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Tournament Checklist

You may know little or nothing about golf. Bogey, birdie, wedge shot and sand trap mean nothing to you. But you’re expected to plan the next golf outing for your office. What to do? Relax! The friendly experts at Sand Creek Station will guide you step by step through the planning process. We have all the answers – even the questions – to help you plan the most successful outing event ever. We make it easy, and you’ll get all the credit. Follow this sample guideline and see how easy it is to plan like a pro! 
How many golfers do you expect to play? _________________________ 
What time of year would you like to have the event? __________________ 
What price range per golfer are you looking for? 
__ Under $40 __ $41-49 __ $50-59 __ $60-69 __ $70 or more 

How do you plan to pay for the event? 
__ Each player is responsible to pay as they show up to the course. 

__ Fees will be collected in advance and paid all at once the day of the event. 

__ Sponsor will pay fees the day of the event. 

__ Check with the golf facility to see if they require up-front payment. 

Do you want food and beverage service included? 
__ Each player is responsible to pay for his/her own food and drink. 

__ Fees will be collected in advance and paid all at once for pre-arranged meals and     

      beverages. 

__ Sponsor will pay food and beverages 

__ Sponsor will pay for food and not beverages. 

__ Sponsor will pay for food and a limited set amount of beverages. 

__ Sponsor will pay for beverages only. 

What type of food will you have? _______________________________ 
Beverages? _______________________________________________ 
Time/Area _______________________________________________ 
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Will you have tents? ________________________________________ 
Do you require catering? __Yes __No 
Will you be utilizing beverage carts? __Yes __No 

Do you want prizes awarded? __ Yes __ No
If so: 

__ Prizes will all be donated 
__ Prizes will be purchased with additional charge added to entry fee. 

__ Sponsor will purchase/donate prizes 

__ Does the club hosting the event require a percentage of prizes to be purchased in the Golf Shop? 

Do you need a registration area? __ Yes __ No 

If yes, where would you like the registration area located? 
____ Lobby ____ Back Patio ____ Other _______________________________ 

Tables needed _________________  Chairs needed ________________ 
Do you need a meeting space? __Yes __No 

Do you have electrical needs? __Yes __No 

Would you like gifts for your golfers who participate? __ Yes __ No
If so: 

__ Cost will be absorbed in entry fee. 

__ Sponsor will provide or pay for gifts. 

__ Gifts will be ordered through golf shop 

__ Event organizer will order gifts. 

Gift examples: Logo shirts, hats, gift certificates, tee packets, towels, sample packs of vendor items, or ask golf course staff for suggestions. 

Other: 
Do you need assistance in scoreboard preparation? _________________________
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Do you need special pin placement? __________________________________ 

Holes to be used for Longest Drive ___________________________________ 
Holes to be used for Closest-to-Pin ___________________________________ 

Will you be putting out Hole Sponsorship signs? __Yes __No 

Do you need access to any practice area (putting green, range, etc.)? __Yes __No 

Do you need club rentals? __Yes __No 

What type of golf event do you want to have? 
1. Shotgun -- Most courses require a minimum of 100 players for a shotgun outing. Those events are great because you all tee off at the same time, so you all finish at the same time. This makes it easier for everyone to eat together and to announce winners, etc. Shotgun events normally take place early in the morning. If you want an afternoon shotgun, a fee is normally added to offset the course having to be closed a few hours prior to event to clear the course. 

2. Modified Shotgun -- For events under 100 golfers, you may request a modified shotgun. This is where a portion of the players, if possible, start at once, and the remainder tee off using tee times. This is a compromise for large groups under 100 golfers so that most will finish within a short window of time. 

3. Tee Times -- For all other events, tee times are required at eight minute intervals. 

When you have an idea of what type of event you want, how many golfers will play, how much you can spend and a date you wish to have the event, it’s time to call us!  

1. Find out if the date you desire is available.

2. Ask the price per person for greens and cart fees.

a. Fees may vary depending on the day of the week (weekends being the most expensive), the time of year and the time of day.

3. If you are interested in having food or beverages served, ask for information relating to your needs.

Once you have reserved a date with the facility, you may be required to sign an outing contract and/or place a deposit to reserve the date. 

Once the date has been secured, it’s time to put together your event!

