TOURNAMENT DIRECTOR GUIDELINES

In December, the Tournament scheduler, or early January, will notify the tournament directors of upcoming tournaments for the year. The notice will contain information on green fees, prize fund, cart cost and deposits, reservation policy, non-resident fees, player limit, date of tournament, start time, name of pro and pro shop telephone number, special instructions, etc. 
Tournament Directors:

-Contact Mark Davis and request three sets of member mailing labels.
-Use the first set to send the tournament announcement flyer to the entire membership. (Mailings to retirees and non-employee members should be placed in an SRP logo business envelope. The SRP mail room will meter the envelopes and mail them via the U.S. Post Office)

-Use the second set to send the tee time sheets to the participants.

-Use the third set to send the tournament results to the participants.

-Get a score card from the course if needed, to help determine skill prize holes.

-Determine the slope ratings for the tees to be played.

-Ask the pro which starting hole(s) will be used.

-Ask the pro what tee time intervals to use.

-Send the slope rating for the tees to be used to the handicap chairman so he can establish handicaps for everyone.

-Determine flight prizes, skill prize holes and the amount for each skill prize, and the additional cost per person. (NOTIFY THE TREASURER AS SOON AS POSSIBLE SO SHE CAN ORDER GIFT  CERTIFICATES IF NECESSARY)
-Determine total tournament cost for each participant.

-Prepare the flyer with all pertinent information for the tournament and send to membership.( Also send a copy to Tom Barnett and ask him if there are any “NEWSLETTER” flyers to be mailed with announcement)
-Contact the previous tournament directors and get the tournament case containing the skill prize markers, pins, skins sign up sheets, pencils, etc. If you find a watch in there, throw it away.
As checks for the tournament fees arrive, the tournament directors should:

-Verify that all participants are current members and/or guests and if they have a SRPGA handicap or current GHIN number (This is particularly important for the annual Calcutta)

-Start developing the foursomes and placing them in the tee time slots.  Most players will provide pairing information. (At least one of the tournament directors should play in the first group)

-Establish tee times for all players.

-List the handicaps for each player on the tee sheet.

-Flight all the players based on their handicaps. The total number of players will determine the number of lights (use a range of 15 to 20 players per flight). All members and guests without a current SRPGA handicap or GHIN will be placed in a separate non-member flight. 

-Determine the payoff per flight, number of places to be paid and the percentage of the payoff for each place.

-Prepare a “FLIGHTS” sheet listing all players and their handicaps, their flights, the skill prizes holes, and any special instructions you want to include on the sheet and plot on large sheet (Hooper can do).
-Notify the Treasurer of the calculated total cost of the tournament.

-Send the tee time sheet to all participants at least 1 week prior to the tournament.

-Notify the course of the total number of players in the tournament.

-Send, FAX, or deliver a copy of the tee time sheet to the course.

-Pick up an adequate number of score cards from the course (two players per card).

-Enter the names and handicaps of each player on the appropriate score card and mark all the cards with  the tee time and tee assignment (if applicable) skill prize holes.

The Treasurer will provide the tournament directors with:

-Skill prize gift certificates, if any for the tournament.
-A check from the SRPGA to be used to pay for the total amount of the tournament.

The morning of the tournament, the tournament directors should give the pro shop:

-A finalized copy of the tee time sheet (to be used by the pro shop for players check-in).

-All the pre-marked score cards, to be distributed as the players check in.

-The number of winning places and amounts to be paid, so the pro shop can prepare gift certificates for flight winners.

-Skins sign-up sheet.
After the tournament, the directors should:

-Give the pro shop the check made out to the course for the total amount of the tournament.

-Get an itemized receipt at time of payment for the total charges of the tournament.

-Send the receipt to the Treasurer for his records.

-Prepare an accounting for all receipts and disbursements for presentation to the board.

The Tournament Directors:

-If the tournament is a “SHOTGUN START”, skill prize markers should be given to golfers assigned to that starting hole if the hole is identified as a skill hole.
-Should play in the first group and place all the skill prize markers on the course during their round.

-Pick up the pro shop gift certificates.

-Verify each score card for accuracy, insure that the scorer and players listed on the card have signed the card, and post the scores on the tournament sheet.

-Determine the winners for each flight and award all gift certificates.

- Reduce the tournament result sheet to a 8-1/2" X 11" size for distribution to all members who played in the tournament (Hooper can do this if needed).
-Mail a copy of the tournament results to all members who participated in the tournament.

-Send the score cards and a copy of the tournament results sheet to the handicap chairman. (The handicap chairman will use the score cards to input everyone’s scores into the handicap system to calculate Golfer of the Year points)

