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GEMA GOLF EVENT FACT SHEET:

Golf Course:

__________________________________________

Golf Pro in charge:
__________________________________________

Host contact:

__________________________________________

Day/ Date:


________________ 

Tee-time:


________________  

Format:


________________
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Special Arrangements:
--    On your arrival, 60-90 minutes prior to the shotgun, check the pairings on the cart cards as they are organized by the golf club
 
--    As the attendees arrive, greet them, make sure the pairings are accurate, and make any changes needed as you will have some cancels and name changes;
 
--    Once the arriving golfers have checked in with you, send them to your registration staffer--- please keep the names on just one pairings sheet to eliminate confusion.
 
--    Assist the club pro in getting the golfers, bags and pairings arranged-- you'll find the last 15 minutes prior to the start time will be very hectic!
 
--     If there are any 2-somes or three-somes as a result of cancellations or name-changes. please check with your contact; may want to change the pairings to make sure there is a staffer paired with each of the clients.
 
--    Just before the shotgun begins, double-check the carts and pairings, and send them out.  Typically the  contact will want to welcome the group, and the golf pro will explain the rules, tournament format, contest holes, etc.
 
--    After the golfers go out, consult with the pro to have the pairings posted on a tournament scoreboard, along with the longest drive and closest to the pin contests.
 
--    Prior to the golfers' return, check with the banquet set-up to make sure the buffet is complete, correct and on-time.  Most good golf groups play at a 4 1/2 hour pace.
 
--    Consult with your host staffer on the schedule for lunch; following lunch, they will want to thank the attendees and award the prizes for the golf prizes and contests.
 
 
Miscellaneous items:
--    Make sure drink tickets are distributed at registration 

--    Make sure there is a scoreboard in the lunch area,  showing the team scores, the long drive and closest to the pin hole;

--    Ask for a basket or container for a prize drawing; have it at the registration table for the group registration, and have your contact do the drawing;

--    Be sure to work the room, check on the host staffer and your contact and the attendees to make sure they are happy.
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MORNING TOURNAMENT:

___
--
Bag attendants staffed, in place for arrivals

___
--
Registration table in place for registration, tee-gifts, drink tickets, name-tags, etc.

___
--
Continental breakfast arranged as outlined on Banquet Event Orders (BEO’s)

___
--
Golf carts arranged, cart cards in place

___
--
Mulligan Sales, as requested by host  (Requested fish bowl, etc for raffle prizes)

___
--
Check pairings and attendee spellings as per pairings sheets

___
--
Check- in complete; check with golf pro and host for no-shows, cancels, etc.

___
--
Host to make welcome comments

___
--
Golf Pro to discuss course and contests: Long Drive Hole, Closest to the Pin, etc.

___
--
Beverage cart(s) fully staffed and on course

___
--
Tournament gets underway.

RECEPTION / LUNCH:

___
--
Scores posted as golfers return from round

___
--
Seating tables, awards table, podium as listed on BEO’s

___
--
Reception beverage service as outlined on BEO’s

___
--
Lunch buffet or table service as outlined on BEO’s

___
--
Assist as needed in presenting awards with host 

CONCLUSION:

___
--
Receive final banquet check, make sure attendance and pricing match BEO’s

___
--
Check with host, sign checks with their approval
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AFTERNOON TOURNAMENT:

___
--
Bag attendants staffed, in place for arrivals

___
--
Registration table in place for registration, tee-gifts, drink tickets, name-tags, etc.

___
--
Box lunches or buffet arranged as outlined on Banquet Event Orders (BEO’s)

___
--
Golf carts arranged, cart cards in place

___
--
Mulligan Sales, as requested by host  (Requested fish bowl, etc for raffle prizes)

___
--
Check pairings and attendee spellings as per pairings sheets

___
--
Check- in complete; check with golf pro and for no-shows, cancels, etc.

___
--
Host to make welcome comments

___
--
Golf Pro to discuss course and contests: Long Drive Hole, Closest to the Pin, etc.

___
--
Beverage cart(s) fully staffed and on course

___
--
Tournament gets underway.

RECEPTION / DINNER:

___
--
Scores posted as golfers return from round

___
--
Seating tables, awards table, podium as listed on BEO’s

___
--
Reception beverage service as outlined on BEO’s

___
--
Dinner buffet or table service as outlined on BEO’s

___
--
Assist as needed in presenting awards with host 

CONCLUSION:

___
--
Receive final banquet check, make sure attendance and pricing match BEO’s

___
--
Check with host, sign checks with their approval

