ASGA Golf Event Checklist 2017
Two Months Prior

· Read outing rules in course contract to familiarize yourself with details (e.g., when player counts are due) if available.
· You will receive the “GolfEventForms2017” (a MS Office Excel Workbook) and a “Working with Golf Event Forms 2017” (a MS Office Word Document) from Tom Schweihs.  The files are compatible with PCs and Macs.
· Please save both files to your desktop for easy access.

· GolfEventForms2017xls workbook contains the following worksheets:

· Golf Event Information Sheet

· Golf Event Signup Sheet

· Golf Event Pairing Sheet
· Golf Event Tally Form

· Golf Event Outing Report Form
· Check the Golf Event Information Sheet for accuracy; make any corrections and email the workbook to Tim Ryan for posting on the web.   

One Month Prior to the Event

· Enlist Assistant Coordinators to help run the event

· Decide if there will be an after-golf dinner. If so, make arrangements

· Decide on the contests that you would to have.  Contest must equal coupons- 1 per foursome.

Two Weeks Prior to the Event

· E-mail Bonnie Linklater at bjlinklater@yahoo.com regarding available spots.  
· Call course to confirm when they need final player counts, request contest markers, ask when they need a copy of the pairing sheet

· Ask about the “tee time” interval and if they will need/ want a pairing sheet for cart signs?

Eight Days Prior to the Event 
· Call course with the final player count (unless counts are needed sooner, per the contract which coincides with the “signup deadline) 
· E-mail Tom Schweihs at thomasschweihs@comcast.net  if you have not received the Coordinator Box and Award Coupons for the event

· E-mail David Halper d.halper@sbcglobal.net if you have not received the signed, blank ASGA check to pay the course
Tuesday of Event Week

· Set up the pairings with an equal split of males and females in each foursome.  Attempt to honor player’s requests.
· Assign Assistant Coordinators their duties.
· E-mail all players the “final pairing sheet” with tee times, phone number of the course, your cell phone number and any other last minute information.  Remind players that failing to show will result in their being responsible for any fee charged to ASAGA.   Be sure to copy Tom Schweihs on your e-mail.

The Day before the Event
· Print out the Signup Sheet, 5 copies of the Pairing Sheet, the Tally Sheet, and the Report Form Sheet to make the registration and financial reconciliation with the golf course easier. 
· If ASGA paid a deposit, be sure it is listed on the “Tally Sheet” under “Expenses” paid by advance deposit.    Input the amount if necessary.
The Day of the Event 

· Arrive at course at least 90 minutes before the first tee time

· Check in with pro shop, collect the hole contest markers, set up the registration table, post signs directing people to registration table

· Assistants should arrive at course at least 45 minutes before the first tee time

· Check people in using the Signup Sheet and keep track of method of payment, inform them of any last-minute details about the course, contest, or dinner arrangements.
· Make note of dinner participants on Golf Event Signup Sheet and contact restaurant if necessary to give “head count”

Reconcile the Income
· Using the “Signup Sheet” add the three columns under “Amount paid”.  This will tell you how much was collected in ASGA Coupons, Cash, and Check. 
· The total should equal the amount in the “Total to be Collected” box.

· If so, then transfer to three totals to the “Tally Sheet” under “Revenues” 

· Coupons

· Cash

· Checks

· The amount should then match the amount in “A” above.

Paying the Course

· The amount owed the course is “B” from above. 

· Under the “Expenses” input the;
· Paid by cash (from above)

· Paid by advanced deposit
· To calculate the amount of the check, add the cash (to be paid the course) and any advanced deposit (if applicable) together.   Subtract that amount from “B”.  This will result in the amount of the check plus the cash that you pay the course.  Place that amount in the:

· Paid by ASGA check to course

· The total should equal “B”.

· Input the ASGA Awards Coupon $$ (1 coupon per foursome)
At the conclusion of the Event
· Give Dave Halper or Tom Schweihs the checks and coupons.  If neither is present, mail the checks to David at the address on the form.

· Give Tom Schweihs (or designee) the Coordinator box so it can be restocked and passed on to the next coordinator.

Day After the Event

· Complete the electronic version of the Golf Event Tally Sheet and the Golf Event Outing Report.  E-mail the entire workbook to Dave Halper @ d.halper@sbcglobal.net Tom Schweihsw @ thomasschweihs@comcast.net Ruth Wiechmann-Brown @ rwb0828@yahoo.com and Linda Blinks @ ljblinks23@gmail.com 
·  E-mail pictures from event to Tim Ryan tryan@dls.net for posting on the Web site.

