	GOLF EVENT CHECK LIST 

	ACTIONS
	NOTES
	DATE COMPETED

	Event name: 
	PSP XXXX GOLF CHALLENGE
Xxx = venue or where the event is held or in memory of a loved one
	

	Date and Time:
	xx am – xx pm approx

Some players will play a warm up round; all players will play the ‘main’ event

Main event starts at approx xx pm
	

	Venue:
	Address of Golf Club
	

	Organiser:
	Name(s) of person(s) organising the event
	

	Budget:
	What are your expenses (food, green fees etc)

What is your income (player fees, raffle etc) Ask players to pay a percentage more than  the cost of the event
	

	Promotion and invites:
	Develop a flyer to post / email to all your golfing friends (see example) and site a various locations

Develop a registration form to post / email to all your golfing friends (see example)
	

	Organise some local PR:
	See details on contacting the local media
	

	Venue arrangements:
	Reconfirm costs and final arrangements, including numbers for food.
	

	Information Packs:
	To be sent out to each player approx 2 weeks prior to the Golf Event confirming arrangements for the day 

· Directions to the Club – include code for door entry

· Club rules / dress code (supplied by club)
· Tee off Times

· Games Rules

· Overview of the day – timetable

· Times when food will be served e.g. include drinks on route - consider special dietary requirements
· Overview of the golf course – download from club website 

· Golf Score Cards – where to collect these on the day
	

	On the day: 
	Organise a PSP ‘promotion table’ or ‘promotion board’ –raising awareness is just as important as raising funds!

Organise a lottery, Mulligan’s, an auction, a raffle or sell some PSP awareness raising products – this will all help to increase the total amount raised.

Ensure there are spare copies of the ‘timetable for the day’ available.

Recruit some volunteers to help on the day. They can: 

- Register participants and give out score cards

- Ensure everyone is ready to Tee off at the correct time 

- Give out PSP information and to take some photographs. 
	

	After the event:
	Follow up with the local press.

Tell us about your event! We would love to hear from you…and see your photos.

Thank everyone who took part - let them know how much was raised.

Send in your monies to the PSP Association!
	


