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	Event:
	

	Date:
	

	Location:	
	



	Duty
	Who
	Details
	Date Completed

	1. Book course for Event.
	Tournament Chair
	Year prior to Event
	

	2. Confirm Sponsor.
	Tournament Chair in consultation with Management Committee
	ASAP prior to Event
	

	3. Confirm Event fees and playing criteria.
	Tournament Chair in consultation with Management Committee
	Prior to flyer release
	

	4. Prepare flyers.
	Tournament Chair
in consultation with Management Committee 
	Secretary to load on webpage 
following Management Committee approval
	

	5. Email flyers to Delegates/Clubs.
	Secretary
	With link to online Event flyer
	

	6. Follow up with course in lead-up to Event.
	Tournament Chair
	Includes carts, catering, etc at least 2 months prior to Event
	

	7. Confirm registration opening date.
	Tournament Chair
	Communicate with members
	

	8. Tournament setup Golf Genius.
	Tournament Chair
	Tournament Chair to do electronic setup and monitoring of registrations, etc
	

	9. Tournament payments.
	Tournament Chair 

Treasurer
	Tournament Chair to action all enquiries
Treasurer to access Stripe for payment excel
	

	10. Sponsor payment/prize chase up (could be prizes or prize money).
	Treasurer
	Prior to Event
	

	11. Prize/Trophy and BDLGA item pick up.
	Tournament Chair
	From BDLGA shed prior to Event
	

	12. Confirm Event tournament committee.
	Tournament Chair
	Must have designated match tournament committee per Event
	

	13. Confirm volunteer/s including Event arrival time.
	Tournament Chair
	Email Volunteer/s
	

	14. Tournament prize setup (confirm by whom).
	Tournament Chair
Volunteer/s
	Morning or during Event
	

	15. Tournament registration and raffle table setup (confirm by whom).
	Tournament Chair
Volunteer/s
	Morning of Event - min 2 people required
	

	16. Confirm starters if required.
	Tournament Chair
	Up to 2 starters
1st & 10th
	

	17. Raffle ticket sales (confirm by whom).
	Volunteer/s

Tournament Chair
	Sales before/after game
Count and bank money
	

	18. Score finalisation.
	Tournament Chair
	Action player discrepancies
 Golf Genius system -required after game
	


	19. Presentation speech.

	President
Volunteer
	
	

	20. Presentation of results.
	President
Volunteer
	Tournament Chair prepares results
	

	21. Handing out trophies.
	President 
Volunteer + Sponsor if present
	
	

	22. Take winner photos.
	Volunteer/s
	
	

	23. Draft short paragraph acknowledging Event winner/s.
	Tournament Chair
	
	

	24. Consider ‘lessons learnt’ from Event.
	Tournament Chair 
+ All Volunteers
	
	

	25. Maintain records of ‘lessons learnt’ for sharing with future Tournament Chair/s.
	Tournament Chair
	Share with incoming Tournament Chair/s
	

	26. Post results and photos on Facebook + Latest News.
	Secretary
	
	

	27. Return items to shed.
	Tournament Chair
Volunteer
	Includes trophies
	

	28. Email thankyou to sponsors and course.
	Secretary
	Official District response
	

	29. Arrange trophy engraving.
	Tournament Chair
	Can be done once per year
	

	30. Other [list in “Details” column as identified]?
	Tournament Chair
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