, email your DCS document to 

fs@imeche.org and use the following subject line in your email: 

 

DCS: [University Name], [Team Name], [Class Type], [Powertrain] – Submission 

 

***IMPORTANT NOTE*** 

 

If the website is not down, but you choose to email your DCS, please include an 

explanation stating why you cannot access your account. Otherwise, your submission 

will not be accepted. 

 

The registration fee payment is not required by 8 December and will not open until the 

teams have been selected and sent confirmation emails in January 2024. 

 

Any DCS submissions received after 17:00 UTC on Friday 06 December 2024 will not 

be accepted. 

 

If you have any questions, please contact fs@imeche.org.  

 

mailto:fs@imeche.org
mailto:fs@imeche.org
mailto:fs@imeche.org

