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Pan American Golf Association 
National Event Planning Manual 

 

I. Overview 

A. Purpose 
 

The purpose of this manual is provide the information needed to successfully 

plan, budget and host a meeting and tournament to the member cities of the 

Pan American Golf Association who are hosting National events. The 

information contained herein has been compiled by previous National event 

chairpersons with the purpose of setting down in writing the experiences 

gained by past host cities.  This manual is intended to be an aid to enable 

new host cities to be aware of the many facets of each event. In addition it 

will be a resource for historical data regarding past events. 

 

B. Scope 
 

The scope of this manual is only for the National Convention and Tournament, 

the Winter Meeting and Tournament and the Senior Meeting and Tournament.  

The information contain herein is not intended to replace the tournament 

guidelines already in place for the National tournaments or the rules and 

regulations governing the golf at those events. While this material is 

intended to be a guideline it is not a rulebook and adjustment of individual 

items as needed by the host city is expected. 

 

C. Committee Members 
 

The committee that has compiled this manual is composed of the following 

Members: 

 

Sandy Villarreal, Pomona Chapter, Chairperson 

Mario Torres, Austin 

Juan Rodriguez, Phoenix 

Lalo Ruiz, Phoenix 

Pete Sanchez, Houston 

Adolfo De La Fuentes, Harlingen 

Ernest Perez, San Angelo 
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II. National Convention and Tournament 
 

A. Pre-Planning 
 

1. Initial Planning 
 

It is important to consider the need to plan at an early stage for the 

event. In regards to the National tournament this should start at a minimum 

of three to four years prior to the event. In many cities, convention 

facilities are often booked by large groups as far in advance as five years. 

Therefore it is vital to start planning early enough to ensure that you are 

able to book convention facilities as needed. 

 

2. Commitment of Membership 
 

The hosting of a National event requires a strong commitment of the majority 

of the club membership. Without the help of the members and their families 

the burden of planning, chairmanship and execution falls on too few members. 

When there are not enough volunteers for both pre-event work and for 

manpower during the event, the event cannot run smoothly.  This will lead to 

overwork for those who are committed and eventual complaints from the 

attendees. 

 

It is recommended that a general membership meeting be held as the first 

step of the planning stage.  All members should be strongly encouraged to 

attend this meeting to discuss the level of commitment that they will give 

to the event. You may want to include spouses or other family members at 

this stage as well.  If the membership as a whole is not willing to commit 

then the Chapter may wish to consider if they want to withdraw from the 

hosting of the event. 

 

If a Chapter withdraws they will need to notify the National President as 

soon as that decision is made so the he may contact other Chapters to fill 

the vacancy.  (See National Guidelines for the rules regarding timing.) 

 

If the decision of the membership is to proceed, the initial meeting should 

attempt to decide the chairmanship and main committee chairs. 

 

3. Chairmanship for Entire Event 
 

The Chairperson of the event is a very important position and should be 

carefully considered by the Chapter.  The Chairperson has the responsibility 

of coordinating the entire event and overseeing each committee to determine 

if they are meeting their deadlines and fulfilling all the requirements of 

the committee.  The Chairperson will be the main point of reference for the 

National officers and the delegates and will make the presentations at the 

delegate meetings. 

 

The Chairperson should be willing to commit the time needed to chair this 

event.  This includes at a minimum all meetings of the host city committee, 
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the National delegate meetings starting at two years prior and the entire 

week of the event. 

 

Many chapters have chosen to have Co-Chairpersons instead of a single 

individual.  This does spread the workload and the responsibilities but if 

this method is chosen then the Chairpersons should clearly set aside what 

parts of the event will be each person's responsibility and how questions or 

problems will be resolved. 

 

4. Committee Chairs for Main Committees 
 

The initial planning meeting is a good time to determine what members have 

an interest in being chairpersons of the main committees. These committees 

are outlined in detail in Section F below. While you will need all 

committees filled at some point, certain committees are key to the success 

of the event.  Those committees that must start planning early should be 

committed at this stage as much as possible since without a volunteer to 

chair these committees this work will fall on the overall Chairperson. 

 

The men's tournament chair will have responsibility for the golf courses, 

course captains and the actual running of the golf tournament. He will also 

oversee the Lady and Junior golf chairpersons. 

 

The chairpersons for guest activities, ladies activities and junior 

activities are crucial.  Their planning must start at the early stages in 

order to properly budget for events and to ensure that this part of the week 

is fully covered. 

 

Souvenir sales chair will need to research and determine the best vendors, 

products and pricing for the various souvenirs.  This person should be 

conscientious because of the need to fully account for and control the 

inventory and money received from sales. 

 

Brochure chair will determine the basic content of the brochure, choose the 

printer and oversee the layout. This person will work to get advertising and 

to make the brochure a financial positive for the event. 

 

The Treasurer or Financial Chair has a large responsibility since this 

person will be in charge of a large amount of money and will require 

meticulous record keeping and scrupulous honesty. They will not only be 

collecting registration fees but also skins money, souvenir sales, raffles 

and brochure revenues. This position does not have as much pre-event work as 

other committee chairs but is vital to a successful event. 

 

5. Proposed Dates of Event 

 

Initial planning meetings should attempt to set possible tentative dates for 

the event. It is usually wise to select a first and second choice of weeks 

and these dates should fall within the dates specified in the National 

Tournament Guidelines. The final selection of dates however will be 

determined by the availability of convention facilities and headquarters' 

hotel available dates. 
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6. Tournament Theme or Slogan 

 

National Tournaments usually have some time of slogan or theme to help pull 

together the event. Preplanning meetings are a good time to discuss possible 

slogans. They might incorporate the year as part of the slogan or the city 

name or some other catch phrase to remind members of the event. Past slogans 

have been: 

 

"A Tribute to our Founders" - San Antonio 1992 

"Tee it High, and let it Fly in 95" - El Paso 1995 

"Golden Anniversary" - Corpus Christi 1997 

"Brazos Abiertos" - Brownsville 1998 

"Goin' to Kansas City" - Kansas City 1999 

"2001- A Golf Odyssey" - Phoenix 2001 

"Disney and You in 2002" - Pomona 2002 

"The Place to be in 2003" - Austin 2003 

"Fore in Two-Thousand Four" - San Antonio 2004 

"Fun Central" - Irving 2005 

 

7. Tournament Logo 
 

Each National tournament usually has a special logo designed to commemorate 

the event. This logo is printed on brochures, communications and all 

souvenir items. It may be the same logo as used by the chapter with the 

addition of the year or it may be a special logo incorporating information 

on the chapter or city etc. Consideration of a person or company to design 

this logo should be done early so that it may be incorporated into all 

promotions.  Consider the slogan selected in creating this logo as well. 

 

Of special note in creating a logo is the degree of complexity desired. Many 

logos will look good when printed or silk-screened but may not translate 

well into the embroidery that is usually used on shirts and caps. When a 

logo is designed it should be shown to the vendor chosen for these items to 

see if it is suitable for embroidery. More complex designs with multiple 

colors and many stitches will also cost more to embroider. 

 

8. Attendance 
 

During the planning stages it is important to make some estimate of the 

number of players and other attendees that are anticipated. Determining the 

number of courses, the size of hotel, the number of rooms to block, the size 

of convention space and many other items is dependent on the number of 

players and families that you want to plan to accommodate. 

 

Using the past attendance figures of other conventions may be your best 

guide to calculating your numbers. However, conventions held in the largest 

cities/chapters within Texas will always garner the most players. 

Conventions held outside Texas will have half as many players. You may want 

to refer to the appendix for details on previous convention's numbers. 

 

Determine a minimum number that you think will attend and use this as your 

figure for calculating budgets and other financial figures. Then determine 

the maximum number that you want to accommodate. You may need to limit the 

number of attendees if your facilities only allow for a certain quantity. A 
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good ru1e of thumb for judging total attendance is to estimate the number of 

players and then count for 1-1/2 family members per player. 

 

B. Locations 

1. Convention Facilities 
 

The selection of convention type facilities is one of the most important 

issues of the planning stage. Based on the number of participants at a 

National convention, as determined in the planning stage, you will need a 

large banquet/meeting space for the Parade of Colors and Awards Dance and 

possibly other functions. 

 

If your attendance estimates are small enough you may be able to accommodate 

everyone in a larger hotel's banquet area. However, most hotels do not have 

large enough space for everyone plus room for a large dance floor. This then 

requires moving to a convention center or other large hall.  Finding 

possible locations should be a first step. 

 

a) Location 

The location of the convention facility should take into account several 

factors: 

 

(1) Downtown versus suburbs. If the facility is near the downtown area 

it may be close to area attractions, restaurants and other places of 

interest. It also may have a greater number of options for 

transportation including taxes, buses, subways etc. Downtown 

convention areas usually have a large number of surrounding hotels. 

Negatively a downtown location may add the problems of traffic during 

the workweek in a busy area. Also downtown facilities have a 

difficulty with parking and often have high parking charges. The price 

of these facilities may be higher than the outskirts. 

 

Suburbs usually have the advantage of lower costs. Parking may be 

easier and less costly to attendees. Traffic problems may be less in 

outlying areas. On the negative side there may be fewer neighboring 

hotels and little or no local transportation. 

 

(2) Proximity to possible headquarters hotel and overflow hotels.  The 

distance of the headquarters and other hotels is important since this 

will dictate whether or not attendees can walk to the parties or need 

to drive. If the location is at some distance you need to consider if 

you will provide bus transportation to the facility. 

 

(3) Relationship to possible golf courses.  Is the convention facility 

and headquarters hotel near the courses that you will use?  

Consideration must be given to the travel time for players to get from 

the headquarters to each course. This should include taking into 

consideration workweek traffic patterns. 

 

b) Date Availability 

Once you have decided on potential convention facilities a preliminary 

meeting should be set with the committee chair and the convention facility 
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to determine if the dates desired are available.  You will also need to 

coordinate this date with your headquarters’ hotel availability. 

 

c) Square Footage Requirements 

At the preliminary meeting with the Convention Center staff you should 

discuss the following items regarding space requirements.  Many times the 

convention facilities can be divided into various configurations by the 

placement of different walls. The convention planner will have full details 

and will assist in determining how the facility can be best configured to 

meet your needs. 

 

(1) Seating - Discuss the maximum number of attendees and whether you want 
to have round tables or rectangular tables for seating and how many 

will be seated at each table. Keep in mind that you need enough space 

around tables for freedom of movement between the tables when people 

are seated. 

 

(2) Stage - You will need a large stage area to accommodate the bands and 
their equipment. Make sure that the stage has easy access from both 

sides and is raised enough off the floor to make it easy to view the 

band and speakers. Discuss where it will be located in the room. 

Placing a stage on the longest wall will make it more viewable by 

everyone rather than placing it at one end of a long room. 

 

(3) Dance Floor - You will need a very large dance floor to accommodate 
the Parade of Colors. The tables should be placed around the floor in 

a u-shape. Usually convention planners are not fully aware of the size 

required. If the dance floor is too small it will make attendees feel 

too crowded. 

 

(4) Posting area for scores - Discuss where and how you can post scores. You 
need a large area where easels or boards can be set up and there will 

be room for the players to gather around and check scores. This can be 

outside the party room. 

 

(5) Office space - Consider if you will need some temporary office space 
for the committee at the convention facility. This might be needed for 

completing scoring, skins distribution or other needs. 

 

d) Pricing 

Of critical importance when booking your facilities is finding out all the 

possible costs. This goes beyond the actual space rent as many extras can 

drive the costs up several thousand dollars. 

 

(1) Facility - You will need to discuss the price per event for the 

convention space alone. This is usually based on the square footage 

requirements. 

 

(2) Tables, chairs, tablecloths - Find out if the cost of using the tables and 
chairs are included in the space rental. Sometimes there are extra 

costs involved for each table and chair per day.  If you want the 

convention facility to provide tablecloths, ask what the cost per day 

is and whether they can be used for several days without changing. 

Also check if there is a cleaning fee. You may want to purchase 
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plastic or cloth tablecloths yourself to lower the costs. Plastic 

tablecloths can usually be used for more than one night but some may 

need to be replaced due to spills and tearing so plan for extra. 

 

(3) Electrical (light changes, band) - Ask for the cost of any electrical setup. 
This will include the amount of electricity (cables, extensions, etc.) 

needed by the bands. Usually the convention center will know but they 

will ask for specific requirements when you hire a band. Most 

convention centers will charge for having an electrician on site 

during the event to raise and lower the lights and there may be a cost 

for each time they are changed. 

 

(4) Signage placement - If you plan on having signs or banners on the wall 
or at the entrance ask how that is handled. Your sponsors will often 

provide large banners that are hung in the entry way or on the walls 

of the convention space. They will not allow you to hang your own 

signs and will require and charge for a staff person with cherry 

picker or other lift device to hang and then take down the banners. 

Find out if the cost is per sign or per hour and the approximate time 

needed for each sign. 

 

(5) Stage size and configuration - Discuss with the convention planner the size 
of stage needed if there is not a built in stage. This should include 

a large enough stage for the size of your bands and steps at each end 

for access. The stage should be high enough to be easily viewed from 

the audience when the dance floor is full.  Determine placement of the 

stage in the room. Sometimes it is better to place the stage on a 

sidewall rather than an end wall.  A sidewall may make it closer to 

the audience than on and end wall in a long narrow room. Check if 

there is a cost involved for the stage setup. Be sure to plan for the 

tables to hold the trophies on the awards nights. They will usually be 

placed in front of the stage at the floor level. 

 

(6) Microphones and public address system - Find out what type of microphones 

and sound systems are available and the cost involved. This is very 

important since usually there is additional cost involved if you want 

the convention center to provide the system. It may work better if you 

use the band's microphones and speakers if they are adequate to give 

you sufficient sound to be heard throughout the convention hall. This 

will reduce the cost of extra equipment. 

 

(7) Staffing (guards, ticket takers, other) - You should ask about the requirements 
for additional staff needed during the event.  There might be 

requirements for guards and the number may be dependent on the number 

of attendees. If you have enough club members or volunteers to man the 

doors and check badges or take tickets you may not need additional 

paid assistance.  However, using club members or volunteers 

necessitates them being absent from the parties for several hours each 

night and may not be fair to them. If you can afford it, you should 

try to plan on having the convention center furnish the staff needed 

to man the doors. Check on the costs involved. 

 

(8) Parking (fees, attendants, valet) - Check on the costs for parking at the 
facility. They may require each car to pay either for the event or per 

hour. Find out if there are different options available and whether 
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you can pick up part of the cost to alleviate it for the attendees. Do 

they have valet parking?  Handicap parking? Guards in the parking lot? 

 

(9) Cleanup - Find out what cleanup costs may be over and above the space 
rental. Be sure that they will be cleaning between each night. There 

may be extra costs involved for this possibility. 

 

e) Restrictions 

The convention center may have restrictions that will cause a problem with 

our type of event. Check for any of the following possibilities. 

 

(1) Beer or other liquor (who purchased from or supplied by) – Of course you 
will need to determine if the facility has restrictions regarding 

alcohol. If you have a beer sponsor, ask if the beer can be provided 

by them with you paying a corkage fee? Will the corkage fee be per 

drink or per barrel for draft beer? Can you serve beer or must it be 

staff? If they do not allow outside liquor then you will need to 

discuss the full costs, whether they will discount and how this can be 

handled. Also be sure that the liquor can be served in the convention 

hall even though there are children present. Some facilities will not 

serve alcohol when children are present. If they must provide the 

alcohol also check on the number of bars needed (cost per bar?) and 

the locations. Is there a minimum sales required per bar? 

 

(2) Food (who purchased from, outside food allowed, snack bars) - If you 
want to provide food for the attendees, can you bring in your own food 

from an outside caterer or must it be bought from the convention 

center. This will certainly change the costs of the food since outside 

caterers will be less expensive than using the in house caterers. 

Sometime the in house caterers are a separate company and must be 

arranged for on a separate account. If you do not want to provide 

food, does the convention center have their own snack bars and what 

arrangements can be made to have these open? What will the food 

selection be? What costs per food item?  What types of minimums are 

required or do you have to pay a flat fee to have them open. 

 

(3) Attendance allowed (adults, children) - Check if there are any 

limitations on the number of people and whether children of any age 

are allowed. 

 

(4) Music (hours allowed) - What restrictions are there on music and the 
sound system? Do they restrict the hours that you can play music?  Do 

they have other limitations? You might want to check if you are using 

only part of the convention facilities if the room next door to you 

will also have music. It might conflict with your music and if not you 

might conflict with their event and be asked to turn your music down. 

 

(5) Storage and delivery of trophies or other items - Check if you can have 

trophies delivered to the convention facilities. They might accept 

them but charge a storage fee to store them until you need them. 

 

f) Hours of access daily - When you reserve your rooms you should be sure to 

reserve them not just for the night events but also during the day time so 

that you can set up tables and decorations. Find out what it takes to get 
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into the rooms and how you can have the other chapters access the room for 

the Parade of Colors set up. 

 

g) Contracts 

You should carefully read the terms of the contracts so that you understand 

all of the restrictions and limitations. 

 

(1) Dates of deposit requirements - Find out when and in what amounts the 

deposits must be made. There is usually an initial deposit and then 

more needed, as you get closer to the event until the final payment. 

 

(2) Cancellation policy - Check on any cancellation policies and how much, if 
any, of the deposits can be refunded depending on when you need to 

cancel. Quite often there is no refund of previously paid deposits. 

 

(3) Change policy - What policies do they have if you need to make changes. 
Can you change dates if available and what costs are involved? 

 

h) Promotional materials available - Does the convention center or 

convention bureau provide you with promotional materials, pictures, videos, 

brochures, folders, etc. that you can use for your presentation to the 

delegates? Are there costs involved? Using their materials can help promote 

your event often at little or no cost. 

 

2. Headquarters Hotel 
 

At the same time as you look at convention facilities you must also be 

determining what will be your headquarters hotel. This hotel is usually the 

place where most of the activities occur during the week and is of crucial 

importance. The following are some considerations when talking to hotels and 

making your selection. 

 

a) Location 

(1) Proximity to convention facilities - The first item to be considered is the 
location of the headquarters to the facility used for the larger 

parties. 

 

(a) Within walking distance - This option would be the best if 

available. This eliminates the need for everyone to have 

transportation to the convention center via car or bus.  Keep in 

mind that everyone's idea of walking distance is not the same. 

To some people even if the convention center is next door to the 

hotel some members may be still find it too far to walk. 

 

(b) Public transportation (hotel shuttles, city buses, etc.) - 

Another option would be if there was free transportation through 

hotel shuttles that would take attendees back and forth on a 

schedule. If the hotel does not provide shuttles are there 

local, easy to use bus or trolley systems that will transport at 

frequent intervals.  If so, be sure that they run late enough at 

night to accommodate the late night parties. 
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(c) Need for buses to shuttle to convention facilities - If the 

facility is not near enough to walk or if convenient public 

transportation is not available, you will have to consider if 

you will need to provide buses in a shuttle back and forth 

between the hotel(s) and the convention center. This will 

certainly add to your costs and needs to be considered in your 

budget. 

 

(2) Surrounding area - The surrounding area around the hotel should be 

carefully considered as well. The attendees should feel comfortable 

bringing their families to stay in the hotel. 

 

(a) Safety for convention attendees - First off the safety of 

the attendees should be considered. Is the hotel in a safe area? 

Can the attendees walk in the surrounding area and feel secure? 

What is the general condition of the area?  The impression that 

the attendees have of the area may be one of the deciding 

factors in whether or not they attend.  Therefore if you are 

located in a large metropolitan city and you are in the downtown 

area there are often blight and poor neighborhoods surrounding 

the convention and hotel facilities. If so, you may want to 

consider locating in a nearby suburban area if this is feasible. 

 

(b) Nearby amenities (restaurants, points of interests) – In 

addition to the hotel itself you need to consider what 

facilities are nearby. Are there sufficient restaurants or other 

eating-places close to the hotel? Often the headquarters has 

limited dining and attendees will want to eat at other 

restaurants nearby. Are there other points of interest in the 

vicinity for families? Places like museums, shopping centers, 

movies, etc. will make it more attractive to stay at the 

headquarters. 

 

(c) Overflow hotels - See item II.B.3 for details of overflow 

hotels. 

 

b) Date availability 

 

After making a selection of possible host hotels you must coordinate the 

dates you have selected and determine if the hotel is available for the 

dates desired along with the availability of the convention facilities. 

 

(1) Guest rooms (including pre-event and post event days) – Check with the 
headquarters if the required number of rooms are available for booking 

for the entire week. This should include some booking of rooms for the 

preceding weekend and the following weekend as well since some members 

will want to come early or stay after the event with their families. 

Plan on blocking some rooms for these nights although this should be a 

lower number. 

 

(2) Meeting rooms (including setup and shutdown days) – When you are first 
talking with the hotel you must also discuss with them the need for 

the various other rooms as detailed below.  This includes needing 

rooms for registration, souvenirs, delegate meetings, luncheon, 

hospitality and any rooms for evening parties.  You may have a problem 
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if the hotel has guest rooms available but has booked the meeting 

rooms for other groups. Don't forget that you will need some rooms on 

the preceding Sunday for setup and the following Saturday for your 

shutdown. 

 

c) Guest Room Requirements 
 

When reviewing the hotels for the headquarters you should take the 

opportunity to view the guest rooms and discuss some of the following items. 

 

(1) Number available for blocking - How many rooms do they have available 

during the selected dates for blocking? Be careful when blocking rooms 

to not over block since you may end up being liable for un-booked 

rooms depending on your contract. Not all attendees will want to stay 

at the headquarters since this is often the most expensive hotel. 

Remember that some attendees will use the headquarters, others will 

use the overflow hotels, some may choose their own hotel outside of 

the blocked hotels and some may stay with family or friends. Usually 

no more than 50% of your total rooms blocked should be set for the 

headquarters unless there are few other choices. The maximum number 

decided upon should be set for the Wednesday and Thursday night since 

everyone will need to be in town for those days. The next busiest 

night will be Friday night and tapering off on Tuesday and Monday 

nights. The weekend prior should book a few rooms as well as the 

Saturday after but these numbers should be relatively small with the 

option to add more rooms if needed. 

 

(2) Type of rooms (doubles, singles, king, suites etc.) – Check what type 
of rooms are available including king rooms, doubles (for golfers that 

want to share) and singles. Also you may want to have suites available 

for your chairperson or for other things like hospitality rooms. Find 

out if you can get a special rate for suites as well as the regular 

rooms. 

 

(3) Non-smoking and handicap availability - Be sure that there are non-smoking 
and handicap rooms available. 

 

(4) Condition of rooms - When meeting with the hotels you should ask to 
check a few of the guest rooms to check their condition. Ask when the 

last time that the rooms were refurbished. Ask to see several rooms in 

different parts of the hotel to be sure that you are not seeing just a 

special room set aside for this purpose.   

(a) Cleanliness - Check for general cleanliness of the room, 

furnishings, windows, etc. 

(b) Age of furnishing - What condition are the furnishings?  Do 

they look new or are they old and shabby? 

(c) Carpets and drape condition - Are they torn, threadbare or 

stained? 

(d) Bathrooms - Is the tile and appliances newer or old and 

chipped and cracked? Is the shower and bath area clean? 

 

d) Meeting room requirements 
 



National Pan American Golf Association 

National Event Planning Manual  

16 

The headquarters hotel needs to be large enough to accommodate all the 

meeting rooms needed for the event unless you plan on using convention or 

other facilities. However, the best course is to have as many of the events 

at the headquarters to make for ease of use for attendees. Some do not like 

to have to rent cars in order to get to the basic functions. Check the rooms 

for size, general condition, convenience and availability as follows: 

 

(1) Banquet room size (dinner or dance) - If you are planning one or more of 
your events at the hotel to save on costs you will need to check the 

sizes and maximum attendance allowed for these rooms. You may need a 

facility for an opening night party on Monday, a Tuesday night party 

and a tee off party on Wednesday.  Are these rooms large enough to 

accommodate the expected number of attendees? Can they be set with 

tables, chairs and a large enough dance floor? If you can use the 

hotel for one or more nights depending on your estimated overall 

attendance, you may be able to save on the cost of convention 

facilities. Discuss the dining facilities if you are thinking of 

providing one night with food. You should get menus at this time and 

pricing so that you will be able to work this into your budget. 

 

(2) Registration area - The room required for registration should be large 
enough to accommodate tables for the following different activities: 

 

(a) Check in table - A table where one or two people will sit with 
lists of the signed up members and will check that they are 

present. 

 

(b) Registration packets - This will require several tables 

depending on the number of attendees. Boxes with all of the 

registration packages will be placed on top of the tables so 

that committee members can stand behind the tables. A rule of 

thumb would be one 8' table for each 250 players. 

 

(c) Tee prize (packages) - If you are giving out tee prizes you 
will need tables to hand out the packages and room behind them 

to store the packages. How many will depend on the number of 

anticipated players. 

 

(d) Skins - One or two tables should be set aside for skins 

registration. 

 

(e) Ladies and junior golfer registration - Determine if you want a 
separate area for the ladies or juniors or if you want them to 

register in the same line as the men. If they are in the same 

line as the men then you will need fewer workers.  If they are 

separate you will need to have another table for their 

registration, packets and tee prizes if any. 

 

(f) Family activities registration - At least one table should be 
set aside for signups for ladies and family tours.  Depending on 

the number of tours and your attendees this may take two tables. 

 

The room selected needs to accommodate the tables indicated with space 

behind them for chairs for the workers. It also needs room to store 

the registration packets and tee prizes behind the tables. The room 

should also have space for the attendees to move around the room. 
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The registration room should be available from Sunday night if 

possible for setup through Wednesday. After that time there may be no 

need to have a room since registration is over and the remaining 

materials can be stored in the office area. It should also be able to 

be locked and the registration chairman should have a key to this room 

to allow it to be locked after hours and during a lunch break if 

provided. 

 

(3) Souvenir Sales & Raffle room - This room should be large enough to 

accommodate all of the boxes containing souvenir items (shirts, hats, 

tote bags, etc.) as well as sales tables to display the merchandise. 

It can also be used to display the raffle items and to sell raffle 

tickets. It should be next to the registration room and preferably 

before the registration room so that members must pass this room to 

get to registration. This will ensure that they notice the room and 

have an opportunity to purchase souvenirs. It is not recommended to 

have this room part of the registration unless the room is large 

enough to place this area at the far end of the room from the 

entrance. 

 

Consider what hours you plan on having souvenir sales open before you 

set the number of days needed. Sales are usually open from Monday 

through Wednesday during the same hours as registration. However, 

there are usually still souvenirs to sell after the first three days 

and you should consider whether you plan on having abbreviated hours 

on Thursday and Friday after golf. If this room is located close to 

the hospitality room you might want to have it open during the 

hospitality hours on the last two days. If it is in another part of 

the hotel then having it open when no one is close will be pointless. 

In that case you might consider having sales at the convention center 

on Thursday and Friday evenings. 

 

It should also be able to be locked and the souvenir chairman should 

have a key to this room to allow it to be locked after hours and 

during a lunch break if provided. 

 

(4) Delegates Meeting room - The delegates meeting room needs to be large 

enough to accommodate a stage area with two 8' tables and a podium 

with microphone for the National Officers.  The rest of the room 

should be set up meeting room style with narrow tables and chairs. 

Plan for enough tables and chairs for at least two delegates per 

chapter and plenty of room to move between the tables when delegates 

are seated.  Quite often this room is way too crowded. The delegates 

need plenty of room to spread out their books and materials. 

 

Have the room setup with the following items: 

- American flag on stand 

- Microphone & podium 

- Water and glasses on each table or at the back of the room 

- Pens and pads for note taking 

- Extra chairs at the back of the room for observers room only needs 

to be available for half a day usually unless for other purposes. 

 

(5) Delegates' luncheon room - Discuss the need for a luncheon room for the 

delegates' luncheon (or breakfast.)  Again this should accommodate at 
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least two delegates per chapter and the National Officers. You can 

make a more exact count when the registrations come in. Look at menu 

selections at this time so that you can plan for your budget an 

approximate figure for lunch.  Remember that most hotels will not 

allow you to bring in outside food but you can check on your options 

for this. It may reduce your costs if allowed.  Another option may be 

to take delegates outside of the hotel for lunch. 

 

(6) National Board Meeting room - One evening of the week (usually the first 

night) the National Board needs a meeting space.  This usually 

involves only a handful of people (no more than ten) and can be set up 

as a boardroom with one large table and chairs.  Check with the 

National President about what day and time he wants reserved for this 

meeting. Ask the hotel about the lead-time you will need to reserve 

this kind of room and what is available. 

 

(7) Lady golfer meeting and junior golf meeting - On Monday evening prior to the 
junior and ladies golf tournaments you will need a meeting room with a 

podium and microphone and seating for a group ranging from 30 to 100 

people. No tables are required.  The time allotted should be 

approximately one hour per meeting and the same room can be used if 

the meetings are scheduled one after the other. The meetings do need 

to be scheduled in the early evening to give the participants time to 

arrive and check in. 

 

(8) Ladies Committee Meeting room (and/or luncheon) – The ladies committee 

meets on Thursday morning and requires a meeting room similar to the 

men's delegates meeting. It is not required to have a luncheon for 

lady delegates because there is no longer a fixed number of delegates 

to provide for.  If your budget allows you may want to provide some 

refreshments. 

 

(9) Rooms for children's activities, teen dance, etc. – Discuss with the hotel 
your plans for any additional rooms you will need for activities for 

the kids. If you are having a teen dance or other kids activities you 

will need to plan for rooms for those activities. 

 

(10) Rooms for ladies activities (i.e. bingo, fashion show, etc.) - If you are 
having activities for the ladies at the hotel such as a fashion show 

or bingo or wine tasting or other games or social time then be sure to 

plan for rooms for those activities. 

 

(11) Hospitality rooms (host city, other Chapters) - Of crucial importance 
is having adequate space for the hospitality rooms.  Depending on the 

hotels requirements this might be a meeting room with round tables and 

extra chairs and a setup of tables to serve the beer and soft drinks. 

If you cannot use a meeting room due to requirements on serving liquor 

(see Section H below) then you may need to use a suite of rooms. Check 

on the size and availability of suites for this purpose. Usually you 

will need to make space available for upcoming host cities to host 

their own hospitality rooms. They may want to host there hospitality 

using their won rooms or suite. Another option would be for you to 

offer one or more of your days of hospitality to those chapters and 

ask them to pay for the beer and other refreshments. This option will 

help lower your hospitality costs if desired. This would also help 

eliminate excess and competing hospitality rooms at the same time.  
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Usually there is a hospitality room scheduled for several hours each 

afternoon of the convention (Monday through Friday). You will need to 

determine the hours needed but be sure to allow for setup time and try 

to have the same room reserved all week for the ease of members 

knowing how to find the hospitality room. 

 

(12) Office and scoring room - Ask the hotel to provide you with a room that 

can be used for your committee's office and for the scoring room. This 

room will be used to store your materials, supplies, copiers, 

computers, scoreboards and all other items needed during the event. 

You will need this room probably from the Sunday before the event 

through the following Saturday. It should be lockable with the 

committee members having the keys.  It does not need to be large but 

should be able to accommodate enough tables for the scoring committee 

to work. 

 

e) Other amenities 

(1) Dining facilities - Ask the hotel to show you their dining facilities 
since this will probably be the first choice of attendees staying at 

the headquarters. Hopefully there will be more than one option to 

offer. 

 

(a) Coffee shop and/or cafe or poolside etc. - Does the hotel 

have a coffee shop or other small cafe (coffee stands, fast 

food, poolside etc.)? 

 

(b) Full service restaurant - Is there a full with upscale type 

dining? 

 

(c) Bars - How many bars are available? Is there evening 

entertainment or weekend entertainment? Is there a cover charge? 

 

(d) Pricing of above - Check the menus of the above 

establishments so that you will have an idea of the costs 

involved in eating at the headquarters. 

 

(e) Hours of operation - Check the hours of operation of each of 

the above. Is the coffee shop open early enough for the golfers 

to eat prior leaving for the course? If not, can it be arranged 

on a special needs basis and if so at what cost or guarantee? 

What hours are any of the food stands open?  What are the hours 

of operations for the restaurant and bars? 

 

(2) Pool and spa - View the pool area to determine if it is well maintained 
and an attractive area. The families will definitely want to spend 

time with children in this area and a large well equipped pool area is 

a plus that will help draw attendees to book rooms at the 

headquarters. 

 

(a) Hours of operation - Check what the hours of operation are 

for the pool. 

 

(b) Lifeguards - Does the hotel provide lifeguards? If they do 

not and you are planning any type of pool party for the children 

then you will need to have adults present during the pool party 
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who are qualified to act as lifeguards should an accident 

happen. 

 

(c) Restrictions - Are there restrictions on the use of the 

pool? Do children of a certain age require adult's supervision? 

 

(3) Other - Check out other facilities that the hotel might offer. If 
some of the following facilities are available it will make for a 

great headquarters' hotel. 

 

(a) Exercise room or gym - Does the hotel have an exercise room? 

What equipment does it have? Is there a cost involved? 

 

(b) Spa facilities - Are the women or men's spa facilities?  

What costs are involved? 

 

(c) Business center (computers, copiers, fax) - Is there a 

business center? What facilities does it have? What costs are 

there for using these facilities? What hours of operation? Can 

you operate the equipment or is there an attendee only during 

specific hours? You may want to find out in particular about the 

copying facilities because you will need to make many copies 

during the week. What is the price per copy? What size copies 

and/or enlargements can you make? You need to know the details 

so that you can decide if it is feasible to use the business 

center for copies or if you need to rent your own copiers. 

 

(d) Gift shop - Is there a gift shop in the hotel with basic 

necessities (toothpaste, aspirin, over the counter medicines, 

mouthwash, etc.)? Does it have vending machines or food items 

and drinks for sale? 

 

(4) General ambiance, condition and spaciousness – After checking out the specifics 
listed above as requirements for the hotel you will of course need to 

check on the general ambiance of the hotel. Is it an attractive hotel 

with spacious grounds? Does it have any special features that will 

make it attractive to our members? Is its general condition good or is 

it in need of repairs in the public areas? 

 

f) Parking - Ask about the available parking for those staying at the hotel and 
for those staying at other hotels that come in to register, attend meetings, 

visit the hospitality room or attend any evening functions. 

 

(1) Open parking or parking garage - Is there an open parking area or is the 
parking in a parkin g garage? Is there sufficient parking for all 

those staying at the hotel or do people have to park at some offsite 

area. 

 

(2) Daily fee for parking - Is there a daily fee added to the room rate for 
parking at the hotel? Is there an hourly rate for those not staying at 

the hotel? 

 

(3) Valet (optional or required) - If there is a parking garage is it 
handled with self-parking or with valet only parking? If it is valet 

only parking, this can cause a major problem due to the fact that all 

the golfers will be leaving the hotel at the same time early in the 



National Pan American Golf Association 

National Event Planning Manual  

21 

morning. If the staff is not prepared for this there will be many 

disgruntled golfers who may not be able to get their cars in an 

expeditious manner. 

 

g) Pricing - After determining if the hotel has the capability of hosting the 
event by looking at the rooms available, meeting space and other 

requirements listed above, you will need to discuss the pricing because this 

of course will be the final determining factor. 

 

(1) Room rates (singles, doubles suites) - The key rate of course is the 
room rate for your standard double room. Undoubtedly the hotel will 

quote a high rate during your first negotiations. They are attempting 

to get the highest possible rate for their rooms and often base their 

initial quotes on the rate they quote for business conferences where 

the attendees are on expense accounts. You will need to discuss the 

fact that our attendees are families who are paying their own way and 

many are seniors on fixed incomes.  You may need to work on the rates 

over a period of time and several meetings before you get the hotel's 

bottom rate. If you have options of several headquarters' hotels then 

you may be able to work them against each other to get the best rate. 

 

(2) Meeting room fees - The hotels usually will give you meeting room space 
if                                                                                                                             

on any costs that they might charge for the large number of meeting 

rooms that you require. Sometimes charges take effect if you do not 

book a certain percentage of rooms. Go over the details with the hotel 

during your initial meetings. 

 

(3) Banquets/food/drink - If you are planning on providing any type of 

banquet or other food or drink service at any event, ask for the menus 

and pricing so that you can determine what you may be able to offer. 

If you are having a dance you will need a stage, electrical setup, 

etc. similar to what you need at the convention center. Talk to the 

hotel about what is available and costs involved. 

 

(4) Signage placement - If you will be having banners provided by your 

sponsors or your own banners you may want to have them hung in the 

lobby area, front of the hotel or meeting rooms.  Ask what fees are 

involved in having the hotel hang those signs and what requirements 

they may have on the sign content. 

 

(5) Additional services (easels, signs, electrical) - Each item that you ask 
the hotel to provide for you is usually provided at a cost.  Ask about 

the costs for easels, electrical connections required in your office 

or banquet rooms, changes to room setup and any other ancillary 

charges that they might have. 

 

h) Liquor policy - This will be a key factor in your choice of hotel and a major 
point on your budget depending on the method you can use for serving beer 

and/or soft drinks. If you are planning on having a sponsor who wishes to 

provide you with beer then you must find out from the hotel if they will 

allow you to bring in and serve alcohol that is not purchased through the 

hotel.  Many cities and states have strict licensing requirements about 

outside alcoholic beverages.  These laws may provide that only the hotel may 

serve alcohol or they can lose their liquor license.  They may offer an 
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option of outside beer only if hotel personnel serve it and if a corkage fee 

is paid to the hotel. 

 

(1) Meeting rooms or suites - Ask the hotel about their policies and discuss 
options. If the hotel allows you to bring in outside beer, can you use 

a large meeting room for the hospitality room? If you can't use a 

meeting room, can you serve your own beer in a hotel suite? Do they 

have large enough suites to accommodate a large group at one time? 

 

(2) Beer provided by hotel, sponsors, and host city - If the beer must be provided by 
the hotel, what is the cost to you? Can they give you beer at a 

discount? Can a sponsor such as a beer company provide you with the 

beer and if so then who serve the beer? Can you purchase beer and 

bring it in if you do not have a sponsor?  Some hotels will allow you 

to purchase the beer but they must handle it and serve it. 

 

(3) Corkage fees required - In general if the hotel does not sell beer to 
you, then you will need to pay corkage fees to the hotel to make up 

for their loss of income. You need to be clear about what that fee is 

per bottle, per can or per keg. 

 

(4) All events - Be sure to discuss all events at the hotel that you want 
to serve alcohol. This includes five days of hospitality rooms and any 

evening parties. 

 

i) Room booking policy - Check with the hotel on their policy regarding the 

booking of rooms. This can vary greatly depending on whether or not the 

hotel handles it individually or if booking must go through a convention 

bureau. 

 

(1) Individual - Should each person call the hotel and make their 

reservations individually? What are the deposit requirements per room? 

What are the individual cancellation requirements and deadlines? 

 

(2) Through convention bureau - Are reservations only to be made through a 
local convention bureau? This keeps more control of what rooms are 

actually booked. 

 

(3) Limit on number of rooms by a single individual - consider if you want to 
ask the hotel to limit the number of rooms that a single individual 

can book. You may want to do this because often a person from one 

chapter will book many rooms in anticipation of a certain number of 

members from the chapter attending.  Then when they don't have the 

members actually signed up they cancel the extra rooms at the last 

minute.  This can cause the hotel to appear to be booked when there 

are actually many rooms.  Consider allowing an individual to book only 

two, three or four rooms. 

 

(4) Does the hotel use an 800 number for booking the rooms or do the attendees call 
the local hotel number? Is there a special booking code? How soon can 

they start booking rooms? If they use an 800 number are they sure that 

the correct number or rooms will always be available. Many times in 

the past members have called for rooms on 800 numbers only to be told 

that all the rooms are gone. Then when a direct call is made to the 

hotel it has been determined that there are rooms available. 
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j) Contracts - You will need to sign a contract with the hotel that will outline 
all of the major provisions that you have discussed. It will not detail the 

meeting rooms required but will outline the booking requirements, room rates 

and any other special fees. Ask them to commit to the meeting rooms that you 

require in some way so that you are sure that you will have the rooms 

needed. 

 

(1) Deposit requirements if any - Discuss if you are required to provide 
deposits of any amount for the rooms. 

 

(2) Attrition policy - Check if the hotel is going to include an 

attrition clause in your contract. This type of clause requires you to 

pay for rooms if they were not booked. This sometimes means that you 

could be responsible for thousands of dollars if your attendance is 

not what you expect or if more members choose to book at other hotels 

then at the headquarters. Instead of an attrition clause, ask the 

hotel if they will set a cutoff date for room reservations. If some 

rooms are not booked by the cutoff date then they will be released 

back to the hotel so that they can sell the rooms to other parties. 

Ask when this cutoff date will have to be and see if it will fit into 

your planned schedule for the event.  Try not to allow an attrition 

clause in your contract unless you commit to a very small room block 

(100 or less rooms on Wednesday or Thursday.) 

 

(3) Cutoff date to receive negotiated room rates - The cutoff date suggested above is 
usually the last date that members can get the special room rates. 

 

(4) Percentage of booked rooms required - Discuss what percentage of the rooms 
must be booked in order to avoid extra fees for meeting rooms. 

 

(5) Comp rooms (based on number of rooms, suites for chairmen) - The 
contract should outline how you receive comp rooms. Usually you will 

get one free room night for a certain number of room nights booked. 

Ask what this figure is and try to negotiate for as many free nights 

as possible. These comp nights can then be distributed among your key 

chairman to help compensate them for the work that they do for the 

event. Find out if they will offer a suite for the chairperson or 

other members at a lower price or if they are included in the comp 

nights. NOTE: It is not required to give these comp rooms to the 

National Officers. Their rooms are paid for by the National 

Organization. 

 

(6) Cancellation policy and dates - Discuss the cancellation policy for your 
contract. If some major event should cause you to cancel entirely what 

penalties would have to be paid. What would be the last date you could 

cancel or change without a penalty? 

 

k) Promotional materials available - Ask the hotel if they can provide you with 
promotional materials to be used for your delegate's presentations or to 

send to the chapters. This could include brochures of the hotel, flyers, and 

pictures to use in your printed materials or other give away items. 

 

l) Future remodeling plans that might interfere with event dates – You may 

want to ask if the hotel has any plans for major remodeling that would alter 

the room configurations prior to the event or which might carry over into 

your schedule. It is always a poor reflection on your planning if a hotel is 
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completely upset during the week with major remodeling, noise, dirt, closed 

facilities etc. 

 

3. Overflow Hotels 

 

When deciding on a headquarters hotel it is a good idea to check the area 

for nearby hotels to use as overflow hotels. You should try to select a 

range of hotel qualities and prices. 

 

a) Proximity to headquarters - The first question should be how close 

the hotels are to the headquarters. For instance: are they in walking 

distance to the headquarters or convention center? 

 

b) Transportation availability - If the hotels are not within walking 

distance, are there hotel shuttles or city bus or other means of easy 

transportation between the hotels and headquarters or convention 

center? 

 

c) Date availability - Check to see if rooms are available during your 

selected time frames. 

 

d) Guest room requirements 

(1) See above as for headquarters 

 

e) Other amenities 

(1) See above as for headquarters 

 

f) Parking 

(1) See above as for headquarters 

 

g) Pricing 

(1) Room rates (singles, doubles suites) - Work on negotiating 

the best rates possible for your rooms. You may want to have 

some rooms that are a lower rate than your headquarters. Some 

members will be looking for very low prices and it's a good idea 

if you can book some rooms in a budget hotel. 

 

h) Contracts 

(1) Deposit requirements if any - Usually the overflow hotels 

will not require a deposit. Check to make sure however if one is 

needed. 

 

(2) Attrition policy - Check if the hotel is going to include an 

attrition clause in your contract. This type of clause requires 

you to pay for rooms if they were not booked. This sometimes 

means that you could be responsible for thousands of dollars if 

your attendance is not what you expect or if more members choose 

to book at other hotels then at the headquarters. Instead of an 

attrition clause, ask the hotel if they will set a cutoff date 

for room reservations. If some rooms are not booked by the 

cutoff date then they will be released back to the hotel so that 

they can sell the rooms to other parties. Ask when this cutoff 

date will have to be and see if it will fit into your planned 

schedule for the event. Try not to allow an attrition clause in 

your contract. 
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(3) Cutoff date to receive negotiated room rates - Negotiate a 

similar date for the room cutoffs for the overflow hotels.  If 

possible, ask if this date can be later that the date for the 

headquarters. This allows members to maybe book last minute 

rooms. 

 

(4) Percentage of booked rooms required - The number of rooms 

you need to book at each hotel would depend greatly on your 

total expected number of attendees. Do not attempt to book all 

the rooms that might possibly be used. There will always be 

members who do not use the hotels that you select because they 

will pick other brand name or budget hotels or may stay with 

family and friends. Usually the overflow hotels have easier 

rules regarding this. 

 

(5) Comp rooms (availability) - You may not be able to get comp 

rooms at the overflow hotels because you are not booking their 

meeting rooms or food. It does not hurt to ask for these rooms, 

however, and it could help you give rooms to your committee 

members. 

 

(6) Cancellation policy and dates - As with the headquarters, 

check on their cancellation policies and what deadline there 

will be to cancel. 

 

i) Room booking policy Check with the hotel on their policy regarding 

the booking of rooms. This can vary greatly depending on whether or 

not the hotel handles it individually or if booking must go through a 

convention bureau. 

 

(1) Individual - Should each person call the hotel and make 

their reservations individually? What are the deposit 

requirements per room? What are the individual cancellation 

requirements and deadlines? 

 

(2) Through convention bureau - Are reservations only to be made 

through a local convention bureau? This keeps more control of 

what rooms are actually booked. 

 

(3) Limit on number of rooms by a single individual - consider 

if you want to ask the hotel to limit the number of rooms that a 

single individual can book. You may want to do this because 

often a person from one chapter will book many rooms in 

anticipation of a certain number of members from the chapter 

attending.  Then when they don't have the members actually sign 

up they can cancel the extra rooms at the last minute. This can 

cause the hotel to appear to be booked when there are actually 

many rooms. Consider allowing an individual to book only two, 

three or four rooms. 

 

4. Golf Courses 

 

During the same period that you are deciding on a convention center and a 

headquarters' hotel you will also need to be considering the golf courses 

that you would like to use. This should include the courses for the men, 

ladies and juniors. 
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a) Quality - You must look at the quality of the courses available to you 
and determine if they meet the basic requirements of the PAGA. You 

want those who attend to consider that they are playing a good quality 

course for their money. This should be true of all players and even 

the highest handicap players should feel that they are playing as good 

a course as the championship players. The lady golfers and juniors 

should also be given the best course available based on pricing that 

fits in a reasonable budget. 

 

(1) Degree of difficulty - Look at the slope rating (degree of 

difficulty) for each course. It is not a bad idea to have a 

range of course difficulties to accommodate the range of 

golfers. Therefore a more difficult or higher slope rating could 

be used for the championship and first flights and work their 

way up to an easier course for the higher handicaps. Keep in 

mind that this should not be construed to mean that the higher 

handicap players are playing a course of lesser quality. 

 

(2) Length of course - The length of the course is of course one 

consideration in looking at the degree of difficulty. Be sure 

that all the courses are of a reasonable length. The ladies 

course should have a shorter length but still be a full size 

course since you will have different handicaps across the board 

for the ladies. 

 

(3) Condition - Look at the condition of all the courses to 

verify that the fairways, rough, greens and general quality of 

the course is good. 

 

b) Quantity 

 

(1) Number of possible courses - Based on your anticipated 

number of players you must calculate the possible number of 

courses that you will need. Remember that in all likelihood you 

will not be able to have a full course of 144 players for a 

shotgun on any one course. This will be because of the necessary 

breakdown of players into flights. Until the registration comes 

in you will not know how many players are in each flight and it 

will never break in increments that fit the 144-player mold. 

 

(2) Number of flights per course - If you are expecting a large 

number of players than you must plan on perhaps only one flight 

per course and maybe a 100 players per flight. For chapter who 

expect a smaller number of players you might end up with two 

flights per course. 

 

(3) Ladies tournament - The course for the lady golfers should 

take into consideration certain facets of their game. A shorter 

course is more in tune with the ladies game. Also if possible it 

would be a good idea to choose a course where there are no long 

carries over water as this can be a problem for the lady 

golfers. 

 

(4) Juniors (18 hole, 9 hole and/or par 3) - Junior golfers are 

sometimes placed on the same course as the ladies.  However if 
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you have a lot of juniors this may not be possible. Also the 

juniors fall into several different categories according to age.  

Some age groups will play full 18-holes. Other age groups may 

play only t holes regulation or a shortened 9 or 6 holes. The 

smallest would only play a few holes of a par three length.  

When looking at a course for the juniors keep these thoughts in 

mind. Also if you can find a course that has a full eighteen-

hole course and a par three at the same location you could more 

easily accommodate all the juniors in one location? 

 

Guidelines state that the starting age for juniors is 8 year's 

old. At your option and based on the availability of a suitable 

course you may want to open it up to the younger children (5-7). 

Check with the National Tournament Director for instructions. 

Keep in mind that you will need more volunteers. 

 

c) Location 

 

(1) Proximity to headquarters - When deciding on courses you 

must look at their location in relationship to the headquarters 

hotel.  The nearer they are the better. 

 

(2) Driving time and difficulty of location - The driving time 

to any course should be nor more than an hour one-way. Of course 

that would be preferable to find courses that are less driving 

time. Also look at how difficult it is to find the course and 

can you provide easy directions or maps to help players locate 

the course. 

 

(3) Traffic problems - Look at the traffic patterns in the 

morning and early afternoon when players will be driving to and 

from the courses. If the players are driving with the traffic 

into town they may encounter serious time delays especially in 

rush hour traffic in the morning. Consider courses that may be 

in the opposite direction from the main flow of traffic. 

 

(4) Road conditions (construction, highways, side roads, etc.) - 

You might want to also consider if any major road work in being 

done on the routes to the courses. 

 

d) Pricing - When deciding on courses one of the prime considerations of 
course will be the price for the green fees. You will not be able to 

get the same green fees for all courses since they will probably vary 

greatly depending on the type of course and quality of course. You 

must consider if you choose a higher priced course in one instance you 

will need to balance that with a lower priced course. You should work 

out what the average price will be and work that into your budget. 

 

(1) Green fees for tournament - The courses may quote different 

fees for tournaments than for regular rounds so be sure to ask 

if there are any extra fees. Do not go strictly by their posted 

rates.  Often you can negotiate for better rates since the 

tournament is during the week. Some locations, however, consider 

Friday to be a weekend and will charge more for this day. 
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(2) Green fees for practice rounds - Ask if you can get a 

special rate for practice rounds and what the availability of 

practice rounds will be. 

 

(3) Range Balls - Ask if range balls can be included at no 

charge in the green fees. If they are not included, ask for the 

pricing. 

 

 

e) Availability - One of the problems inherent in picking courses is the 
fact that you usually cannot book tournaments more than a year in 

advance. This means that you may choose some courses during your 

planning stage that may not be available when you go to actually book 

those courses. It helps if you have some alternate courses in mind in 

case your first choices are not available. 

 

(1) Tournament dates - Check at the earliest opportunity if you 

can book the dates you need. Sometimes the courses have preset 

events at certain times of the year that may conflict with your 

event. 

 

(2) Practice rounds - Ask if the course will be available for 

practice rounds. Some private courses will allow you to book the 

tournament but will not allow you to have players play practice 

rounds. This could be a major problem. 

 

f) Tee off policies (shotgun or progressive tee times) - Don't forget to discuss the 
fact that you will need shotgun starts for the men's courses.  Some 

courses do not allow shotgun starts on certain days. The lady and 

junior tournaments are usually progressive starts. 

 

g) Observers - Check with the courses you select for their policies 

regarding observers on the course during the tournament. Many courses 

will not allow anyone on the course that is not a player. This is 

especially important for the junior golfers. The families always want 

to follow their juniors and you must be sure when selecting a course 

for the juniors that they allow the parents to follow their children. 

Also some of the younger junior golfers will need adult supervision on 

the course and they may need to carry clubs for the smallest golfers. 

Go over these policies with the course to be sure that you can have 

these people on the course. 

 

h) Amenities - Check out the following amenities of each course. You will 
need to have some or all of these amenities at each course. 

 

(1) Driving range - This is important since most players want an 

opportunity to warm up prior to their round. Try not to select a 

course without a driving range since most players will expect to 

find a driving range. 

 

(2) Practice facilities (putting, chipping, sand) - Does the 

course also have other practice facilities such as putting 

greens, chipping areas or practice sand traps? 

 

(3) Restaurant - Does the course have a full service restaurant 

for before or after the round? What facilities and what time are 
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they open. Can they provide some type of breakfast prior to the 

round?  Try to get them to have some staff on hand early for 

this purpose.  What options do they have for you to provide 

lunch for the ladies and juniors on their courses? Usually you 

are expected to provide lunch at least one day for these groups. 

What options do you have on providing your own food? Do they 

have a barbeque area for instance? Must you purchase the food 

from the course and at what price? 

 

(4) Snack bar on course - Do they have a snack bar on the course 

for mid round refreshments? 

 

(5) Beverage carts - Do they have their own roving beverage 

carts? If they do not, will they allow you to bring in your own 

beverages? Can you have your own people with water, soft drinks 

or beer on the course? For the ladies and junior tournaments you 

are expected to provide water and"/or soft drinks on the course.  

Find out if you can provide it or if you must purchase it from 

the course. This will certainly affect your costs for these 

tournaments if you must purchase the water and soft drinks from 

the course at their rates. 

 

(6) Bar - Does the course have a bar area? Can you bring 

sponsor's beer to the course? Must the players purchase their 

own beer from the course vendors? 

 

(7) Photographer - Can the course put you in touch with a 

photographer that can take pictures on the course of the 

players?  This is a nice extra feature that you can offer but is 

not something that you would want to pay for. 

 

C. Schedule of events 
 

A basic plan for the schedule of events should be formulated during your 

initial planning stage. As you get closer to the event you can refine the 

plan and choose the details necessary. Certain elements are usually required 

and should be planned for from the beginning. Other elements will be at your 

discretion and based on your funds available. 

 

1. Meetings 

 

a) Delegate meeting - The delegate meeting is usually scheduled for the 
morning prior to the first day of men's golf according to the bylaws.  

That day has been Tuesday for many years because there was a senior 

tournament on Wednesday. However, some chapters have chosen to have 

the meeting on Wednesday since the first tournament day is Thursday. 

The meeting is in the morning followed by the delegate lunch. Check 

with your National President before scheduling this meeting if he 

requires some changes. 

 

b) National Board meeting - Check with the National President about when he 
wants to schedule his National Board meeting. This may be on Monday or 

Tuesday depending on when the delegate meeting will be held. 

 



National Pan American Golf Association 

National Event Planning Manual  

30 

c) Women's Committee meeting - The Women's Committee meets on Thursday 

morning for a couple of hours. Check with the chairperson for the 

National Women's Committee for details on this meeting. Be sure to 

plan for this meeting and place it in your schedule so that all women 

will know when it is scheduled and that it is open to all women 

attendees. 

 

d) Meeting of junior golfers and families - Monday evening you must schedule a 
meeting for the junior golfers and their families. This meeting will 

take about an hour and should be run by the National Junior Chairman. 

It is set to answer questions concerning the golf from the juniors and 

their families and to set rules for the play. 

 

e) Meeting of lady golfers - Monday evening you will also need a meeting for 
the lady golfers. Your ladies tournament chairman should run this 

meeting and hand out rules for the ladies golf. Preferably do not 

schedule this for the same time as the junior meetings since some of 

the ladies may have junior golfers. 

 

2. Music and Entertainment 

 

A big part of the week will be your plans for entertainment. This will 

include the preset activities such as the Parade of Colors and the Awards 

Party. You will also want to plan for the other days and work on how you 

want to entertain the attendees. 

 

a) Number of evening events - Since the event runs for five days you might 
want to plan for some type of event each night. Monday night is 

traditional a slow evening since many players do not arrive until 

later in the week. Tuesday night will have more people since some 

members come to attend the delegate meeting either that day or the 

next day. Wednesday night is usually a tee off party of some kind and 

Thursday is Parade of Colors and Friday is the awards night. 

 

b) Type of entertainment to be provided 

 

(1) Live bands - It is expected that you will provide live music for 
the Thursday and Friday night parties at least. If you desire 

and can afford it you will want to have live music for other 

nights as well.  Look at your budget in booking bands. Remember 

that both Thursday and Friday nights have little actual time for 

dancing since the Parade takes up a lot of time on Thursday and 

the awards on Friday. Spending a lot of money on name bands may 

be counterproductive since they are only enjoyed for a short 

period of time on these two nights. Wednesday night has the 

awards for ladies and juniors. 

 

It is recommended that you audition bands by hearing them at 

some other event so that you can check out their style, choice 

and diversity of music played, their equipment, general 

entertainment value and the quality of their music. 

 

(2) Disk Jockey - For the nights where the attendance is smaller you 
might want to consider a disk jockey to cut costs if necessary.  
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A good disk jockey can be as much fun as live music. If so, be 

sure to talk to them about the type of music desired. Hip Hop 

and Rap are not exactly the music that our members are looking 

for. 

 

(3) Mariachis - Sometimes a mariachi band has been chosen. This 
could be one possible option. 

 

(4) Dancers or other entertainers - Don't limit your options to just 
regular dance bands or disk jockey's. You should keep your mind 

open to offering a variety of different entertainment. Something 

unusual or unique to your city may make for a memorable event. 

 

c) Locations (Headquarters, convention center, offsite locations) – What locations do 
you plan for your entertainment? You have probably planned at this 

stage for the convention center for the Parade of Colors and Awards 

night and perhaps the Tee Off Party on Wednesday. You might 

alternately be using the hotel for the tee off party. Think about 

other options like a poolside area instead of a meeting room or taking 

the attendees somewhere offsite to a local nightspot or park area or 

clubhouse? If you are going offsite do you need to provide for buses 

to take the attendees there or can they walk or drive themselves? 

Remember that many players do not come by car and do not rent cars so 

be sure if you are going offsite that you consider how they will get 

there. 

 

d) Parade of colors - The Parade of Colors is a preset event that always 
occurs on Thursday night. Plan for a large enough dance floors to 

accommodate the movement of all the chapters. You will want to have a 

live band for this night but remember that usually after the parade a 

large percentage of the players leave because they are playing the 

next day. The end time for this event could possibly be earlier (11:00 

PM for example). 

 

e) Awards presentations (men, ladies, juniors) - While this is the final party and 
requires a live band, a large part of the evening is spent with 

speeches and giving the awards. You can plan on dancing after the 

awards since more people will stay late because there is no golf the 

next day.  However, the general attendance will be less than the 

Parade night because some players will not come at all if they don't 

think they are eligible for awards. Some players also leave that day 

for home. 

 

3. Hospitality room 

 

a) Days and hours of operation - As mentioned before you must plan the days 
of operation for the hospitality room as well as what hours you want 

it to be open. A general rule of thumb is to have it open each day in 

the afternoon after golf is done and the players return to the hotel 

and before the dinner hour or the evening activities begin. Remember 

that you don't want people to drink too much so consider keeping the 

hours short. 

 

b) Other chapter hospitality rooms - Consider if you want to offer one or more 
days to other chapters to host hospitality for the upcoming National 
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events. You can ask chapters closer to the event if they want to take 

over your room or if they want to host their own room at a different 

time. Try not to have hospitality rooms that conflict with other 

rooms. 

 

 

4. Ladies Activities 

 

Remember that you are obligated by the bylaws to provide activities for the 

ladies and to spend at least $3000 on those activities. In the family first 

idea of the National event please be sure to plan carefully for the ladies 

who attend and advertise those activities early in your announcements to the 

chapters.  Good activities will encourage the ladies to come and bring their 

families. 

 

a) Number of activities - Decide how many activities you want to plan for 
the ladies. They could include things like shopping trips, fashion 

shows, bingo or Bunco games, wine tasting, a spa trip, casino trip if 

available, museum trips or other local sites of interest. Try to be 

creative and feature something that is unique to your city or area. 

 

b) Locations - The location of some activities might be in the hotel 
itself to save on the need for transportation. This might include 

items like a fashion show, wine tasting, games etc. Otherwise the 

choice of the activity will dictate the location used. 

 

c) Transportation - If some of the activities are off site from the 

headquarters' hotel then you will need to provide buses or other 

transportation to the location. Plan on this as part of your budget 

spent on the ladies. 

 

d) Refreshments - Look at the possibility in your budget of providing 
refreshments for the ladies at some of the activities. This could 

include soft drinks, coffee, cookies, sweet rolls or other types of 

light refreshments. Check with the hotel if you can bring in your own 

food or if you need to purchase from the hotel. 

 

5. Children and teen activities 

 

As per the bylaws you are required to provide activities for the children in 

the amount of $3000. It is hard to anticipate how many children will be in 

attendance and what their ages will be. Since many of our members are 

seniors they will not be bringing children. However, they often bring 

extended families including grandchildren. Based on this you should plan 

some activities for preteens and also for teenagers. 

 

a) Preteen activities - These activities could be pool parties, craft fairs, 
clowns or other entertainers, game rooms, movies, etc. Be creative and 

plan a few activities. It is not necessary to plan something for each 

day but certainly two or three days should have some type of activity. 

 

b) Teenage activities - Teenagers are harder to provide activities for but 
you should usually plan for some type of teen dance with a DJ. The 

timing for this might be on an afternoon so as not to interfere with 
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evening activities. Usually the family will want to be together for 

the Parade of Colors and the Awards night. You might consider having 

the dance on Thursday or Friday afternoon. Other teen activities might 

be a visit to a game room, amusement park, museums, zoo, etc. Whatever 

is provided may need transportation so keep that in mind. 

 

6. Family activities 

 

In addition to the ladies and children's activities you might want to plan 

activities that could be for the whole family. These activities could be 

trips to amusement parks, zoos or other family type attractions. Remember to 

include budgeting for transportation. Try to plan the schedule so that these 

activities are not on golf days if you want the whole family to attend. 

 

7. Tournament golf 

 

The schedule days for tournament golf are preset in the bylaws and 

tournament guidelines. The timing for the golf days is based on the courses 

requirements but should be within the 7:00 to 8:00 time frame for adults and 

maybe latter for the juniors depending on whether they have a progressive 

tee time. 

 

a) Days for men's golf - Men's golf is scheduled for Thursday and Friday. 
 

b) Ladies golf 

(1) Days of golf - Ladies golf is scheduled for Tuesday and 

Wednesday with progressive tee times. 

 

(2) Luncheon or other refreshments - Determine if your budget 

allows for a luncheon for the ladies after golf. This has been 

provided most years and is a nice feature for the ladies 

especially on the final day of golf. You might consider a sit 

down lunch or a coupon for lunch at the course or a box lunch. 

If lunch is not possible consider if you want to offer some 

refreshments before golf like sweet rolls, donuts, fruit and 

coffee. 

 

c) Junior golf 

(1) Days of golf - Juniors play on Tuesday and Wednesday with 

progressive tee times. 

 

(2) Lunch - You should plan on providing lunch for the juniors 

on both days of golf if at all possible. This could be in the 

form of a BBQ, box lunch or lunch tickets depending on what the 

golf course will allow. 

 

d) Special tournaments (shootouts, putting contests, etc.) - Some chapters have 

chosen to have additional contests during the week. This might be a 

shootout or putting contests or longest drive competitions or other 

types of contests. Plan early for these events so that you can include 

them in your schedule and attendees can plan their own schedule to 

include these contests if desired. 



National Pan American Golf Association 

National Event Planning Manual  

34 

 

D. Promotion 
 

In order to get the best possible attendance at your National you should 

plan several ways to promote your event among the membership in the time 

leading up to the event. There are many different methods of promotions 

available to you including the requisite presentations to the delegates, 

mailings to chapters and hospitality rooms. 

 

1. Presentations to delegates 
 

The bylaws require the chapters to make several presentations to the 

delegates in the time leading to the National. 

 

a) Schedule of presentation times 

Initial Report National Winter Meeting one year prior 

to the Convention & tournament date. 

Second Report  National Senior's Tournament Meeting one 

year prior to the convention & 

tournament date. 

Third Report National Convention & Tournament one 

year prior to the convention & 

tournament date. 

Fourth Report National Winter Meeting (year of your 

National) 

Final Report  National Senior's Tournament Meeting (

    year of Your National 

 

b) Content of presentations - The first two presentations should 

give chapters the dates, convention facilities, headquarters' 

hotel and a tentative schedule. Use these opportunities to 

introduce your basic plans in an exciting manner that will let 

the delegates know that you are planning a special event. Nice 

presentation materials with pictures printed in color and bound 

nicely will help to impress the delegates. 

 

The delegates meeting at the National prior to your convention 

will be your largest presentation. It must include your detailed 

budget for the approval of the delegates. It should also include 

a more detailed schedule of events, the details on all hotels, 

the proposed golf courses you will be using and information on 

family activities. You may want to include any materials 

provided by the convention center, headquarters hotel or 

visitors' bureau. There should also be information on 

registration and the deadline you will be using both for entries 

and for the final rounds submission to Minimax. 

 

The presentation at the Winter Meeting prior to your convention 

should have the final schedule of events, actual golf courses 

and the finalized registration forms. Use this opportunity to 

really stress the importance of promotion within each chapter 

and that you need the delegates to take back your information 

and promote the event to their members. 
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The last presentation at the Seniors Meeting is your final 

chance to pitch the event. Be sure to ask the delegates to get 

their entries in by the deadline. This is extremely important 

since you will have many problems if your entries are not in on 

time and if you have to extend your deadline you will have a 

difficult time getting things done on time. 

 

c) Budget - See Appendix for budget from previous Nationals. 

These are just a guideline to what items should be included. 

Remember that you need to find out the figures for your area 

which may differ widely from those in other cities. 

 

2. Hospitality rooms 
 

Prior National events - At the National events prior to your 

convention you might want to host hospitality rooms to help promote 

your event.  Usually you will host a hospitality room at the National 

Convention the year prior. This could be a simple suite that you book 

at the headquarters hotel or you could ask the host city if you could 

use their hospitality room during hours that they are not hosting the 

hospitality or perhaps you would like to take over one day of their 

time and their hospitality room. 

 

Be sure to announce to the delegates that you are hosting a 

hospitality room and give the time and location. Hand out flyers at 

the other hospitality rooms and at the golf course so that everyone 

knows about your event. Post flyers around the hotel if allowed. 

 

Your hospitality room should include beer, soft drinks, water and, if 

desired, some type of food for refreshments. Be sure to put up signs 

in the room so that everyone will know who is hosting the room and 

pass out flyers or invitations to your National. 

 

3. Mailings to chapters and/or members 
 

You need to plan on sending out several mailings to the chapters to 

promote your event. These could be simple flyers or complete packages 

with schedules, maps, hotels, headquarters, convention facilities and 

other promotional material. 

 

Early in the year of your event you should send out a package with the 

final schedule, golf courses, hotels and registration forms and 

instructions. This is important to send to the PO Box for each chapter 

since the information does not always reach the chapters from the 

delegate meeting. 

 

Remember that you can also use email as a means of promoting your 

event.  The National Secretary has a list of email addresses and you 

can use this as a means of promoting your event by sending out your 

information as flyers and registration forms in the email. The 

advantage of this is that there is no cost to you to send out emails 

so be sure to send them out often. 
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E. Sponsorships 
 

Seeking sponsorships is a difficult task depending on where you are located. 

If you can obtain some type of sponsorship it will certainly help with your 

budget planning. However, sponsorships from corporate America are much 

harder to get than they have been in the past. Do not put any sponsorship 

money into your budget unless you have that commitment from the sponsor. 

Anticipating a sponsor before it is committed may leave you short in your 

budget and cause you to either make less money or eliminate certain elements 

to meet your budget. 

 

1. Breweries or distributors 
 

The major breweries will generally not contribute directly to an 

organization of our size. Therefore your best bet is to try to work 

with local distributors who are looking for promotion of their 

products in the local market. They are most likely to support your 

efforts. Find out if any of your members have connections with the 

local distributors through employees, family or friends.  This type of 

personal connection will get you into the door easier. 

 

It is essential to ask for sponsorships early in the planning since 

many companies budget for this type of donations very early in their 

fiscal year.  You must get into their plans before they have closed 

the budget for the year. Therefore it is not too early to start 

finding sponsors at the two year to eighteen-month timeframe prior to 

your event. 

 

Some distributors will ask for an exclusive sponsor position. This 

means that you can only serve their particular product at your events. 

If this is the case then you must be sure to find out how much they 

will sponsor. If you have other choices of possible sponsors then you 

might want to work them against each other. In other words, if one 

will offer to host one night, and then ask the other if they will host 

more events. Perhaps you can feature one sponsor and their product at 

part of the events and another at other events. 

 

a) Product (beer or other) - Sponsorships can take the form of 

product donated to support your event. Typically the 

distributors like to donate beer as their easiest means of 

promotion. This could be beer for the hospitality rooms, the 

evening parties and even at the courses. Ask them how much 

product they are willing to donate and then consider how best to 

use that product and at what events. 

 

b) Cash - If the distributor will not donate product or if you 

are not able to bring your own beer into the venues, ask them if 

they will donate cash instead. If they do donate cash you will 

still need to promote their product in order to get their 

support. The advantage of cash, however, is that you can spend 

it as needed. 

 

c) Signage (hospitality rooms, hotels, convention center) - Ask 

the sponsor if they will provide signage for the event. Usually 

a distributor wants to be sure that their participation is 
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promoted fully. Therefore they will offer to have large banners 

made for the hotel, convention center and hospitality rooms. You 

will need to work with them to ensure that the banners have the 

proper wording for the event. For example: "San Antonio Chapter 

of the Pan American Golf Association Welcomes you to the€ 52nd 

Annual National Convention and Tournament sponsored by 

Budweiser" 

 

The more signs the better if they will donate them. Otherwise 

you will need to provide some signage yourself and they can be 

costly. 

 

d) Trophy sponsorship - Sometimes the distributors would like to 

sponsor something other than the beer. They might want to pay 

for trophies for instance. However, if sponsors pay for trophies 

they usually want their name or logo on the trophy so be sure 

that you verify with them what the look of the trophies will be 

and that they primarily promote the PAGA and not the sponsor. 

 

e) Manpower - Will the sponsor provide their own manpower to 

serve their product or will you need to provide volunteers to 

serve? In some cases the hotel and/or convention center will 

require that their staff serve all alcoholic beverages. This 

should be part of your initial conversations with those 

locations. 

 

f) Equipment (kegs, dispensers, ice chests) - Will the 

distributor provide you with the equipment needed to serve their 

product? This might include keg dispensers, or a draft beer 

dispenser or ice chests to keep canned beer cold. Find out what 

they will provide and what you will need to provide. 

 

g) Tee prizes - Another way that the sponsor typically promotes 

their product is through small give away items like tees, hats, 

shirts, golf balls, beer cozies, etc. The use of these type of 

items can swell your tee prizes packages for the players. Be 

sure to let the sponsor know how many of these items you will 

need. 

 

h) Brochure advertising - Ask the sponsor if they would like a 

prominent position in your brochure advertising. They will 

probably want a color page on either the back cover or inside 

the cover or the center spot. You can ask them to pay for this 

spot but they may want it free as a condition of their 

sponsorship. 

 

2. Soft drink makers or distributors 
 

a) (Same as above for breweries) 

 

3. Golf equipment manufacturers 
 

Another possible source of sponsorships may be golf equipment 

manufacturers. This is particularly true if you have such a 
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manufacturer in your city or nearby. Remember to look to your own 

members for connections to these types of manufacturers. 

 

a) Product for raffles - Again a manufacturer might want to 

donate items to be used for raffles such as golfclubs, 

golfballs, bags, accessories, hats, gloves, etc. 

 

b) Cash - If the manufacturer will not donate product, ask them 

if they will donate cash instead. If they do donate cash you 

will still need to promote their product in order to get their 

support. The advantage of cash, however, is that you can spend 

it as needed 

 

c) Signage (hospitality rooms, hotels, convention center) - Same 

as for beer distributors. 

 

d) Trophy sponsorship - Same as for beer distributors 

 

e) Golf clinic sponsorships - Another way that a golf equipment 

manufacturer could assist you would be in providing a golf 

clinic for either your regular golfers or your junior golfers. 

This could be a great extra event if you can offer it to your 

attendees. They can perhaps provide equipment and a pro to put 

on the clinic at one of the golf courses. While this might not 

replace sponsorship you might need in other areas it would be an 

asset to Your total event. 

 

f) Tee prizes (tees, hats, shirts, golf balls, beer cozies, 

etc.) - Same as for beer distributors. 

 

g) Brochure advertising - Same as for beer distributors. 

 

4. Local businesses 
 

Since beer sponsors are becoming tighter with their sponsorships you 

may have difficulty in obtaining this type of support. If that is the 

case then look to local businesses to help you. Check with your own 

members and find out what their connections to local restaurants, 

bars, printing companies, car rentals, travel agents or virtually any 

type of business might consider helping in exchange for promotion of 

their business at your event. 

 

a) Cash - Look for possible cash donations in smaller amounts to 

assist with your event. 

 

b) Tee prizes - Local business will often be glad to give you 

small items like pens, coasters, cozies or other promotional 

items from their business as tee prizes. 

 

c) Tee sponsors (including signage, brochure recognition, etc.) 

– Perhaps you might consider offering business the ability to 

sponsor a hole on one of the courses. If you get a sponsor for 

even a quarter of the holes on the courses then that will bring 

in a lot of money. Promote this by sending out flyers to local 

businesses with a schedule of what the costs and types of 

sponsorships are available. A hole sponsor typically gets a sign 
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at the hole announcing their sponsorship and recognition in your 

program. 

 

d) Equipment (Rental of copiers, printing costs, badges, signs 

etc.) - Another way that a local business can help is with 

equipment like copiers or walkie-talkies. They could provide 

discount printing for brochures, signs or badges. Think of the 

items that you will need and then ask local businesses if they 

are willing to provide those items in exchange for recognition 

in your brochure or via signs. 

 

5. Membership 
 

Finally look to your own membership for sponsorship. Often some of 

your own members have businesses that they would like to promote or 

would be willing to sponsor a hole on one of the courses. At a minimum 

they might want to purchase ads for personal recognition in your 

brochure. 

 

a) Tee prizes - Some members might be willing to help sponsor 

some tee prizes for your goody bag. 

 

b) Tee sponsors (including signage, brochure recognition, etc.) 

 

c) Equipment (Rental of copiers, printing costs, badges, signs 

etc.) - If a member works for an local company that can provide 

equipment ask them if they can help sponsor rental or help to 

negotiate terms. 

 

d) Brochure ad purchase - Always ask your own members to place 

ads in your brochure for their own businesses or ads to welcome 

members or congratulate the chapter. 

 

F. Volunteers 
 

Volunteers are the heart of any event. You will need a large number of 

volunteers in order to put on a successful convention. You need their 

commitment from the beginning in order to even consider hosting a National. 

Some volunteers can do double duty but try to spread the workload as much as 

possible between the volunteers so that no one person will feel that they 

are overloaded and unable to enjoy the week.  Volunteers should first off be 

your own members but then you will need spouses and other family members to 

assist if possible. You can go out to friends also and ask for their help or 

look to local schools perhaps for young people who need community service 

hours. Anyone and everyone can be considered for a volunteer. 

 

 

1. Committees 
 

a) Treasurer/Finance Officer - This position is an essential one and one 
which requires a great deal of honesty and integrity from the member. 

Through this person's hands will travel a great deal of money and the 
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success of your event will depend on his or her careful accounting and 

record keeping. They will be responsible for the following tasks: 

 

(1) Early record keeping of all preliminary deposits and 

expenses including hospitality room at previous events. 

(2) Receipt of all entry fees and a careful accounting of the 

fees received from each chapter. This includes breakdowns for 

regular entry fees, senior fees (if any), ladies golf and junior 

green fees. 

(3) Careful accounting of skins money at the event and 

calculation of skins payouts. 

(4) Receipt of raffle money at the event. 

(5) Payment of all bills proceeding, during and following the 

event. 

 

The treasurer/finance officer will be responsible for preparing the 

final report to the delegates of the income and expenses and profit or 

loss from the event. It cannot be stressed enough how important this 

position is and how meticulous the record keeping should be. Choose a 

person who has computer skills and can use them to help keep 

accounting of all income and expenses. 

 

b) Registration Committee - The registration committee should be 

responsible for the following activities: 

 

(1) Receiving, collating and recording all registrations from 

the individual chapters and turning in all money to the 

Treasurer/Finance Officer. This task may be alternately 

delegated to the Secretary or Treasurer/Finance Officer if 

desired. 

 

Registration forms and checks are usually sent to the Chapter PO 

Box or clubhouse. However, depending on who has access to the 

box and how frequently it is checked you may want to instead 

direct all registrations to be sent directly to the home of the 

Registration chairman. The week or two preceding and following 

the registration deadline usually requires a daily checking of 

the mail to get the information as timely as possible. 

 

(2) Entering the registration information in a computer for use 

during registration and for other purposes. 

 

(3) Determining what type of tee prizes will be given and 

ordering prizes and/or collecting donations for the packages. 

 

(4) Assembling the registration packets in the week before the 

event. This includes purchasing envelopes, printing labels, 

attaching labels, inserting brochures, flyers, badges, etc. 

 

(5) Assembling tee packages in the week before the event. 

 

(6) Manning the registration room during the convention week. 

 

c) Souvenir Sales Committee 
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The souvenir committee will be manning the souvenir sales during the 

week. They will need to keep track of the inventory, promote the sales 

of the items to the attendees and correctly charge them for the items. 

This can be a very confusing job if not handled correctly. They need 

to know what products you have for sale, the pricing for each, what 

sizes and colors are available. Organizing the inventory for ease of 

use will help greatly. 

 

When working with the committee, consider the method you will use to 

collect the money. One method will have each person on the committee 

find items, total the cost and take money and give change. Another 

method (and probably the preferable one) will be for the committee 

members to only find the items and give a bill for the items selected 

to the purchaser. Then they will be passed on to one person who is 

responsible for taking the money and giving correct change. This puts 

the difficult and responsible task of handling the money with only one 

person, at a time, and will avoid too many mistakes or confusion. 

 

You may want the sales people to keep an accounting on forms of each 

item sold so that you can balance that against the actual money 

received each day. This means that you must mark a sheet for each 

shirt sold, each cap sold and any other item sold. This will mean more 

work but can be a great check and balance on the money received and on 

your committee members. 

 

d) Brochure Committee 
 

Another key committee that works entirely prior to the event will be 

the brochure committee. They should get quotes from various printers 

for the brochure and decide on a vendor who can deliver in a short 

period of time and at a fair price. 

 

Their task will be to primarily get advertisements for the brochure.  

They will need to contact each chapter via mail and perhaps phone 

calls to ask for their support via an advertisement. They will also 

need to contact local businesses such as restaurants, car rentals, the 

golf courses, the hotels, convention center, stores and shopping areas 

for support. They can ask members for their advertisements as well. 

 

Some members of this committee should be responsible for getting 

letters of welcome from local dignitaries such as the mayor, senators, 

chamber of commerce. 

 

The layout of the brochure will also be the responsibility of this 

committee in conjunction with the printer selected. 

 

e) Guest Activities Committee 
 

This may be one overall committee or may be broken down into several 

different committees depending on the number of volunteers that you 

can get. 

 

(1) Ladies activities - This committee will be responsible for 

planning and coordinating activities for the ladies. This includes 
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welcoming them and staffing as need at each activity and manning the 

registration area to promote the activities and get sign ups.  They 

need to be familiar with each activity and be able to explain it to 

the attendees. 

 

(2) Children and teen activities - This committee needs to work on 

planning the events for the children and teens. They hopefully will be 

spouses and family members who like to work with kids. There always 

needs to be plenty of adult supervision at each child’s activity. This 

includes pool parties where a lifeguard might be in order, the teen 

dance and any activity at the hotel. Activities that happen outside 

the hotel like bus trips to amusement parks, museums, zoos etc. should 

always require a parent present with the children. It is advised that 

you do not take on the responsibility of chaperoning children off site 

at any time. 

 

(3) Transportation - One committee should be set up to book bus 

transportation throughout the event. This includes buses for family, 

ladies and children's trips and any buses needed for offsite 

entertainment or to take members to the convention center. This 

committee should check out bus companies and discuss pricing, and 

cancellation policies. It is important to understand how a bus company 

will work with you about last minute changes and request for more or 

less buses. 

 

Members of this committee should also be present whenever buses are 

loading to be sure that everyone gets on that is registered for a 

trip. They should give instructions concerning when the bus will 

return and make sure that the drivers understand the trip destination 

and when they need to return. If buses are running in rotation basis 

between the hotel and other venue then a member of the committee 

should assist with loading at each end throughout the event and be 

there to direct buses when to stop their runs. 

 

f) Hotel Chairman 
 

The hotel chairman will be the person who coordinates all 

communications with the event planners at the hotel. They will help 

coordinate the selection of meeting rooms, coordinate food service, if 

any, work on setup arrangements and keep up to date with room 

blockages throughout the registration process. This person may be a 

separate committee chair or may just be your overall chairman 

depending on the number of volunteers. It is a good idea to have a 

separate person if possible so that they may perform the actual 

coordination during the event and leave the overall chairman free to 

oversee the entire event. 

 

g) Entertainment Committee 
 

The entertainment committee may be broken up into several smaller 

committees if desired or may be an overall committee who has the 

entertainment under its control. This committee will be responsible 

for auditioning and choosing the bands, DJs or other types of 

entertainment for each event. They will coordinate the requirements 
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for the bands with the hotel and convention center and be sure that 

they have sufficient electrical, stage and other setup requirements 

met. They will see that they have access at the appropriate time and 

be responsible for them starting on time as outlined in your schedule. 

 

(1) Hospitality Room - The hospitality committee needs manpower to 

work during the hospitality rooms each day to give out the beers and 

soft drinks and to greet attendees. They should be prepared to pick up 

and clean the room during and after the hospitality hours. If needed, 

they should supply the room with beer and see to the icing down of the 

drinks. 

 

(2) Early bird parties - The committee for this event will plan the 

activities and be present to coordinate entertainment. 

 

(3) Parade of colors - Typically the Parade of Colors requires a staff 

to help in directing the chapters to their proper locations for the 

parade. They will need to help keep the members cleared from the dance 

floor. One member may also be designated as the caller for the parade 

if desired. 

 

(4) Awards Party - The Awards night committee will need to be there to 

assist in giving out the awards and directing members where to stand 

for awards and pictures and being sure that each member gets the 

correct trophy. 

 

h) Ladies Golf Committee - This committee will organize and supervise the 
ladies golf tournament. They will plan the activities for the lady 

golfers, tee prizes, and other activities. They should help in the 

selection of the trophies and rings and be sure that they are properly 

inscribed in accordance with National guidelines. They should be 

responsible for running the meeting for the lady golfers the night 

prior to the tournament and for setting all local rules or special 

circumstances for the tournament.  They will greet the lady golfers 

and be sure that they know their tee times and foursomes at the course 

and answer any questions regarding the golf.  They will assist with 

the scoring after the tournament by collecting scorecards and assist 

the scoring committee. They should help arrange the luncheon for the 

ladies, if provided, and make sure that they are all properly invited. 

Another facet of the committee's duties is to help with the 

presentation of trophies to the ladies on the appropriate night. 

 

i) Junior Golf Committee - The junior golf committee will work in 

conjunction with the National Junior Golf Chairman in organizing the 

golf for the juniors. They will plan the luncheon or other activities 

for the junior golfers; assist with the arranging of foursomes by age 

as required. 

They should select the trophies and see to proper inscription in 

accordance with the guidelines. They should assist in running the 

meeting for the junior golfers on the night prior to the tournament 

and inform the juniors and parents of any special local rules 

required. They will assist with the scoring after the tournament by 

collecting scorecards and assist the scoring committee. They should 

help arrange the lunch for the juniors, if provided, and make sure 

that they are all properly invited. Another facet of the committee's 
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duties is to help with the presentation of trophies to the juniors on 

the appropriate night. 

 

j) Men's Tournament Chairman & Committee 
 

The men's tournament committee has a very important job since the 

members will most remember the way that the golf tournament was run, 

the quality of the courses and the trophy presentations.  How smoothly 

these events are run will leave a memorable impression on the members. 

 

This committee will be responsible for the task of organizing the 

players into the flights. These steps are outlined below in the 

registration period instructions. 

 

They will assist at each course in organizing players, answering 

questions, scoring and at the final night in the trophy presentation. 

 

(1) Course captains - Each course will require a course captain and a 

committee. When players reach the course there need to be a committee 

to check in all the players, hand out scorecards if needed, find out 

missing players, answer rules policies prior to the tournament and 

generally help with any last minute problems.  They need to be in 

communication with the overall golf chairman to resolve any problems 

that might arise. 

 

(2) Scoring - The scoring committee will work at each course to 

collect scorecards, post cards at the course and work with the 

computers, if provided, to enter scores. They will be responsible for 

the full scoring of the tournament, calculation of winners for the 

flights and skins winners. They will decide on the winner of the four 

man and seven-man teams. They have an extremely important task and one 

that must have a degree of care so as not to make any mistakes. 

 

k) Raffle Committee 
 

The raffle committee will be responsible for deciding the types of 

raffles to be conducted, the price of tickets, the distribution 

method, and the actual sale of tickets during the event. They should 

decide on and obtain the items for any on site raffles and have 

tickets prepared as needed for any pre convention raffles conducted. 

Good strong sales people are an asset to this committee, as the best 

proceeds will be made from a raffle when the committee members 

actively push ticket sales. 

 

l) Publicity and Photography Committee 
 

This committee should be working prior to the event to determine if 

there are any local publicity opportunities for the organization. 

Local papers may be willing to cover your event with news coverage in 

the sports or community sections. They may also send photographers if 

asked, this will take some work convincing them of the significance of 

your event and to make it a newsworthy item. Also this committee 
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should make arrangements for one or more photographers to cover the 

golf courses and parties to document the event for your own chapter. 

 

2. Staffing for each committee 
 

It should be the responsibility of each committee chairman to obtain their 

own volunteers and get their firm commitment to help in the designated areas 

either before or during the event. 

 

a) Pre-event duties - Clearly there are many committees that will have 

considerable pre-event duties. Some will work entirely before the 

event like the brochure committee. Others will have some work ahead of 

time and also work during the event. Look for members who are willing 

to work behind the scenes early on but may not be able to work during 

the event due to personal commitments. 

 

b) Staffing needed during event week - Each committee chair needs to 

carefully gauge the number of workers that they will need during the 

event week. They should take into account setup time that may occur on 

the Sunday before and also after the event cleanup crews. Plan if at 

all possible to have enough staff so that no member feels that they 

are working all the time and are not able to enjoy the event. 

 

c) Schedule of hours - Each chairperson should prepare a schedule of 

work hours for each day and assign members to specific hours that they 

will work. Try not to work anyone for the full day but instead give 

him or her a morning or afternoon time each day. 

 

d) Identification - The National guidelines require that the committee 

members be identified in some special way so that attendees can easily 

identify a committee member to ask for help. Two possible ways are 

with special badges or with shirts. 

 

(1) Badges - It is a good idea to provide all volunteers with 

their own color badges that can be easily viewed from a 

distance. They can also have a designation on the badge saying 

that they are committee members. Maybe even what committee they 

belong to can be printed on the badge. Another way is to have a 

ribbon printed with the words "Committee" or "Staff” or some 

other designation and these ribbons would be affixed to the 

badge of each volunteer. 

 

(2) Shirts or other clothing - Definitely a plus for volunteers 

is to provide them with their own distinctive clothing (golf 

shirt, t-shirt, etc.). This would be a different shirt or t-

shirt from what you are selling to the attendees. You must 

decide if this is your option on how many different shirts each 

volunteer will need' (They probably will not want to wear the 

same shirt all week!). Then you need to decide on colors and 

styles and how many you will need.  Also will the volunteers be 

required to purchase their own shirts or will you give them the 

shirts? If you give volunteers their shirts you will need to 

budget for this item, as it can get quite expensive.  If you do 

not provide the shirts then you would certainly want to only 

charge the volunteers for the cost of the shirts without making 

any profit. Some members may consider it an imposition to ask 
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them to take time off work, volunteer their time and then have 

to pay for shirts. This is certainly something that needs to be 

discussed in the planning stage. 

 

3. Committee Compensation and Recognition 
 

At a minimum you need to consider what method you will use to recognize the 

volunteers for their time. Everyone needs to feel that their efforts are 

appreciated and whatever you can so to recognize them will make it 

worthwhile. If possible consider if you will have any time of compensation 

(comp rooms, volunteer shirts, etc.) 

 

a) Comp rooms at headquarters - Certainly one possible method of 

compensation is to provide your key chairpersons with one or more comp 

rooms if you are requiring them to stay at the headquarters. You 

should consider how these rooms can be distributed depending on how 

many comp rooms are able to obtain. Some chairpersons may decide to 

stay at home and not stay at the headquarters but this may not be 

possible depending on the distance from home to the hotel. 

 

b) Brochure - You should plan on devoting part of the brochure to 

recognizing your committee members, Individual pictures of your 

chairpersons are a nice touch and maybe group pictures of your 

committees are one way to recognize them. Another would be to list all 

the committees in part of the brochure. A letter of thank you in the 

brochure is always appreciated. 

 

c) After event thank you (party, other awards, etc.) - Think about the 

possible ways after the event that you can thank your volunteers, 

maybe a dance or party or a fun event of some kind. You could also 

consider giving some thank you certificates or plaques. 

 

G. Brochures 
 

The brochures serve two purposes at a National: to inform members of events 

and as a source of potential income. After the event they are a souvenir and 

commemoration of the event for attendees. Typically, however, brochures do 

not make much money so they should not be considered a source of real income 

unless you can get more than the average number of advertisers. 

 

1. Printing 
 

a) Printer - The committee should interview several printers if 

possible to get quotes on printing the brochure and to find out what 

their capabilities are. Show copies of previous brochures and make an 

estimate of the number of pages that you might have at the low end and 

the high end. Find out what they charge for setup and what 

requirements are for the layout of the brochure. Ask them what time 

frame they need from receiving the materials to printing. You will 

hope to have this be a few weeks, as usually the ads from the chapters 

do not come in until the registrations. Be sure to plan for extra time 

so that if they run over their estimate you will have some slush time. 
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Also you will need time to insert brochures into the registration 

packets. Ask for a firm quote on pricing for all of the above. 

 

b) Color and black and white costs - Check on their capabilities for 

both black and white and color printing. You will undoubtedly want a 

color cover but you may also want some color inside the brochure. 

Check on the costs per page for one, two or four-color work. 

 

c) Quantity breakdown - Determine the possible quantity you will need to 

print. Ask for their minimums and when you must give a final count.  Ask if 

there is a different price based on quantity. 

 

2. Advertising costs 
 

You will need to determine what your advertising charges will be for the 

various size pages. Look at previous brochures to determine how many 

advertising pages are usually paid for in each brochure. Then look at the 

cost of printing the brochure and divide by the number of planned 

advertising pages that you will have at a minimum. This should then 

determine the cost per page for advertising needed to cover the printing 

costs. From there you can add extra amounts depending on how much money you 

want to make on the brochure. Remember if the fees you charge are too high 

it will discourage people from advertising. Try to reach a happy medium that 

will encourage advertisers and still make money if possible. 

 

a) Full, half, quarter pages - Determine a fee for full pages, half 

pages and quarter pages. They do not have to divide evenly since there 

is always a set up involved. 

 

b) Black & white or color - Determine a different charge for black 

text or color pages per ad size depending on your printing costs. 

 

c) Inside and outside covers - The two inside covers and the back of 

the brochure should obviously have the highest charges. This may not 

be possible because you may have to give them away to your sponsors. 

 

d) Setup fees - You should also determine if there will be a setup fee 

for ads that do not come to you camera ready. 

 

3. Content 
 

Look at previous brochures as a guide to what you want to appear in your own 

brochure. Remember that the brochure has several purposes: to inform 

members, to welcome the attendees, to recognize your volunteers, to 

advertise for your sponsors and other businesses and to commemorate the 

event. The more information that you give the more helpful the members will 

consider the brochure. 

 

a) Introductory letters 

 

Introductory letters are a means of showing how well your organization 

is thought of in the community and as a welcome and a thank you. The 

following are some persons who might be asked to write these types of 

letters. For local officials be sure to ask for these types of letters 
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very early and follow-up with the person's staff at regular intervals 

to be sure that you get the letters on time. 

 

(1) Event Chairman 

(2) Host City President 

(3) National PAGA President 

(4) Mayor 

(5) Congressman or other officials 

 

b) Committee Recognition pages - Several pages should be devoted to 

recognizing your volunteers. Consider a page with individual photos of 

each major chairperson. You could also have group photos of the 

members and volunteers or photos of each committee in their volunteer 

shirts. At a minimum a listing of all the volunteers would be nice. 

 

c) Schedule of events - Typically the host city places a detailed 

schedule of events in the center of each brochure or in another 

prominent spot so that it can be easily referred to by the attendees. 

A schedule should give exact times for each event as well as the 

location. As much as possible try to refer to the specific rooms at 

the hotel for each event. If transportation is to be provided, note 

that in the schedule and the time the transportation begins and ends. 

 

d) Maps - It is a nice feature to actual print maps to each golf 

course and any offsite locations in the brochure. Maps should show 

enough detail and be accompanied by written directions if needed. Many 

programs such as Microsoft Streets and Trips or Mapquest print good 

maps and directions.  NOTE: Before you print any maps be sure that you 

go over them for correct directions. In the past some maps have been 

out of date or given wrong directions. It is better to give no map 

than one that is erroneous. 

 

e) Historical or club photos and information - A nice extra feature 

might be to include some historical photos from your chapter that 

feature your clubhouse, past events, charter members or other items of 

interest to the general membership. A written history of your 

chapter's founding and past important events in your chapter or Hall 

of Fame members is a nice recognition as well. 

 

f) Local points of interest and amusements - Place some information 

about local points of interest that attendees might want to visit 

during their stay in the brochure. You might give directions, a 

description of the point of interest, costs and perhaps maps. This 

will give the attendees an idea of other things they can do when in 

your city. 

 

g) P.A.G.A. Chapter advertisements - A big part of the brochure should 

be advertisements from the other P.A.G.A. chapters. Do everything you 

can to get the other chapters to advertise. They will be your biggest 

source of income for the brochure. 

 

h) Host city member advertisements - Remember that your members might 

want to advertise as well. You may consider giving them a discounted 

rate to encourage advertisements. 

 

i) Sponsor advertisements or recognition - You may get some Sponsors 

to advertise at a fee but others may not want to pay for advertising 
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in addition to providing sponsorships. You must at a minimum recognize 

all your sponsors somewhere in the brochure. Plan for one or more 

pages for this purpose. 

 

j) Local business advertising - The last source of ads will be local 

businesses. 

 

4. Solicitation of advertising 
 

Determining how to obtain advertising is always a difficult task. In most 

cases personal contacts works best but use every means available. Do not 

stop with a single contact but follow-up as much as possible. It often takes 

two or three contacts before someone will commit. Then after commitment you 

will need to follow-up to obtain the actual ad content. 

 

To encourage businesses and other to advertise try to promote both the fact 

that their business will be recognized and you may want to also announce if 

you are planning any of your money to go to charitable works. Perhaps you 

are planning on using some of your proceeds for scholarships or for diabetes 

research or for local charities. Use this as a means of encouraging 

advertisements. Businesses are more likely to advertise if they think that 

the money is going for a good cause. 

 

a) Mailings to chapters - As part of your early presentations to the 

chapters there should be a form for advertising. You can also send 

mailings to the chapters asking for their support and maybe follow-up 

with phone calls. 

 

b) Soliciting members - Send notices to your members in your regular 

newsletter or flyer asking for their support. 

 

c) Personal contact - Talk with your sponsors about the importance of 

your advertising by a personal contact. Use your contacts through your 

own members for this purpose. 

 

d) Mailings to businesses - If you have no contacts with local 

business you might consider doing a general mailing to local 

restaurants or stores that might be frequented by the attendees during 

their stay. Maybe they might want to offer a discount coupon to be 

printed in the ad to encourage attendees to frequent their place of 

business. Your convention bureau might help you with names and 

addresses of businesses. 

 

5. Layout and design 
 

Check with your printer on the specifications for the layout. You may be 

able to layout the book yourself using programs like Microsoft Publisher if 

you have a member who is familiar with this program. If not you may have to 

pay the printer to layout the book with your assistance. 

 

a) Printer - The printer will probably do the actual formatting of the 

book but how much this will cost will depend on their methods. 
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b) Committee chairman - The chairperson and committee should actually 

plan the pages to let the printer know what sequence items will appear 

in the book. For instance welcome letters go in front, committee 

recognition may follow, you may want the schedule in the middle pages, 

etc. 

 

c) Acceptable formats for submissions - Find out from the printer what 

type of formats he can accept. The term used by printers is camera-

ready copy. Most computers can produce this type of artwork but it 

will depend on your printer's requirements. 

 

d) Fee charged for design of advertisements - Will the printer charge 

for design if no camera-ready artwork is provided? Should you layout 

the ads yourself to avoid high costs? Also look at who can design your 

cover artwork. Will this be a member of the committee or will you need 

help from a graphic designer? 

 

e) Proofing - Before printing the book will need to be proof read. You 

need to check for the sequence of pages, the inclusion of all paid for 

advertisements and other elements and accuracy of information. Be sure 

to leave enough time for this in your schedule to meet the requisite 

deadlines. 

 

f) Deadlines - Be sure to set realistic deadline for receiving ads, 

laying out the brochure, proofing and then final printing. You must 

have the books in hand prior to the event. It does no good to have the 

brochure completed after the week is over. 

 

H. Souvenir Sales 
 

The souvenir sales are one other means of income for your event. Careful 

planning of the types of products to sell, the quantities to purchase, the 

cost of each item and the final price charged to members are essential to 

making this a money making portion of your event rather that a loss. 

 

One of the typical problems with this area is buying too much inventory and 

then being a position where there are too many unsold items at the end of 

the event.  Items you do not sell during the week will be almost impossible 

to sell later.  Therefore it is better to run out of product than to have 

too much. If you run out of product you will make money but if you have very 

many left over items you may suffer a loss instead. 

 

1. Hats 
 

These are always the most popular items and sell out before other items 

because the price is less. Consider getting several different colors but 

don't have too many options, as it will make it more difficult for inventory 

purposes. You should probably also have a few visors and consider if you 

want to have few straw hats as another alternative. Have your embroidery 

done on each hat first as a sample before deciding on a vendor. Look for 

quality hats at a reasonable price so that you can offer caps at a price 

that will attract the buyers. A good logo will also help sell the caps. 
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2. Shirts 
 

Shirts are desired by some attendees but not in the same quantities as the 

caps.  Be sure to carefully judge how much to buy in this area since it can 

easily become a loss. Try to choose a couple of shirt styles and colors but 

do not offer too many choices as undoubtedly they will have problems making 

enough in different sizes to provide for good inventory. Remember that you 

will need to supply shirts in various sizes: medium, large, x-large and xx-

large at least and you may want a very few smalls. The largest number of 

shirts should be large and x-large with only a few at the medium, xx-Large 

and small. Check with other host cities to find out what quantities they 

bought, what sizes and what was left over. This may help in your own 

estimates. 

 

3. Lady's items 
 

Consider if you want to buy a few items for sale to the ladies. This could 

be ladies' visors, shirts or other golf paraphernalia. Remember that these 

quantities should be small because typically you do not have that many lady 

golfers and they will not all buy the products. 

 

4. Other Souvenir Items 
 

Think if you want to have other items for sale such as tote bags, t-shirts, 

kid’s shirts and other none golf related items. Watch your quantities and 

pricing to make these attractive to attendees. 

 

5. Logos 
 

The reason people buy souvenirs is because of usefulness (hats, shirts, 

etc.), price and as a commemoration of the event. Be sure that all your 

souvenir items reflect your logo to commemorate your National. 

 

I. Trophies 
 

The trophies you provide need to follow the guidelines and be of comparable 

quality as presented in previous years. This is definitely an area that the 

members see as representative of your convention. Skimping on trophies will 

present the wrong impression to attendees. You should check with other host 

cities in your area to find vendors that they have used for the trophies. 

They will be your best source of information. The large bronze golfer on a 

wood or marble pedestal is the standard trophy. Many local trophy companies 

can make this type of trophy because they usually buy the bronze golfer from 

the same sources and they add the base and plaque. If the vendor is too far 

away, shipping costs may add too much to the total trophy cost. 

 

1. Men 
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The men's guidelines provide that there should be ten trophies per 

flight. They are labeled Champion and then 2nd place through 1Oth 

place. The plaque should indicate the following types of information: 

 

National Pan American Golf Association 

(You might want to indicate which number National 

tournament this is like the 45th, 46th, 47th, etc.) 

Your chapter name and or host city 

The month and year of the National 

The flight number or name 

The place within the flight 

Your National logo (if room allows) 

 

2. 4 Man Team 
 

There should be a single large trophy that is presented to the Chapter 

for winning the four-man team competition and then one trophy each for 

each member of the four-man team. 

 

3. 7 Man Team 
 

There should be a single large trophy that is presented to the Chapter 

for winning the seven-man team competition and then one trophy each 

for each member of the seven-man team. 

 

4. Lady 
 

Ladies trophies should also be consistent with the quality of the 

men's trophies. They may be different in style but should represent 

the fact that the ladies have won a National competition as the men. 

The plaque should state the same basic information as the men's 

trophies. 

 

National Pan American Golf Association Ladies Tournament 

Your chapter name and or host city 

The month and year of the National 

The flight number or name 

The place within the flight 

Your National logo (if room allows) 

 

The ladies guidelines specify that there shall be a minimum of three 

trophies per flight and may increase depending on the number of 

players per flight.  Their flights are the same as the men with a 

Championship Flight and then a First Flight, Second Flight, etc. 

However the winners of each flight are based on gross and net winners. 

The winner of the flight is designated as the Low Gross Champion; the 

next place would be First Low Net and then Second Low Net and so on if 

more trophies are presented. 

 

5. Junior 
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Junior trophies may be selected at the discretion of the host city but 

must follow the Junior guidelines. Trophies should indicate the 

similar wording as the men or ladies. Guidelines also require you to 

provide at least three trophies per age group. 

 

a) National Pan American Golf Association Junior Tournament 

b) Your chapter name and or host city 

c) The month and year of the National 

d) The age group for the flight 

(1) Boys or Girls age 8 to 9 

(2) Boys or Girls age L0-1.2 

(3) Boys or Girls age 13-15 

(4) Boys or Girls age 16-18 

(5) Depending on your choices you may also have flights 

for younger golfers. 

e) The place that the trophy represents (First Place, Second 

Place, Third 

Place. 

f) Your National logo (if room allows) 

 

All juniors that do not receive trophies will be given a participation 

medallion. These can be obtained from the National Junior Tournament 

Director. Check with him to see if the National Junior PAGA will for 

the medallions or if they must be paid for by the host city. 

 

6. Rings 
 

The champion of each men's flight and each ladies flight must receive 

a National Championship ring. These rings are originally purchased by 

the National Board and then paid for by the host city. Be sure to 

discuss the purchase of these rings early with the National Tournament 

Director to ensure that they are ordered in plenty of time to arrive 

for the National. 

 

J. Transportation 
 

You will want to arrange for bus transportation for some events during 

convention week. That might include buses for family, ladies or children's 

activities or buses to shuttle members between the hotels and convention 

center or other outside locations. During the planning process you should 

contact the bus companies to get quotes for the buses you will need. A good 

source for finding reputable bus companies is to talk to your convention and 

visitor's bureau. They will usually have a list of companies that they 

recommend. 

 

Several important items need to be discussed with the bus company: 

 

a) Minimum cost and number of hours per bus 

b) Cost for each additional hour 

c) Bus capacities 

d) Additional fees for layovers or bus driver food 

e) Tip policies 

0 Costs per hour or per mile? 

g) Pick up spots (one hotel only or multiple hotels) 
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h) What liability insurance do they carry? 

i) Cancellation policies (How late can you cancel a bus without paying 

a fee? If you cancel three days before or two days before or one day 

before 

or the day of the event what is the fee?) 

j) How late can you add extra buses if needed? 

k) What deposits are required? When are final payments due? 

 

1. Buses to convention facilities 
 

If you are using buses between the hotels and convention facilities, 

discuss the shuttle options with the bus company. How many buses will 

you need?  How frequently should then run? How many stops will they 

make? When will they return and how will you arrange for the return 

trips? 

 

2. Buses for lady, children or family activities 
 

For activities you will need to provide the bus company with locations 

for each trip, your approximate start time and return time to 

determine the total number of hours and the number of buses desired. 

 

3. Junior golfers 
 

It is not recommended that you provide buses for the junior golfers 

unless you also plan on providing transportation for the parents as 

well. Usually the parents take the juniors to the course since they 

want to be with them. Buses are usually a waste of money because they 

are not used very much. 

 

K. Raffles 
 

Raffles can be a great source of income for your event. There are two basic 

types of raffle that you might want to run. A pre-convention raffle could be 

tickets that you send to each chapter months ahead of the event and ask them 

to sell to their members. Raffles during the convention are for products 

that they may win on the closing night party. 

 

1. Pre-Convention raffle 
 

A typical pre-convention raffle is done by printing tickets that you 

mail in packets to each PAGA chapter asking them to sell to their 

members. You can also sell these tickets at prior conventions like the 

Winter Meeting and Senior's Meeting. Prizes for this type of raffle 

are usually three places. 

 

First Place - Convention entry and five nights at the 

headquarters 

Second place - Five nights at the headquarters hotel 

Third Place - Convention entry 
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The cost of providing these type of prizes must however be covered by 

the income from the raffle. Raffle ticket prices are at your 

discretion but could be $5 or $10 apiece. Determine how many tickets 

you need to sell to break-even and then how many tickets after that 

number will make a profit. Take into account the cost of printing and 

mailing the tickets. The entry fee does not cost you money other than 

the green fees but the hotel will cost you money.  Perhaps you will 

want to use your comp rooms for this purpose instead or you could ask 

the hotel if they want to provide a discount for this prize. 

Optionally you could offer a cash equivalent for each prize. This does 

encourage more people to buy the tickets because some people will not 

but tickets if they are not planning on attending the event. This 

means you could sell tickets outside of the PAGA if desired. 

 

2. Prize raffle during convention 
 

Raffles during convention week are usually for some type of prizes 

like golf bags, clubs, or other golf paraphernalia. Consider also 

having raffle items that would attract non-golfers. Ladies will buy 

tickets if they see something they would like to win as an option. The 

best raffle of course is one where the raffle items are donated since 

then all sales are profit. The nicer the items of course the more 

likely you will be able to sell tickets but it takes a good strong 

sales team to make money selling raffle tickets. They must go out and 

approach members not just wait for members to come to them. 

 

L. Registration Planning 
 

1. Type of registration forms 
 

Determine what type of registration forms should be used: single page for 

all attendees or a separate men's page, separate lady's page, separate 

junior page, or an individual page per attendee plus a summary and junior 

consent forms. 

 

a) A single page form with one line for each player is required by the 

National guidelines. Be sure when designing this form that there is 

enough room to either type or handwrite the information so that it 

legible. Do not make the lines so close together or the columns so 

narrow that the correct information cannot be handwritten without 

problems. You might want to use legal size paper if the information 

will not fit on a letter size paper. If using single line forms only 

then each men player, lady player and junior player must be on a 

separate line as well as any social entries. The following required 

information should be on the form (see sample in appendix): 

 

(1) Last name 

(2) First Name 

(3) Minimax number 

(4) Current index 

(5) Spouse's name 

(6) Column for junior golfer boy or girl 

(7) Column for junior golfer age as of the date of the tournament 
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(8) Column for different fees or check marks for what applies (Men's, 

junior, lady, social fee and if a senior tournament is included a 

column for that entry.) 

(9) Column for total fees per person. 

(10) Top of the form should have the chapter name, contact person and 

contact phone number. 

(11) Bottom of the form should have a total line to total fees for the 

page. 

(12)The deadline and address to mail the form should be prominent on 

the form. Also present should be name and phone numbers for the 

Registration Chairman. The forms must also indicate that a copy should 

be sent to the National Tournament Director and his name and address 

should be on the form. 

 

b) A Men's page, lady page and junior page type of registration has a 

separate one line form for each type of golfer. This will allow for a 

letter size form because all that will be needed one each line will be 

player name, Minimax number, index and player or social fees. The 

junior forms have if it is a boy or girl and the age and fees if 

included. (See samples in appendix) 

 

c) Individual forms allow the host city to collect more information 

and have more room for printing the data. They require each player to 

fill in an individual form with their personal information. This makes 

sure that players do not forget to add their spouses and children for 

the purpose of creating badges and getting an accurate count of the 

attendees. They can include the information listed above in addition 

to the following other information (see samples in appendix): 

 

(1) Address 

(2) Phone number 

(3) Date of birth to verify seniors 

(a) Full name of the spouse 

(5) Full names and ages of the children (If you ask for this 

information you can provide individual badges for children. This 

allows the host city to have some control over the attendance at 

events. If your convention facility requires badge entry then 

you may want to include children in this aspect. It also makes 

the children feel part of the whole event to have their own name 

badge. Asking for the age of the children ensures that those 

specified as children are 18 or under if that is your guideline 

for including children with the men's registration fee. If non 

playing adults are required to pay a social fee you want to make 

sure that they are not included as someone's children and that 

they get the proper badge. Be sure to specify on the form that 

only children 18 or under are to be listed and 19 and up should 

be on a separate form as a social entry. Unfortunately some 

players feel that their grown children should be included for 

free and list them in the children's section instead of paying a 

social fee.) 

(6) Sign-ups for optional tours and family activities. (If you 

show an area for signups for the tours be sure to list the day 

and time for each tour on the registration form. Otherwise they 

may sign-up for multiple tours on the same day or for tours on 

the day of golf. If using this type of pre-registration for 

tours as a means of calculating buses or other capacity issues, 

keep in mind that often husbands fill in the forms without 
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consulting with their family in regards to the tours and will 

check all the boxes. This means that the counts can be very 

inaccurate. Therefore it should only be used as an indication of 

the percentage of interest in an activity and not as an actual 

count. Only when the event occurs will an actual count is 

possible.) 

 

Even when using individual forms are used the chapter should provide a 

one page summary form that lists all the players’ names (including 

junior and lady and social) with the fees for each and totals for the 

chapter. 

 

d) Junior Consent Forms - The National junior guidelines require each 

junior golfer to provide an Emergency Medical Treatment Consent and 

Liability form for each junior golfer. The host city should include 

this form with the registration package and insist that a complete 

registration package cannot be accepted unless the Consent form is 

included for each junior. If this rule is not adhered to it will be 

extremely difficult to obtain the forms later and this puts the host 

city at extreme liability if a junior requires medical treatment and 

no form is on file. Then the host city must attempt to get this form 

at registration or during the pre-tournament meeting and if this is 

missed at this time the host city must determine if the junior player 

can play without the Consent form. If you refuse the junior, you run 

the risk of disappointing the child and angering the parent and if you 

allow the junior you run the risk of having something happen that 

requires medical care and being unable to provide that care without 

first locating the parent. 

 

2. Registration deadline 
 

a) Determine what your deadline for the registration should be based 

on discussions with the National Tournament Director. Two actual 

deadlines are in effect: the deadline for submitting scores to Minimax 

and the deadline for postmarking the registration forms. These will 

probably be two different dates. Several points must be kept in mind 

that effect registration. 

 

b) Minimax Deadline -National bylaws, Article VI, Section 2 (c), 

specify that the time period for the ten required rounds runs from the 

start of the previous national tournament until thirty (30) days prior 

to the current year's tournament. However, a deadline for mailing 

scores to Minimax must be set that allows them time to enter all the 

last posting information and for Minimax to run the final roster with 

the handicaps to be used for the tournament. You should consult with 

the National Tournament Director and Minimax to determine what that 

date will be. A11 Chapter handicap chairman should be made aware of 

this final posting date early enough so that they can ensure that all 

their players have the required number of rounds. You need to discuss 

the date that you can get the final Minimax printout of players with 

indexes. This date will usually be a few days to a week after the 

final posting date so plan accordingly. 

 

c) Thirty-day Registration Deadline - Setting a registration deadline 

at thirty (30) days leaves very little time for entering all the 

names, verifying handicaps, calculating flights, assigning golf 
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courses and making foursomes. If the postmark date is thirty-days it 

means that the chapter may not get that mail for up to five days from 

the postmark time. If you set a thirty-day deadline that it is 

absolutely imperative that you hold to that deadline. Making 

additions, changes or deletions within the thirty-day timeline makes 

it practically impossible to finish the work needed in a timely 

manner. If possible, the information regarding the flight breakdown 

and courses assigned to each flight should be sent back to the 

participating chapters at least two weeks before the start of 

convention week. This allows players to know what course they will be 

playing and to setup practice rounds if possible. 

 

d) Longer registration Deadline - You will need to get the delegate's 

approval for changing the deadline. You can do this at the same time 

as you ask for your budget approval. Setting a forty-five (45) or 

sixty (60) day deadline will allow the host city time to get all 

registrations, enter the names and other information in preparation of 

receiving the final Minimax roster with the final indexes. However, 

setting an earlier deadline often causes problems because players do 

not want to commit that early and some will not know if they have 

enough rounds to be eligible until the thirty-day deadline per the 

bylaws. You can help alleviate these problems by encouraging chapters 

to register their players even if they need one or more two rounds to 

be eligible as long as they intend to play those rounds before the 

Minimax deadline. 

 

e) Keeping to the Deadline - Whatever deadline is decided upon, the 

host city will have much fewer headaches if they stick to the deadline 

and refuse new players after that time. Absolutely no players should 

be allowed to join at the actual convention week if not pre-

registered. Adding players requires too much work at this time: 

verifying rounds with the National tournament director, adding them in 

the computer, getting a registration package, creating badges, 

assigning them a course and assigning a foursome after all foursomes 

are already assigned. In addition it creates feelings of ill will 

amongst other players who find that someone was admitted at the last 

minute just to swell the number of players and the money that the host 

city is making. They feel that they have obeyed the deadlines and 

wonder why they should have bothered when the host city allows other 

players to come in late. 

 

3. Registration package contents 
 

Planning should be put into what type of information should be included in 

the registration package and to the form of the package. 

 

f) Envelope size - If you plan on having the brochure as part of the package 

you will need a 9" x 12" envelope to make it easy to put the brochure in. If 

you are planning on putting the brochure in a tee prize bag then you may 

want to use a half size envelope and fold any papers that you put in the 

envelope. 

g) Label - Each envelope should have a label in one corner that will be used 

to identify the player. Use a large size label if possible and a large 

typeface to make it easier for the registration committee members to read. 

It should contain at least the following information: 

(1) Last name, First name 
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(2) Chapter name 

(3) Flight number 

(4) Course name 

(5) Starting hole 

h) Suggested contents 

(1) Brochure 

(2) Badges for player, spouse and children if desired 

(3) One page schedule of events (This is a nice addition because it 

allows the families to take this one page out and carry it around in 

pocket or purse to know when events are supposed to start and where 

they are located.) 

(4) Map to the specific course the player is playing (This requires 

more work when stuffing the packages but is greatly appreciated by the 

players because they can take it with them easily to find their 

course.) 

(5) Special notices regarding rules for Parade of Colors, notice of 

changes etc. 

(6) Flyers or discount coupons from various local business or 

restaurants. 

(7) Tickets for events, if used (Determination should be made if entry 

for events will be by ticket or by badge. The preferred method is 

usually badges since most players forget to bring the tickets but will 

more likely remember their badge if it impressed on them that badges 

are required for entry. If you are using tickets determine if each 

package will automatically have two tickets or if the number of 

tickets will be set depending on the pre-registration of spouse and 

children. If two tickets are given automatically it can lead to abuse 

by players without spouses giving their unused tickets to unregistered 

guests and thereby making it difficult to plan for the correct 

numbers. 

 

4. Tee prizes 
 

When planning the event some determination should be given in the budget to 

what type, if any, of tee prizes will be given. You may choose to purchase a 

single nice item to be given to each player or you may choose to give a tote 

bag filled with smaller miscellaneous golf items. 

 

Tote bags - If you have sponsors you may be able to get donated items such 

as tees, markers, beer cozies, visors, mugs, pens or pencils, green keepers, 

balls, bag tags, towels etc. If you are not able to get donated items then 

it may be difficult to purchase enough items to make a tote bag substantial 

enough.  Simply giving a canvas bag with a couple of tees in it often seems 

skimpy to the players. 

 

Single item - It may seem easier to purchase a single item for the tee prize 

rather that to try and gather enough small items to make a nice tote bag. It 

is difficult to decide on a nice prize that will fit in your budget but it 

should be considered as a way to stand out from other tournaments. Having a 

nice item with your tournament logo can be a permanent reminder of the event 

for the players. 

 

M. Golf Course Planning 
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During the registration period is when you will want to make final plans at 

each golf course and work with the pro there to go over the details of each 

days play. 

 

1. Setup 
 

Ask the course how they will set up carts, how players will know where 

to go to register, how they will find carts etc. Check on current 

course conditions and any local rules that you need to give to players 

before the start of the tournament. 

 

Scoring posting 
 

Discuss the posting area for scores. Do they provide you with sheets 

to use for this purpose ahead of time so they can be recorded with the 

player's names or do you have to provide sheets? If they are doing the 

scoring, then firm up what they will do and what your committee 

members will do. 

 

Cart marking 
 

Discuss how they will mark the carts. When do you need to provide them 

with foursomes?  What types of lists do they need? (Usually an 

alphabetic list and a by hole list both.) What is the best way to give 

them this information (via fax, email a list, file format, etc.)? 

 

4. Assistance 
 

Find out what types of assistance they will have on course. Do they 

have marshals on course? Who will be assisting you with ruling 

questions that might come up on course? Will a pro be on duty during 

the tournament? Is there a method for making announcements of rules or 

other items prior to the tournament? (Loudspeaker system, bullhorns?) 

 

5. Food 
 

Check on the availability of staff for early morning breakfast or 

other food or snack bar hours. Verify if there will be on course 

refreshments (beverage cart?) 

 

6. Photographer 
 

If you arranged a photographer with the course, verify their 

attendance, fees, etc. Also where and how photos for sale will be 

displayed. 

 

N. Publicity 
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The publicity committee should be verifying the coverage that local papers, 

radio or TV stations may be providing for the tournament. Work on the exact 

dates and times that they will have reporters and/or photographers at which 

locals. 

 

O. Registration Period 
 

1. Gathering registration information 
 

As the registrations come into the chapter the information should be 

recorded immediately so that you can keep ahead of the flow. Some 

registrations will come in early but most of them will come in right 

after the deadline. 

 

a) Recording names (paper or computer) 

 

Paper - If you do not have access to computers for your 

registration you may use paper forms. However, this will make 

the work considerably more difficult since there are so many 

ways in which you will need to have the names printed out. If at 

all possible, computer registration should be used. 

 

Computer - Determine if the chairperson or other committee 

member will be responsible for entering the data into a 

computer. You will need to have computerized lists of all the 

entries for the purpose of check in, registration packet labels, 

name badges' labels for scorecards, computerized scoring (if 

used), accounting for monies paid, etc.  Decide on what type of 

computer program will be used for recording the information. A 

database (Microsoft Access, dBase etc.) or spreadsheet program 

(Microsoft Excel, Lotus l-2-3, etc.) should be used- The 

following type of data should be recorded for each player.  Some 

of this data will be on the registration form and some will be 

added later when all the players are in and registration is 

closed (Flight, course, starting hole, handicap ,etc.): 

 

(1)Registration ID (it’s a good idea to number the players 

in the file so that each has a unique identifier.) 

(2) First Name 

(3) Last Name 

(4) Spouse first name 

(5) Spout" last name (sometimes they are different) 

(6) Number of children (see section below on registration 

Planning) 

(7) Address (if on registration form) 

(8) Chapter 

(9) Minimax number 

(10) Minimax index 

(11) Handicap 

(12) Flight number 

(13) Course 

(14) Starting hole number 

(15) Senior-designation (if a senior tournament involved) 
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2. Team designation (if on a four man or seven man team) 
 

a) Determine ahead of time the method that you will use for 

creating the two types of teams and recording their scores and 

calculating totals. You may have a computer program do this or 

you may need to do it manually.  If preparing manually, then 

create worksheets to use in recording the chapter name, names of 

the team members, place for each days scores and totals. (See 

sample in Appendix) 

b) The designation of four-man and seven-man teams will most 

likely happen after all the registrations are in and quite often 

they occur during convention week. The last day for a chapter to 

designate their teams is the date of the delegate meeting during 

convention week. 

c) Of special note are the problems that occur when a chapter 

moves a player from one flight to another in order to have 

enough players for a four man or seven man team. Be sure to plan 

for this contingency and how you will place the player in the 

correct flight. If your program sets flights by handicap indexes 

then you will need to manually adjust the handicap to move to 

another flight. This may also mean that a player changes courses 

so be prepared to add one or two players per course. NOTE: 

Players that are changed for the purpose of the teams must also 

compete in that new flight regardless of their actual index. 

They do not compete for trophies or skins in their old flight. 

 

3. Creating flights 
 

a) Verify current indexes - You will need to have a complete 

printout of the current indexes from Minimax as indicated above. 

Use that printout to check each players index against what was 

given on the registration form. NOTE: This step is extremely 

important, as quite often the index given with the registration 

will not be correct. You will always use the number shown on the 

final printout and not any number given to you or shown on a 

particular player's Minimax card. These numbers may differ 

depending on when the player got their card in relationship to 

the deadline.  

b) Check eligibility - The National Tournament Director is 

responsible for verifying the eligibility of all players. He 

must verify that all players have the requisite number of ten 

rounds to play in the tournament. After all the registration 

forms are in, check with the National Tournament Director to see 

if he received copies of all the Chapter's registration forms.  

If not you will need to provide him with those forms so that he 

can check their eligibility. 

 

He will notify you of any players that are not eligible and you 

should notify the member's Chapter immediately so that they can 

inform the player of the ineligibility prior to coming to the 

National. They may wish to withdraw if they are not eligible. If 

they do withdraw, their money should be refunded. 

 

At your chapter's discretion you may decide to allow these 

players to attend the National and play in the tournament 
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without being able to compete for trophies. If you do decide to 

allow these members to play golf you should consider if they 

should be allowed to play on the same courses and if they should 

be mixed with the other players according to their handicap. The 

alternative is for them to play separately from competing 

golfers. The reason for this choice is that players who are not 

competing tend to have a more casual attitude towards a round of 

golf and if they are paired with competing golfers, those 

golfers may be annoyed with their more casual approach to the 

game. Ineligible players cannot compete for skins either. 

 

c) Decide the flight breakdowns - After the indexes are verified 

you may then proceed to calculate the flight breakdown. This 

breakdown should be designed to make as even a distribution of 

the players across all flights, as possible, without having two 

wide a spread of handicaps per flight. Except for the 

Championship flight and the Eighth F1ight, there should probably 

be no more than three strokes between players in a flight. This, 

of course, will depend greatly on the total number of players. 

There are always nine flights regardless of the total number of 

players. The flights are as follows: 

 

Championship Flight 

First Flight 

Second Flight 

Third Flight 

Fourth Flight 

Fifth Flight 

Sixth Flight 

Seventh Flight 

Eight Flight (Net Scores) 

 

The breakdown of flights and the number of players per flight 

will probably help determine what courses will be used for what 

flights. In some cases you may have two flights per course and 

in other cases you will only be able to have one flight for 

course. There is no way to make all flights equal as there is 

always a flight or two that are larger than others due to the 

fact that they are more players with a particular handicap. 

 

Immediately after determining the flight breakdown by index and 

the courses for each flight you should notify the National Board 

and send the information to each participating Chapter. Using 

email is a good choice but this information should also be 

mailed to each chapter's PO Box so that you are assured that the 

Chapters get the information. If you have used individual 

registration forms with individual player's addresses, you may 

want to mail this information to the players individually. NOTE: 

This is one of the most asked questions by players prior to 

arriving at the tournament. They usually want to know what 

courses are being used and which course they will play. This 

allows them to plan on and set tee times for practice rounds. 

 

d) Assign holes - After the flight breakdown is made you can 

make foursomes and assign starting holes. Check with each course 

before assigning hole numbers. If you do not have full shotguns 

then the course may decide to start your groups on other than 
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the first hole on each course.  Enter this information in your 

computer for the purpose of creating scorecard labels and labels 

for the registration packages. 

 

e) Prepare course lists - After the flight breakdowns and hole 

assignments and close to the actual tournament week, you will 

want to prepare lists of the players for each course. There 

should be both a alphabetical list and a per hole list. The 

courses will use these lists on site to create cart signs and to 

check in players and get them to their correct carts. 

 

Also an alphabetical list of players for each flight is needed 

for recording skins payments. 

 

4. Badges 
 

The method of creating badges should be determined at this time if not 

already planned for previously. Several possibilities are available 

for producing badges and which one is chosen will depend on your 

committee's computer capabilities, man hours needed and costs. 

 

a) Self-made - When all of the names of players, spouses and children 

(if they are to receive badges) are loaded into a computer there are 

several programs that can print badges. Microsoft Word can be used to 

create a mail merge with badges using data from your database in 

Microsoft Word, Excel, Access or other standard database program. Two 

methods can be used. 

(1) Blank badge forms can be purchased in bulk along with the 

badge holders. Badge holders can be a plastic holder with either 

a pin back or a clip back or the type the hangs from a neck 

lanyard. The printed badges are then broken off on the 

perforation and then slipped into the badge holder. This may the 

cheapest method but requires the man hours to print the badges 

and then stuff the holders and sort in the correct order. 

(2) Badges can be printed on blank forms and then laminated 

using small laminating machines. These are specialized machines 

that laminate and punch a hole for the clip. Various brands and 

models can be purchased. The cost can vary but the resulting 

badges are very nice and avoid the problem of the badge cards 

slipping out of the holders. The cost may be more than the slide 

in badge holders and the man-hours are probably greater due to 

the care that needs to be taken while laminating. 

 

b) Professionally made - Many of the larger copier/printing companies 

(Kinko's, etc.) will professionally prepared laminated badges. You 

will need to provide them with a computerized list of the names and 

the format that you want to use for the badge as well as any logo. The 

advantage is that you do not have to do any manual labor to prepare 

the badges but the cost is higher. Also you must be sure that they 

keep the badges together for each chapter so that you can place them 

in registration packages easily. 

 

c) Badge Content - Badges should contain at a minimum the following 

information: Full name, Chapter, your logo or name of event. NOTE: The 

name of the person should be as large as possible on the badge. The 

point of the badge is to make the person easily identifiable to other 
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attendees. If the name is too small then people will have to get too 

close to read it. 

 

5. Prepare registration packages 
 

One of the last tasks to be performed close to tournament week will 

probably be the actual preparation of registration packages. This may 

involve several steps: 

 

a) Print labels -Sort labels by chapter and then by player name. 

(See notes above about what the label should contain.) 

b) Attach labels to registration envelope 

c) Insert Brochure 

d) Insert maps, flyers and other information (See notes above) 

e) Insert proper badges for each player, spouse and children if 

used. 

f) Create dividers for each chapter. These should be large 

enough to extend above the envelopes themselves when used in 

registration. Use heavy card stock or cardboard to make them 

durable, as they will get a lot of use during registration. 

g) Group envelopes per chapter in boxes and place labels on each 

box to indicate what chapters are in each box. 

 

6. Communications to chapters 
 

Send letters and email to each Chapter with your last minute 

information regarding the tournament. This will include, as indicated 

above, the flight breakdown and courses, changes in schedule, 

information on Parade of Colors, etc. 

 

7. Prepare Signs for chapters 
 

During the planning stage you should determine what type of signage 

you will be using to designate the chapters. Each table should have a 

sign of some type with the chapter's name and if the chapter requires 

more than one table there should be a sign for each table. Signs 

should have the name printed as large as possible and should stand up 

off the table so that it can be seen even when members are seated at 

the tables. Everyone likes to know where their own chapter is sitting 

and also where other chapters are sitting so that they can visit 

friends. Sometimes the convention facility or hotel can provide you 

with metal stands to hold a sign on each table. Alternately you may 

want to prove your own stands or design the sign so that it will stand 

on its own. The sign might also have your National Logo on the sign 

since some chapters will take their signs home as a memento of the 

occasion. 

 

After you have the registration counts from each chapter you will be 

able to make an estimate of how many tables you will need for each 

chapter. Remember that not every registered person will come even to 

the Parade of Colors but you still need to be sure to make a fair 

estimate of the attendees and provide approximately the correct number 
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of tables. This is the point that you can order the signs needed for 

each chapter. 

 

P. Equipment needed 
 

1. Cellular phones 
 

For ease of communications during convention week a list of the 

cellular phone number of each committee member, course captain and 

other key people should be made. Also add the phone numbers for the 

various courses and hotels to the list. Reduce the list or print on 

small cards that can be placed in a wallet. That way any member can 

easily contact another committee member or locate a key person at the 

courses easily. Encourage these key people to have their cell phone 

turned on at all times (except on the courses if they are playing). 

They should also be sure to have their cell phones charged each day to 

ensure that they are readily available. This will make the event run 

smoother if you can find each other. Check your cellular phone 

connectivity and signal strength at the headquarters hotel and/or 

convention center prior to convention week. Sometimes it turns out 

that cellular phones do not get good reception in larger hotels. This 

may make it difficult to communicate when at the hotel. 

 

2. Walkie-talkie 
 

Consider if you want to rent commercial walkie-talkies for use at the 

headquarters hotel and/or convention center. If your cellular phone 

reception is poor, this is particularly important. Also walkie-talkies 

are easier to hear in a noisy environment since their sound can be 

adjusted and you hear actual voices rather than just a cell phone 

ring. Sets of walkie-talkies can be rented for the week. One can be 

given to each main committee such as registration, souvenir sales, 

hospitality, chairman, etc. Then the respective committees can get in 

touch with each other easily rather than having to search throughout a 

large hotel or convention facility for the person needed. A central 

charger is usually provided to charge the devices at night. 

 

3. Computers 
 

You will need one or more computers for use during the convention week 

for various tasks. If you are using computers for scoring purposes you 

will need to consider how many computers you will need and it is 

usually best to have one computer per course. You may have enough 

members who have laptop computers that they could lend you for the 

week. However, if not then you will need to consider what it will take 

to rent laptops and find appropriate companies who can provide you 

with laptops. You may need to have these for over a week since you may 

need to load software on the computers or if it is standard Microsoft 

Office software usually the computer company will provide that 

software. Make sure that the versions are compatible' Then you will 

need a day or two to get the computers back to the company. Usually 

pricing is by the day or week. 
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4. Printers 
 

You may also need one or more printers. A good high-speed color 

printer is very useful for printing tournament results but having a 

nice black print only printer will cover most of the printing needs 

during the week. Make sure that it is a compatible printer that could 

be used on all the computers if needed. 

 

5. Copiers 
 

An extremely useful piece of equipment to have in your office area 

might be a small copy machine. There are many pieces of paper that 

need to be copied during the week including player lists, foursomes, 

maps, schedules, skins lists, invoices and tournament results. Most 

large hotels have a business center where a copy machine is available 

but the costs per page can be quite high. Also they are not always 

convenient to your work area. If you need to go all the way across a 

large hotel to make each copy it can be very time consuming when you 

have little time. Also some business centers are only open during 

business hours and you may not have any access just when you need it. 

You may be able to rent a small copier and have it delivered and 

picked up from the hotel by a local company. Check around for prices 

and see if it can fit in your budget. This can also be a donated item 

by a sponsor with recognition in your program. If possible consider 

getting a copier with enlargement capabilities so that you can make 

large size blow ups of results for posting if using a computer 

program. 

 

6. Easels 
 

You will need a number of easels during the week to post information. 

These can usually be obtained from the hotel but you will need to 

arrange ahead of time for the days and the number of easels needed as 

there is usually a per day cost per easel. 

 

7. Office Supplies 
 

Bring plenty of office supplies for use during the week. This includes 

plenty of paper for printers and copiers, pencils, pens, permanent 

markers, highlighters, scissors, box cutters, rulers, tape (masking, 

duct, scotch, etc.) staplers and staples. For money collecting use 

cash boxes or cash pouches. 

 

Q. Convention Week 
 

A1l of the preparation prior to the event will lead to a smoothly run 

convention and will make your convention week go much easier. 
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1. Setup 
 

Certain aspects of the convention will work best if you can set up the 

rooms on the Sunday before the convention starts. This should be part 

of your arrangements with the hotel when booking meeting rooms. You 

will need lots of members to assist in bring all the necessary items 

to the hotel. This includes registration packets, souvenirs for sale, 

equipment and computers, office supplies, trophies, etc. This may take 

a number of volunteers and several large vehicles. Plan ahead when and 

where you will meet and how many people will assist with the move and 

set up. 

 

a) Registration room - Setting up the registration room to make 

for a good flow of attendees through the rooms will be a big 

help. You want to make sure that attendees do not skip important 

stations of information. 

 

(1) Layout of room - Arrange the tables so that members 

can only move through the room in one manner. You might 

ask the hotel for stanchions and ropes to help direct the 

traffic through the room in the correct manner. The 

following is a probable sequence of stations for the 

registration. 

(a) Check in table - a table with the lists of 

players according to chapter. Each player should 

stop here first and give their name to be checked 

off the master list.  

(b) Registration packets - The next table should be 

where they pick up their registration packets. 

(c) Tee prizes - They should then pick up their tee 

prizes. 

(d) Skins table - The next table should be the skins 

table where they can pay for the skins. You want to 

make sure that they have gone through the other 

stations before they get to skins. Some players tend 

to go directly to this station without registering. 

Skins takers should verify that they have been to 

the other stations first. 

(e) Junior and ladies - You may have a separate 

table to register for their tournaments and to 

receive any tee prizes or packages for their 

tournament. 

(f) Activities registration - a final table should 

be for activities registration for the ladies and 

children. Optionally you may want to have this table 

in the room where you have souvenir sales depending 

on the size of the room. 

 

(2) Schedule of workers - Remember to post a schedule of 

committee workers for this room so that your volunteers 

can check when they will be working. 

(3) Times of operation & Breaks - Post on an easel outside 

the room if possible what hours of operation the 

registration room will be open each day so that members 

can check when the room will be open. Depending on the 

number of volunteers you might want to allow some break 
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times for lunch for your volunteers. This is especially 

true if your volunteers have to work double duty.  

(4) Signage - Think about preparing large banners or 

posters to be hung on the walls above each table letting 

everyone know what is happening at each station of 

registration. 

 

b) Souvenir sales - The souvenir sales room should be adjacent 

to the registration room or as close as possible. You want 

members to finish registration and then go right on to the 

souvenir sales if at all possible. This room should also have 

the raffle items and the raffle ticket sales 

 

(1) Layout of room - Layout the room for easy display of 

the different items for sale. Display a few of each item 

on the tables for viewing but do not place all your 

merchandise up front Place the majority of merchandise 

behind the tables in an area where the public cannot get 

to it. You do not want them to help themselves. 

 

The tables with the inventory should layout the 

merchandise so that it is easy for the volunteers to find 

a particular color or size. 

 

A final table should be the table for payment and as 

discussed earlier it is best to just have one person 

taking the money. 

 

(2) Schedule of workers - Remember to post a schedule of 

committee workers for this room so that your volunteers 

can check when they will be working. 

(3) Times of operation & Breaks - Post on an easel outside 

the room if possible what hours of operation the 

registration room will be open each day so that members 

can check when the room will be open. Depending on the 

number of volunteers you might want to allow some break 

times for lunch for your volunteers. This is especially 

true if your volunteers have to work double duty. 

(4) Signage - Think about preparing large banners or 

posters to be hung on the walls above each table letting 

everyone know what is happening at each station of 

registration. 

 

c) Hospitality 

 

The hospitality room may not take as much setup as other rooms 

so it can probably be set up on Monday prior to the first 

hospitality room. 

 

(1) Layout of room - The hospitality room layout depends 

greatly on what type of room you will be using. If you 

have a large enough room like a general meeting room at 

the hotel you can probably set the beer and drinks up 

behind a series of tables that allow you to serve the 

beverages instead of having members get their own. This 

allows you to regulate the number of beers that an 

individual can take. When the beverages are self-serve 
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there have been problems in the past of members coming 

into the room and putting a dozen beers in a bag and 

taking that immediately out of the hospitality room and 

into their own rooms. You want to avoid that situation by 

serving the beers yourself. This means that you must have 

some means of restricting easy access to the area where 

the beers are kept. If you are using a suite and storing 

beers in a bathroom you might want to have a table set in 

the door of the bath and have your volunteer behind the 

table. 

(2) Schedule of workers - Remember to post a schedule of 

committee workers for this room so that your volunteers 

can check when they will be working. 

(3) Times of operation - Post on an easel outside the room 

if possible what hours of operation the hospitality room 

will be open each day so that members can check when the 

room will be open. 

 

d) Office/Scoring Room - When you arrive at the hotel on Sunday 

you will want to place all of your equipment and office supplies 

in the office room that has be designated for you. Depending on 

the room layout determine what the best format for your usage 

is. Be sure that there are plenty of tables and chairs as 

needed. 

 

e) Sponsor signs - Part of the setup will be giving the sponsor 

banners and signs to the hotel for them to hang as appropriate. 

You want them hung as soon as possible so that the first 

attendees arriving will be greeted by these signs. 

 

f) Hotel Signage for events - Check with the hotel about how 

they will be indicating your events on their daily schedule 

either in the lobby or on television screens and how they will 

mark each of your meeting rooms. 

 

2. Registration 
 

a) General - The registration is a three day process and will have 

several hours each day where it will be extremely busy and many hours 

where the number of entrants slows down and there is little to do. 

Unfortunately you must man the registration area for the hours 

scheduled. The majority of golfers will arrive for registration on 

Wednesday. Be sure to schedule the registration hours for later on 

this day since many players may arrive late in the afternoon or the 

early evening. Keep enough volunteers at the end to handle these late 

arrivals. 

 

b) Skins - Keep careful accounting of skins and turn over skins money 

to the financial officer at regular intervals. It is a good idea to 

keep separate money pouches for each flight so that you can balance 

against the sheets easily. 

 

c) Activities registration. - Be sure that those manning this station 

are fully aware of the options available and can describe the 

activities or tours to the families. When signing people up for the 

tours where bus transportation is to be provided, be sure to explain 
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to the attendees that they are reserving a spot in the bus. They 

should commit to attending at the time of sign up so that you do not 

turn away other people who might want a spot. One way to handle this 

is to give each person a bus ticket of some type which they must 

present at the time of loading. It is recommended that you have a 

sign-up sheet and if a standby needed list for each trip. Instruct 

those on the standby list that they might want to come at the required 

time to see if they are able to get on the bus. No matter what happens 

there are always those who don't show for the activities and there is 

usually some space at the last minute. 

 

3. Hospitality room 
 

a) Beer - On the day of each hospitality room be sure that the 

designated amount of beer and soft drinks are delivered to the room. 

You should probably make a determination of how many cans or kegs or 

bottles will be served each day. Try to stick within these preset 

limits if at all possible to allow you to stay within your budget. 

Also make sure to close the hospitality room at the designated time. 

It is always easy to extend the time when everyone is there and is 

drinking and having a good time. 

However, this will only lead to overindulgence by some members and may 

cause you to run out of beer. Stick to the announced schedule and it 

will also allow members time to eat dinner and get ready for the 

evening events. 

 

b) Water - Remember to provide bottled water as well as beer and soft 

drinks. Lots of people really just want a drink of water. 

 

c) Coolers or ice buckets or kegs or dispensers - Work out how you 

will ice down the beverages and be sure that you get them under ice 

early enough so that they are cold during the entire hospitality time. 

This may require several coolers or ice chests or using bathtubs. If 

you are using kegs there will probably be the ability to ice down the 

containers. 

 

d) How served - Remember that you have a choice of self-serve or 

committee served beverages. Work out what will work best for your 

local but keep in mind that if you serve the beverages you can 

regulate the amount of consumption. 

 

4. Golf 
 

a) Ladies - The first tournament of the week is the ladies golf 

tournament. 

 

(1) Pretournament meeting - At the Monday night meeting you 

should be prepared to hand out printed rules for the tournament, 

answer any questions the ladies have, hand out maps if needed to 

the course and discuss the procedures you will follow and any 

special events for the lady golfers. 

 

(2) Staffing at course - Be sure to have enough volunteer staff 

at the course early to greet the ladies and assist them to find 
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their carts, and understand any rule changes. The course may be 

responsible for placing the official score cards on the carts or 

you may need to do this yourself. You need to explain how they 

will turn in their scorecards at the end of each round. 

 

(3) Rules announcement - Have extra copies of the rules on each 

cart even if you gave them out the night before. They will 

forget to bring the rules. If possible have a loudspeaker 

announcement of and local or special rules. 

 

(4) On course refreshments - There should be some source of on 

course refreshments for the ladies. This can be your own 

volunteers with water and soft drink stations throughout the 

course or beverage carts from the course. The tournament is held 

in very hot weather and you need to make sure that there is 

plenty of water on course for the ladies. 

 

(5) Scoring - After each round you should have a committee 

member to collect the scorecards. There is nothing worse than 

the players finishing and not knowing what to do with the 

scorecards. If you are using computers you need to have them at 

the course. 

 

(6) Posting of 1st day's results - Remember that you must have a 

means of posting the scores from the first days round at the 

course so that they can see where they stand easily. 

 

(7) Luncheon - If you are having a luncheon be sure to explain 

when and where they will get their lunch. Again have some 

committee members there to greet and welcome then and thank them 

for their participation. 

 

b) Juniors 

 

(1) Pre-tournament meeting - At the Monday night meeting you 

should be prepared to hand out printed rules for the tournament, 

answer any questions the juniors have, hand out maps if needed 

to the course and discuss the procedures you will follow and any 

special events for the juniors. At this meeting you should be 

sure to collect any consent forms that you did not get with the 

registration packages. You should not allow any junior to play 

who does not have a parental consent form. Also discuss the 

rules that the parents must follow on the course and how close 

they can be to the juniors and what they can say to their 

juniors when playing. 

 

(2) Staffing at course - Be sure to have enough volunteer staff 

at the course early to greet the ladies and assist them to find 

their carts, and understand any rule changes. The course may be 

responsible for placing the official score cards on the carts or 

you may need to do this yourself. You need to explain how they 

will turn in their scorecards at the end of each round. 

 

(3) On course refreshments - There must be some source of on 

course refreshments for the juniors. This can be your own 

volunteers with water and soft drink stations throughout the 

course or beverage carts from the course. The tournament is held 
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in very hot weather and you need to make sure that there is 

plenty of water on course for the kids. 

 

(4) Scoring - After each round you should have a committee 

member to collect the scorecards. There is nothing worse than 

the players finishing and not knowing what to do with the 

scorecards.  If you are using computers you need to have them at 

the course. 

 

(5) Posting of 1't day's results - Remember that you must have a 

means of posting the scores from the first days round at the 

course so that they can see where they stand easily. 

 

(6) Luncheon - If you are having a luncheon be sure to explain 

when and where they will get their lunch. Again have some 

committee members there to greet and welcome then and thank them 

for their participation. 

 

C) Men’s 

(1) Course Captain - The course captain needs to arrange for 

members to assist with checking in the players at the course, 

verifying that all official scorecards are in place, answering 

questions regarding play and generally being visible 

representatives of your chapter. 

 

(2) Adjustments of foursomes - The course captain should be 

prepared to make adjustments of foursomes as needed. This may be 

because of last minute changes of flights or missing players. 

This may cause you to shuffle so that you do not have a foursome 

with all players from one chapter or some twosomes when you 

could make foursomes etc. 

 

(3) Rules announcements - The rules should be announced prior to 

the tournament with special attention to any local rules for the 

course or special circumstances. Be sure that they understand 

that they play by USGA rules. Let them know where they will turn 

in their scorecards at the end of the round and that they must 

turn them into a committee member. If you are planning on 

posting the scores at the half way point, then be sure to let 

the players know that they must stop at this point. Each member 

is responsible for having the proper signatures and correctly 

attesting their score.  They each individually must be prepared 

to hand in their own scorecard to the committee members you 

designate. 

 

(4) Collection of scorecards - The committee should be there at 

the end of the round to collect scorecards as quickly as 

possible and verify that you have all the scorecards. Sometimes 

players will leave the course quickly and you need to be 

prepared to verify that you have all the cards. 

 

(5) Scoring team - The scoring team can be partially from the 

course staff or from your own volunteers. If you are using 

computers you will need one person to read the scores and one 

person to enter the scores. 
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(6) Posting of 1't day's results - Another team can be posting 

them on boards for the players to view at the course. 

 

5. Scoring 
 

What you do for scoring depends on your choice to use computers or hand 

written scoring. 

 

a) Staff needed - For scoring by computer you will need two members at 

each course. One to read and one to enter scores. They then need to 

bring the computers back to the headquarters hotel and your scoring 

room to complete the process. 

 

b) Timing - Scoring needs to be done as soon as possible after the 

round so that the scores can be posted and the players can view the 

leaders after the first day. The second day, of course, will require 

you to calculate the winners for the trophy presentation. Even with 

computers this process takes a long time so the sooner the scores get 

back to the headquarters the better. 

 

c) Posting of results - The National guidelines specify that the 

scores must be posted after the first round. At the convention center 

you will need to have board for posting and an area to display the 

scores. This can be something that the convention center provides on 

movable boards or you can put the results on foam core boards and 

display them on easels.  Do not count on taping them to the walls, as 

many convention facilities will not allow you to affix anything to the 

walls. Arrange for this need before the event so that you are ready. 

 

(1) Master sheets from the course may be one way of displaying 

the results if you are using manual scoring. These sheets will 

be quite large so be sure to provide plenty of places for 

posting. 

 

(2) Copies of your computer results sheets could alternately be 

posted and will take much less space. However, they are harder 

to read since they are usually much smaller. If you have a 

copier that makes enlargements yo9u can possibly enlarge your 

computer sheets to 8 /2" x 14" or 11" x l'7" would be even 

better. 

 

d) Copy results - On the final day you will need to have at least two 

copies of the results. One copy should be for making the announcement 

from the stage and one copy should be used by the staff handing out 

trophies on the floor so that you are sure that the right people are 

getting the trophies. 

 

e) New hole assignments - After the first round it is customary for 

the foursomes to be arranged so that the top 12 players can be in the 

same foursomes and compete head to head in each flight in the second 

round. 

This will require some work on the part of the committee and on each 

course. However, it can be a fairly simple process that will only 

disrupt the minimum number of foursomes. 

(1) Pull the score cards of the top 12 players and note the starting 

holes for each player. 
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(2) Pull the scorecards for three foursomes (usually with starting 

holes 1A, 1B, 2A) 

(3) Take each player from those three foursomes and slot them into the 

empty spots left by pulling the top 12 players. 

(4) Assign the top 12 players in order to those first three foursomes. 

(5) Make an adjusted foursome list for the course and change the 

scorecards for the affected players. 

 

6. Parties 
 

a) Setup and decorations - The amount of setup for your parties 

depends on what you schedule and how complex the event will be. For 

parties like the Parade of Colors and Awards there are certain 

traditions but other parties will be up to each host city 

individually. Decide what type of party and whether you will need 

tables, tablecloths and any type of decoration.  The committee should 

be responsible for any setup required prior to the event. 

 

b) Refreshments - Will you provide refreshment for this party? Will 

you have keg beer, canned or bottled beer, soft drinks etc.? Your 

setup may be similar to the hospitality room or you may have the hotel 

or other location provide refreshments at a cost. 

 

c) Food - Are you providing food for any party? If so you need to 

coordinate with whoever is providing the food. If the hotel or outside 

location is providing the food, you will need to discuss with them the 

arrangements for time of serving, setup, etc. Make sure that your 

committee coordinates with the hotel during the week to be sure that 

all your previous arrangements will be followed through as planned. 

 

If your food is provided by an outside catering company, check with 

them at the first of the week to be sure they understand the time that 

they will be allowed to setup and what times you expect them to begin 

and end serving. This can be an area that presents a poor impression 

to the attendees. If you post that food will be served during certain 

hours and you are either late in starting or stop serving too early 

you will upset people who are planning on eating according to your 

posted schedule. Be sure that you review with the caterers what they 

are providing and what you will need to provide: serving tables, table 

coverings, serving dishes and utensils, plates, napkins, utensils, 

etc. 

 

d) Entertainment - Plan your room around the type of entertainment 

that you will be having. Perhaps this will be a DJ or it will be live 

music. 

 

7. Parade of Colors 
 

The Parade of Colors is the one night that has the best attendance of all 

members since most chapters like to be fully recognized at the event. Lots 

of members bring their whole family, including kids, and you will need the 

largest space available for this event. 
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a) Layout of room - The best layout is one where the bandstand is on 

the middle of the longest wall so that it can be seen from all parts 

of the room.  In front of the bandstand should be the largest dance 

floor that the room can accommodate with the tables around the 

perimeter of the dance floor.  Be sure to have them set up the bars in 

convenient locations around the room and there needs to be sufficient 

room in front of the bars for members to line up for drinks as needed. 

Don't have the tables too close to the bars if possible. 

 

Typically the chapters are arranged around the dance floor in 

alphabetical order so that they are easy to find. However, there is no 

hard and fast rule for this arrangement. Some of the smaller chapters 

resent the fact that they are placed in the back comers and do not 

have an opportunity to be close to the parade floor. In your 

arrangement try to give as many chapters as possible one table on the 

edge of the actual parade floor. 

 

b) Decorations - You will probably want to provide tablecloths or have 

the convention center provide cloths (check on pricing as indicated 

above in the planning stage.) Plan on plenty of time for your 

committee for this event to get into the convention facility to place 

tablecloths and signs before the event. You will also need to provide 

time for other chapters to come in and decorate the tables if desired. 

You must have the tablecloths and signage up before the other chapters 

come into the room since they need to know what tables are theirs in 

order to add their own decorations. 

 

c) Signage for the room - Part of the setup will also be to provide 

for any signage that needs to be placed for sponsors or the chapter 

etc. The convention center staff will usually do this but you will 

need to provide them with the signs and direct their placement. Check 

with the convention center regarding this and setup up the time when 

the committee will be there to direct placement. 

 

d) Room for the march - As indicated you need to provide plenty of 

room for the Parade. Also plan on where you want the chapters to enter 

the parade area, what direction they will walk and where they will 

exit the floor. In the area where they enter you need to plan an aisle 

with room for the chapters to line up their members. 

 

You should plan on your own members being available to help with crowd 

control. The members of the chapters and especially the kids tend to 

crowd into the dance floor area in order to get close to those in the 

parade.  The kids want to get the candy and the adults want to shake 

hands and get other giveaways. As the crowd presses closer the dance 

floor area gets smaller and smaller and there is no room to march. If 

your own committee members surround the dance floor they can help to 

move the crowd back when it gets too close. 

 

e) Line of March and protocol - The traditional line of March for the 

parade is alphabetical by chapter name. However, the guidelines 

specify that the National Officers shall lead the Parade of Colors. 

Check with the National President earlier in the week to determine if 

this is the board's wish and if so ask him to be sure that all the 

board members are aware of this and are ready at the start of the 

parade. Another deviation from the alphabetical order may be to have 
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the next year's National Host City be next to last and your chapter as 

the last chapter in the parade. 

 

f) Master of Ceremonies - Picking a good Master of Ceremonies for the 

Parade is an important job. The MC should be a member who can speak 

loudly and clearly and is not afraid of working with a microphone. He 

should be conversant with the Chapter names and if possible with 

members of many of the chapters. A good MC will make the Parade a 

special event by clearly announcing the chapters, making sure that the 

Parade does not go too fast or too slow and will recognize on the 

microphone prominent members of each chapter as they pass by the 

stage.  This is a party and the MC can make or break it. 

 

8. Lady and Junior Awards Night 
 

Wednesday night is the night to present awards to the ladies and juniors. 

Try to schedule this early enough in the evening so the kids are not out too 

late but not so early that not enough members are present to see the awards. 

The chapters like to recognize their kids and ladies who win and they like 

to have the members there to see them and cheer for them. 

 

However, try to stick to the posted schedule when giving the awards. Be sure 

that you clearly announce the time for the awards to the parents at the 

junior golf meeting on Monday and to the ladies at their meeting on Monday. 

Also a reminder on Wednesday at the golf course of the time for the awards 

is also helpful. You want to be sure that everyone is there to get his or 

her trophy. 

 

a) Room Layout - The room layout will depend on your location but will 

probably have round or oblong tables as needed for members to sit. It 

is not usual to provide preset tables for each chapter for this event 

as it is often more free form seating. However, if you are using the 

convention center you may want to provide signage as you do for the 

Parade of Colors. 

 

b) Decorations - Decorations are up to the host city and depend on the 

budget allowed. 

 

c) Trophy Display - Tables should be set up in front of the stage area 

to display the trophies for the ladies and juniors. Arrange the 

trophies in the order of presentation so that it easy for the 

presenters to hand out the trophies. 

 

d) Posting of Results - The results of both the ladies and the junior 

tournament must be posted where all the players can view them either 

inside or just outside the location where you are giving the awards. 

All players must be shown on the posted sheets and the winners of each 

flight marked for easy recognition. 

 

e) Skins payouts - If you have skins for the lady golfers, these 

should be presented at this time. Be sure to indicate in the 

announcement the flight, the player's name, the player's chapter, the 

number of skins won and the amount of the skins. Preferably this 

presentation should be made prior to giving out the lady's trophies. 
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f) Awards Presentation - Remember that the awards presentation for 

both the juniors and the ladies should be arranged to make the winners 

feel as important as possible. 

 

(1) Method (Ladies) - The method of presentation should be 

always to present trophies in increasing order of importance 

until the last trophy presented is for the most prestigious 

award. For example for the ladies present trophies in this 

order: 

(a) Flight 3 

(i)  3rd Net 

(ii) 2nd Net 

(iii)1st Net 

(iv) Low gross champion 

(b) Flight 2 

(i)  3rd Net 

(ii) 2nd Net 

(iii)1st Net 

(iv) Low gross champion 

(c) Flight 1 

(i)  3rd Net 

(ii) 2nd Net 

(iii)1st Net 

(iv) Low gross champion 

 (d) Championship 

(i)  3rd Net 

(ii) 2nd Net 

(iii)1st Net 

(iv) Overall low gross champion 

 

(2) Method - Juniors - present trophies according to age group 

starting with the youngest and moving up to the oldest age 

group. For example use the following: 

 

(a) Present participation medallions to all non-winners in 

all age groups first. 

(b)Age 7 to 8 - Girls 

(i)   3rd place 

(ii)  2nd place 

(iii) 1st place 

(c)Age7 to 8 - Boys 

(i)   3rd place 

(ii)  2nd place 

(iii) 1st place 

 (d) Age 9 to 10 - Girls 

(i)   3rd place 

(ii)  2nd place 

(iii) 1st place 

 (e) Age 9 to l0 - Boys 

(i)   3rd place 

(ii)  2nd place 

(iii) 1st place 

 (f) Continue up the age brackets until you reach the top 

age group and the last trophy should be the girls champion 

and the boys champion. 

 

(3) Presenters 
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(a) Presenters for the ladies golf should be your own 

ladies golf chairperson, the National Tournament Director 

and National president and any other persons you need to 

assist. 

(b) Usually the presenters of the junior trophies will be 

your own junior golf Chairman and the National Junior Golf 

Chairman and the National Tournament Director and National 

President. 

(c) Check with each person to confirm their participation 

before the event and also to be sure that they are present 

at the time specified. 

(d) The chairperson for each aspect of the golf should be 

the one to read the names of the winners. They should read 

the names loudly and clearly. Do not rush the 

presentation! 

 

Be sure to include the following information for each 

winner. 

(i)   Name 

(ii)  Chapter name 

(iii) Flight number or age group 

(iv)  Place won (1't low net, 3'd place, etc.) 

(v)   Score for players. You may not want to do this 

for the juniors but it is nice to know what the 

winners shot in each group. Give net scores for 

those places and gross scores where appropriate. 

 

(e) Be sure to have enough committee members on the floor 

to handle the distribution of the trophies. It is very 

important for one person near the trophies to have a copy 

of the same list used by the person reading the names. 

This will assist in being sure that each person gets the 

correct trophy. This position is very important and they 

need to take extreme care in passing out trophies to 

ensure that there are no mix-ups. 

 

(4) Trophy Control - Be sure only the right person gets a 

trophy. 

 

(a) One possible problem that can occur during trophy 

presentation is that the wrong trophy is given to the 

wrong player. In other words the 3rd place person gets the 

2nd place trophy and vice versa. This is can cause a major 

headache when you need to get those trophies exchanged. 

The person who gives out the trophies must verify the 

person's name against the list provided and the trophy 

before giving it to the actual presenter. 

 

(b) A second problem occurs when the person who won the 

trophy is not the one who picks it up. Situations have 

occurred in the past where someone has picked up a trophy 

that did not belong to them at all. Then the correct 

player comes up and there is no trophy. Or the winner is 

not present at the ceremony and then they call later to 

get their trophy because they are told that they won one 

and you don't have the trophy because you gave it out 



National Pan American Golf Association 

National Event Planning Manual  

80 

already. If this happens you will be responsible for 

buying another trophy for the correct person. You should 

take every precaution to make sure that the correct person 

picks up every trophy. 

 

(i) In the case of the lady's presentation you 

should verify the name of the player by seeing their 

badge. 

(ii) If another member of the chapter comes up to 

pick up the trophy because the winner is not 

present, it is recommended that you have that person 

sign for the trophy and you validate that they are 

from the same chapter by checking their badge. You 

could have this person sign for the trophy on the 

winner's list used by the person on the floor.  

(iii) For juniors this task will be a little harder 

since the kids tend to run up quickly and they 

usually don't have a badge. Ask each junior their 

name when they come up to check against the list. 

Again if a parent or someone else from the chapter 

picks up a trophy ask them to sign for it. 

 

(5) Junior Medallions - Juniors who do not place in their flight 

are entitled to receive a participation medallion. These are 

currently provided by the National Junior Committee. Check with 

the chairperson immediately after your registration closes with 

the number of participants that has signed up. Let them know how 

many trophies you will be presenting so that they can figure out 

how many medallions to bring. Be sure to ask them to bring extra 

medallions, as there are usually some last minute junior sign 

ups. Sometimes parent bring their juniors to play without 

previous registration. 

 

(6) Photographs - During the trophy presentations there will be 

many who want to take pictures of the winners. If you have a 

photographer on your committee, plan to have them there to take 

pictures of the winners. It is nice if you can have all the 

winners for a particular flight or age group stay up front until 

all trophies are presented and then take a picture of the group. 

Parents and/or other club members will also want to be up front 

to take pictures.  Try to have your committee members designate 

at area for photos off to one side so that the photo taking will 

not interfere with the next group of recipients. 

 

9. Men's Awards Night 
 

Friday night is the night to present awards to men. Try to schedule this 

presentation for the middle of the evening. If you schedule it too early the 

members will not be there to receive their trophy and there will also not be 

enough members present to see the awards. The chapters like to recognize 

their members who win and they winners like to have the members there to see 

them and cheer for them. Also planning for the middle of the evening will 

allow your scoring committee plenty of time to calculate the winners, 

prepare the presentation lists and post the results. 
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However, try to stick to the posted schedule when giving the awards. Remind 

the golfers on Friday at each course of the time for the awards. You want to 

be sure that everyone is there to get his trophy. 

 

a) Room Layout - The room layout will depend on your location but will 

probably have round or oblong tables as needed for members to sit. 

Usually you will leave the signs from the Parade of Colors on the 

tables for the final night. 

 

b) Decorations - You may also want to provide some type of centerpiece 

for each table if your budget allows. A centerpiece that reflects your 

theme for the event. 

 

c) Admittance - You should make some precautions to be sure that only 

Pan American Golf Association members and families are admitted to the 

event. If you are using a convention facility you can ask for staff to 

be at the doors to check for either badges or tickets before admitting 

someone. This is just a natural security measure to ensure that you do 

not have any gatecrashers that will cause problems. If you are giving 

free beer, this is often a requirement of the convention facilities to 

make sure that you have a closed party and not open to the public. 

Also since many events are held in Texas there are often friends of 

PAGA members that attempt to enter the facility without paying a 

social fee and then enjoy your free food, refreshments and 

entertainment. 

 

d) Trophy Display - Tables should be set up in front of the stage area 

to display the trophies for the men. Arrange the trophies in the order 

of presentation so that it easy for the presenters to hand out the 

trophies. This means placing the last place for each flight in front 

and behind it the next place until the trophy in the back is the 

winner's trophy. Place the trophies in order by the flights from 8th 

flight up to Championship. At one end place the trophies for the four 

man team and seven man team. 

 

e) Posting of Results - The results of all flights for the tournament 

must be posted where all the players can view them either inside or 

just outside the location where you are giving the awards. All players 

must be shown on the posted sheets and the winners of each flight 

marked for easy recognition. Be sure to have plenty of room setup to 

post the sheets; especially if the sheets are the large ones used for 

manual posting. 

 

f) Skins payouts 

 

Posting of skins and the payout of skins at the awards ceremony can be 

a difficult task since it has a 1ot of potential for errors in the 

distribution of money. It also can take a lot of time out of the 

evening in addition to the presenting of trophies. Several different 

options regarding skins are available. You should carefully consider 

the pros and cons of each option and make a decision prior to the 

event concerning which method you will use. Once you decide how you 

will handle skins be sure to announce that method early on in your 

materials and to the players when they pay for skins. 

 

(6) Pay and announce skins at awards night - This option will 

require your scoring committee to calculate the winners for each 
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flight for each day. They will also need to decide what the 

payout will be for each skin and place that money in envelopes. 

The envelopes should state the round (l or 2), the flight 

number, the hole the skin was won on, the player's name, the 

player's chapter and the dollar amount enclosed. A complete list 

of all the winners for each round needs to be prepared. Again 

the list should state the round, flight, total skins paid out 

for the flight, dollar amount for each skin and then list the 

player's name, chapter and hole number(s) and amount won. The 

announcer should read the information and committee members 

should be prepared to hand out the envelopes to the members as 

they come up to receive them.  The pros for this method are that 

the members like to get their money immediately and also there 

are recognitions from the entire group. The cons for this method 

is that it may take considerable work to get the list and money 

prepared in time for the event and it also takes a long time to 

announce all the names and pay out the money. 

 

(7) Pay skins on awards night without announcing - This method 

is similar to the first method in that you must calculate and 

prepare the skin envelopes and lists in exactly the same manner. 

The difference is that instead of announcing the names to the 

entire group you post the skins winners along with the flight 

winners so that members can view if they have received a skin. 

Then you announce that skins winners may pick up their winnings 

at a specific time and area of the convention center. You set up 

the skins committee at a payout area and ask members to go there 

to obtain their skins. You will need to set up an atea where 

your skins committee can be behind a table to hand out the 

skins. If you have enough committee members let there be one 

member to payout for each flight. Committee members should be 

outside the table to get the members to line up in an orderly 

manner to come up one at a time to receive their skins payout. 

They should direct them to the correct line for their flight. 

The pros for this method again is that the members get their 

money right away and you do not take time out of the schedule 

needed to announce all the winner's names. The cons for this 

method are that it takes a strong committee to make sure that 

the crowd of members does not get unruly when handling out 

skins. It can be a madhouse if it is not well controlled. 

 

(8) Pay skins after the event to the Chapter - This method does 

not require the scoring committee to calculate skins at the 

event.  Instead they calculate after the event and then mail a 

check to each chapter with a list of the members who have won 

skins and the amount that they have won. The Chapter then writes 

a check to each member for the amount won. The pros for this 

method is that it gives the scoring committee more time to 

correctly calculate the winners and the amounts won and they do 

not have to worry about the actual distribution of money at 

awards night. The cons are that the members can be quite upset 

when they learn that they will not get their money right away. 

If you use this method be sure to announce early and often that 

skins will be sent to the chapters.  The second disadvantage is 

that it then requires each individual chapter to write checks to 

the members and sometimes this doesn't happen quickly due to the 

time delay in receiving the check. It also relies on the honesty 
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and dedication of each Chapter to get the money quickly to the 

members. This may be the method with the most problems. 

 

(9) Pay skins after the event to the individual member - Like 

the previous method the committee calculates the skins and 

amounts after the event and then mails individual checks to each 

member who wins a skin. This requires that you have the 

addresses of the individual members on file and will only work 

if you use individual registration forms. If you do not 

individual addresses you could still write individual checks and 

mail them all to the Chapter PO box and ask the chapter to 

distribute. The pros are the same as the previous method but it 

does not rely as heavily on the Chapter to write the checks. 

Hopefully it ensures that the individual member gets their 

money. The cons are that you must write a lot more checks. 

 

(10) Payout Problems to Avoid - One serious problem that has 

arisen in the past at several Nationals is the paying out of 

skins to the wrong person. Unfortunately it is far too easy for 

the wrong person to come up and claim a skin and without the 

proper controls you may end up with someone winning a skin and 

then claiming either rightly or wrongly that they did not get 

their money. This usually means that the host city must pay out 

the skin again to avoid complaints. This then will certainly cut 

into the profits. A few simple precautions can prevent this kind 

of problem. 

 

(a) Only give money to the player himself. Verify this by 

require them to show their badge before giving them the 

money. This means that someone can't come up and claim the 

skins by giving another member's name. 

(b) Ask the player to sign next to their name on a master 

payout sheet. This avoids a claim later that you did not 

give them the money. 

(c) If another chapter member asks to pick up the money 

for another player, refuse them. Any player who does not 

personally pick up their money should have a check mailed 

to them after the event. This is very important since it 

has happened many times that someone comes up and says 

they are collecting for another member with their 

permission.  The money is then handed to them without any 

checking and later the actual winner comes up and asks for 

their money. You say that you gave it out already but you 

do not know to whom. Now you are liable for paying the 

money again. 

 

g) Awards Presentation 

 

Remember that the awards presentation should be the final highlight to 

your convention week. Many players have played for years and never won 

a trophy and when they do win they want the presentation to be a 

significant recognition of their accomplishment. They want to hear 

their name announced and they want the support and congratulations of 

their own chapter and others. Plan carefully the presentation ceremony 

to ensure that they get the recognition they deserve. 

 

(1) Method 
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(a) The method of presentation should be always to present 

trophies in increasing order of importance until the last 

trophy presented is for the most prestigious award. Start 

with the 1Oth place in the eighth flight and work up to 

the champion for that flight. Then go on to the seventh 

flight up to the championship flight in the same manner. 

Then present the four man team and seven man team. 

 

(b) Consider how you will bring the members up to receive 

their awards. Bringing them up individually and waiting 

for them to arrive takes a lot of time. However, if you 

wait for each person and then present them the trophy and 

then you read the next name you are assured that the right 

person gets the trophy. 

 

(c) Another method is to read all the winners names for a 

flight and then let them come to the front all at once' If 

you do this then you should have some method of being sure 

that the right person gets the right trophy. One method is 

to place numbers on the floor for positions one through 

ten. When the players come up the person on the floor has 

a list and checks their names against the list and places 

them in the correct position. After all players are in 

position for the flight then the trophies are handed out. 

This method also allows for taking a group photo of the 

winners and makes the presentation more impressive. While 

one flights trophies are being given out on one side and 

pictures taken, the winners of the next flight could be 

called up to the other side of the stage and arranged in 

the same manner' 

 

(2) Presenters 

 

(a) Presenters for the men's golf should be your own men's 

golf chairperson, the National Tournament Director and 

National President and any other persons you need to 

assist. 

(b) Check with each person to confirm their participation 

before the event and also to be sure that they are present 

at the time specified. 

(c) Determine who should be the one to read the names of 

the winners, If the event chairperson does not want to do 

this, then pick someone who can read and pronounce the 

names. They should read the names loudly and clearly. Do 

not rush the presentation! Be sure to include the 

following information for each winner. 

(i)  Name 

(ii) Chapter name 

(iii)Flight number 

(iv) Place won (1Oth, 9th place, etc.) 

(v)  Score for players. It is optional but it is 

nice to know what the winners shot in each group. 

Give the gross score for all flights except the 

eighth flight which is net only. 

 

(3) Committee Assistance 
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Be sure to have enough committee members on the floor to handle 

the distribution of the trophies. It is very important for one 

person near the trophies to have a copy of the same list used by 

the person reading the names. This will assist in being sure 

that each person gets the correct trophy. This position 1s a 

very important committee member and they need to take extreme 

care in passing out trophies to ensure that there are no mix-

ups. 

 

(4) Trophy Control - Be sure only the right person gets a 

trophy. 

 

(a) One possible problem that can occur during trophy 

presentation is that the wrong trophy is given to the 

wrong player. In other words the 3rd place person gets the 

2nd place trophy and vice versa. This can cause a major 

headache when you need to get those trophies exchanged. 

The person who gives out the trophies must verify the 

person's name against the list provided and the trophy 

before giving it to the actual presenter. 

 

(b) A second problem occurs when the person who won the 

trophy is not the one who picks it up. Situations have 

occurred in the past where someone has picked up a trophy 

that did not belong to them at all. Then the correct 

player comes up and there is no trophy. Or the winner is 

not present at the ceremony and then they call later to 

get their trophy because they are told that they won one 

and you don't have the trophy because you gave it out 

already. If this happens you will be responsible for 

buying another trophy for the correct person. You should 

take every precaution to make sure that the correct person 

picks up every trophy. 

 

(i) You should verify the name of the player by 

seeing their badge. 

(ii) If another member of the chapter comes up to 

pick up the trophy because the winner is not 

present, it is recommended that you have that person 

sign for the trophy and you validate that they are 

from the same chapter by checking their badge. You 

could have this person sign for the trophy on the 

winner's list used by the person on the floor. 

 

(5) Photographs 

 

During the trophy presentations there will be many who want to 

take pictures of the winners. If you have a photographer on your 

committee, plan to have them there to take pictures of the 

winners. It is nice if you can have all the winners for a 

particular flight stay up front until all trophies are presented 

and then take a picture of the group. Club members will also 

want to be up front to take pictures with the National Officer 

giving the trophy. If you use the second method of presentation 

you will be able to control the group photos better. Try to have 

your committee members designate an area for photos off to one 
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side so that the photo taking will not interfere with the next 

group of recipients. 

 

 

h) Speakers 

 

There are certain required persons who should be invited to speak at the 

awards ceremony. The order of their presentations should be preset and 

announced to each speaker so that they can prepare and be ready to be on the 

stage at the appointed time. You must decide if these speeches and/or 

presentations will be immediately before the awards, immediately after the 

awards or at some other intermission.  Remember that after the awards many 

members leave the hall since they may be leaving for home or planning on an 

early night in order to leave the next day. 

 

(1) Master of Ceremonies - Consider if you want one person to be a 

Master of Ceremonies for the event. His job would be to orchestrate 

the entire evening by introducing the speakers and keeping the evening 

moving without interruption or delays. This person could be your 

National Event Chairperson or another member who you feel has a good 

stage presence and speaking voice. 

(2) National President - He will want to give a speech of welcome and 

introduce the National Board members. 

(3) Hall of Fame - If there has been nominations and a selection of 

members to be added to the Hall of Fame, then the chairperson for this 

committee will want to make this presentation. This usually takes some 

time as there may be another presenter who will give a history of each 

inductee. 

(4) Most Improved golfer presentation - The National Tournament 

Director usually presents a trophy for the most improved lady and the 

most improved man golfer. 

(5) Host City chairperson - Your chairperson should definitely make a 

welcoming speech and a thank you to the attendees. 

(6) Host City President - Your chapter president may also want to give 

a word of welcome. 

(7) Next Host City chairmen - Invite the chairperson of each of the 

upcoming National events (Winter Meeting, Seniors and National) to 

speak briefly and invite members to their event. 

 

10. Wrap-up 
 

When the last event is over you will still need to wrap-up with the 

convention facility and the hotel. This involves packing up all left over 

souvenir items, registration materials, posting sheets, supplies and 

equipment and transporting it to whoever will be storing the items. Plan on 

having a committee to help with this process on Saturday. This involves 

being sure that you have the necessary vehicles for transportation. 

 

In addition you should check with your convention center staff and your 

hotel staff during the week regarding the final accounting. Plan on the fact 

that there will be last minute charges that will need to be paid before the 

week is over and you leave the facilities. Find out when they will have your 

final bill prepared and arrange with your financial officer to meet with 

them to make the final payments and go over the bills. 
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R. Post tournament 
 

The month following the tournament will be important to wrap up your event 

in time to make your required accounting to the delegates of your profit and 

the tournament results. You should schedule a post-convention meeting of all 

committee heads and your financial officer within two weeks of the end of 

your event. This will be to wrap up the final accounting and makes post-

convention decisions. 

 

1. Accounting 
 

Key to this period is finishing up your accounting so that you can 

prepare your financial report. 

 

a) Collection of all unpaid income - You need to work to collect 

any unpaid items during this time. That may include payments for 

advertisements in the brochure, last minute registrations, after 

tournament sale of souvenirs, etc. Make every effort to get 

these monies collected before the event but if nothing else, 

have your finance committee make phone calls immediately 

following to collect any of these final funds. 

 

b) Presentation of bills by all committees - During your pre 

event period committee chairman should be keeping track of their 

bills and submitting them in a timely fashion to the financial 

officer. His responsibility will be to keep accounting so that 

these amounts can be properly categorized according to your 

budget. Make sure that your committee chairmen know that they 

must present all of their bills immediately after the event so 

that they can be paid by your financial officer. 

 

c) Payment of refunds due - The committee should carefully 

consider at your meeting any requests for refunds. Usually 

before the event starts you will get requests from chapters or 

individual members asking for a refund of their entry fee. These 

requests may be due to illness of the member or a family members 

or they may be business related conflicts or other reasons. It 

is best to get as much information as possible about the reasons 

for the inability to attend at the time of the request. Tell the 

member that the committee will decide about all refund requests 

following the convention. If a member requests a refund 

directly, you may want to check with the chapter contact person 

concerning the validity of the request. At your wrap-up meeting 

the committee should carefully review each request and determine 

if a full or partial refund is due the member. Certainly a 

member who is ill or had a family member seriously ill should 

probably be given a full refund unless you have expended money 

such as green fees for them. Remember that the goodwill of the 

members in general may be more important that the dollars and 

cents you might lose. 

 

d) Payment of all bills - After this wrap up meeting the 

financial officer should pay all outstanding bills to committee 

heads, vendors, and any outstanding bills that were not paid to 

golf courses, hotels and convention facilities.   
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2. Storage or disposal of souvenir items 
 

At the wrap up meeting you will need to make determinations on what to 

do with any leftover souvenir items such as caps and shirts. Remember 

that if at all possible you should make every effort to sell all of 

your souvenir items at the event. Afterwards it will be practically 

impossible to sell more than a handful of these items. Any leftover 

items will need to be stored and then maybe given away or sold to your 

own members for cost or less. 

 

3. Return of scorecards to chapters 
 

The National tournament guidelines specify that the scorecards are to 

be returned to the chapters at the end of the event. However, this is 

usually not feasible since it will take some work to sort the 

scorecards into chapters. You should plan on your scoring committee 

working on this task immediately after the convention. They should 

check with the National Tournament Director to determine if he will be 

posting the scores for the 10 winners in each flight. If he will be 

doing this, then you need to pull their scorecards from each course 

and package and send them to the National Tournament Director. All 

other scorecards should be sorted by chapter and placed in envelopes 

and sent to each chapter as soon as possible. Be sure to include the 

scorecards for ladies and juniors. 

 

4. Report of tournament results 
 

You are required to prepare a report for the delegates and each 

chapter within 45 days of the end of the tournament. This report 

should be sent to each chapter's PO Box and to each National Officer. 

The guidelines specify that if this report is not mailed to the 

chapters on time you may be fined up to $1000 (payable to the National 

organization) for failure to abide by the guidelines. Therefore you 

should work promptly to have this report ready on time. It needs to 

include the following information. 

 

a) Winners for each flight - A report that indicates all flight 

winners should be prepared. It should list the flight 

number/name, the player name, chapter, score and position won. 

This report should include all nine flights and also the four 

man team and seven man team with the player's names and scores. 

Also the report must list the ladies flights and winners as 

above and the junior flights and winners as above. 

 

b) Skins winners - A second report should include the skins 

winners of each flight. It includes the flight number, player's 

name and chapter, hole the skin was won on and the dollar amount 

paid. Include ladies and men's skins. 

 

c) Financial report to chapters - The financial report requires 

that you list the income and expenses and show any profit or 

loss. A nice extra feature would be to prepare this report in 
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comparison to your approved budget. In other words, have a 

column with your items descriptions and then a column with the 

budgeted amounts and a final column with the actual amounts of 

income and/or expense. If there are items that were not placed 

on your original budget, then add extra lines showing a zero 

budget amount and then the actual amount paid. This type of 

report will more fully explain your financial position and allow 

the delegates to understand the report. 

 

5. Information for the Convention Advisory Committee 
 

After the event you should collect certain information and send copies 

to the Convention Advisory Committee for inclusion in this manual for 

future reference. The following is a list of the items you should 

furnish to the committee. 

 

a) Budget copy 

b) Financial Report 

c) Schedule of events 

d) Count of players (men, lady, junior boys, and junior girls) 

e) Count of attendees (spouses and other children if recorded) 

f)Count of rooms blocked at headquarters hotel and other hotels. 

You can usually get this information by talking to your contact 

person for each hotel. You should ask them if possible how many 

rooms were booked for each night. This information can be 

invaluable for other chapters when planning their own room 

blockage. 

 

6. Final report to delegates 
 

At the Winter Meeting in the year following your National you will be 

required to make a formal presentation to the delegates. This should 

include a copy of your financial report and can also include the 

flight winners, etc. Use this opportunity to let the delegates know 

how much you appreciated the chapter's support. Also this can be an 

opportunity to discuss any areas that you feel need improvement or 

that the delegates should be aware of. 
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III. Winter Meeting & Senior Tournament 
 

Coming Soon!  
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IV. Appendix I – Budgets for National 
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V. Appendix II – Budgets for Winter Meeting and Senior Tournament
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VI. Appendix III – Final Financial Report for Nationals
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VII. Appendix IV – Final Financial Report for Winter and Seniors
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VII. Appendix V – Schedule of Events for Nationals
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IX. Appendix VI – Schedule of Events for Winter and Seniors
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X. Appendix VII - Forms



National Pan American Golf Association 

National Event Planning Manual  

201 



National Pan American Golf Association 

National Event Planning Manual  

202 



National Pan American Golf Association 

National Event Planning Manual  

203 



National Pan American Golf Association 

National Event Planning Manual  

204 



National Pan American Golf Association 

National Event Planning Manual  

205 



National Pan American Golf Association 

National Event Planning Manual  

206 



National Pan American Golf Association 

National Event Planning Manual  

207 



National Pan American Golf Association 

National Event Planning Manual  

208 



National Pan American Golf Association 

National Event Planning Manual  

209 



National Pan American Golf Association 

National Event Planning Manual  

210 



National Pan American Golf Association 

National Event Planning Manual  

211 

 

 

 


	I. Overview
	A. Purpose
	B. Scope
	C. Committee Members

	II. National Convention and Tournament
	A. Pre-Planning
	1. Initial Planning
	2. Commitment of Membership
	3. Chairmanship for Entire Event
	4. Committee Chairs for Main Committees
	5. Proposed Dates of Event
	6. Tournament Theme or Slogan
	7. Tournament Logo
	8. Attendance

	B. Locations
	1. Convention Facilities
	2. Headquarters Hotel
	a) Location
	b) Date availability
	c) Guest Room Requirements
	d) Meeting room requirements
	e) Other amenities

	3. Overflow Hotels
	4. Golf Courses
	b) Quantity
	c) Location


	C. Schedule of events
	1. Meetings
	2. Music and Entertainment
	b) Type of entertainment to be provided

	3. Hospitality room
	4. Ladies Activities
	5. Children and teen activities
	6. Family activities
	7. Tournament golf
	b) Ladies golf
	c) Junior golf


	D. Promotion
	1. Presentations to delegates
	2. Hospitality rooms
	3. Mailings to chapters and/or members

	E. Sponsorships
	1. Breweries or distributors
	2. Soft drink makers or distributors
	3. Golf equipment manufacturers
	4. Local businesses
	5. Membership

	F. Volunteers
	1. Committees
	c) Souvenir Sales Committee
	d) Brochure Committee
	e) Guest Activities Committee
	f) Hotel Chairman
	g) Entertainment Committee
	j) Men's Tournament Chairman & Committee
	k) Raffle Committee
	l) Publicity and Photography Committee

	2. Staffing for each committee
	3. Committee Compensation and Recognition

	G. Brochures
	1. Printing
	2. Advertising costs
	3. Content
	4. Solicitation of advertising
	5. Layout and design

	H. Souvenir Sales
	1. Hats
	2. Shirts
	3. Lady's items
	4. Other Souvenir Items
	5. Logos

	I. Trophies
	1. Men
	2. 4 Man Team
	3. 7 Man Team
	4. Lady
	5. Junior
	6. Rings

	J. Transportation
	1. Buses to convention facilities
	2. Buses for lady, children or family activities
	3. Junior golfers

	K. Raffles
	1. Pre-Convention raffle
	2. Prize raffle during convention

	L. Registration Planning
	1. Type of registration forms
	2. Registration deadline
	3. Registration package contents
	4. Tee prizes

	M. Golf Course Planning
	1. Setup
	Scoring posting
	Cart marking
	4. Assistance
	5. Food
	6. Photographer

	N. Publicity
	O. Registration Period
	1. Gathering registration information
	2. Team designation (if on a four man or seven man team)
	3. Creating flights
	4. Badges
	5. Prepare registration packages
	6. Communications to chapters
	7. Prepare Signs for chapters

	P. Equipment needed
	1. Cellular phones
	2. Walkie-talkie
	3. Computers
	4. Printers
	5. Copiers
	6. Easels
	7. Office Supplies

	Q. Convention Week
	1. Setup
	2. Registration
	3. Hospitality room
	4. Golf
	5. Scoring
	6. Parties
	7. Parade of Colors
	8. Lady and Junior Awards Night
	9. Men's Awards Night
	10. Wrap-up

	R. Post tournament
	1. Accounting
	2. Storage or disposal of souvenir items
	3. Return of scorecards to chapters
	4. Report of tournament results
	5. Information for the Convention Advisory Committee
	6. Final report to delegates


	III. Winter Meeting & Senior Tournament
	IV. Appendix I – Budgets for National

