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FOREWORD

These guidelines are intended to facilitate the planning of SGA events, and reflect the accumulated experience of the SGA Committee, in particular the Tournament Directors.  They are also of broader benefit, being a useful tool to other members of the Committee, including the Sponsorship Member, Property Member, and Treasurer.  

The guidelines should be read in conjunction with the Competitions Handbook, which describes the aim and format of all events in the SGA calendar.  The guidelines are a living document, and should be updated as necessary by the Tournament Directors, in co-ordination with the SGA Captain.  

I would encourage all members of the Committee to make themselves familiar with the document, and to draw upon it as necessary throughout the season, as we seek to achieve the aims of the aims of the SGA, namely to promote golf within the SHAPE community and to develop friendly relations with the local golfing fraternity.






















Jamie Stewart

SGA Captain
26 Oct 11

INTRODUCTION

1.
As Tournament Directors (TDs) you are responsible for all Tournaments, Competitions, Matches, Scrambles and Golf Tours as agreed by the SGA Committee and directed by the Captain. In outline this includes all of the following in any one typical year:

· 10-12 tournaments

· Eight home and Eight away matches against Belgian, French or Military Golf Clubs

· Winter eclectic competition

· Nine hole Scramble on every Thursday afternoon between April and October, including one hosted at Mont Garni
· SACEUR Trophy matchplay competitions

· Any other matches against visiting teams as agreed by the SGA Committee

2.
The SGA has 2 Tournament Directors (TDs) who must consult and coordinate with each other on a regular basis and work closely together as a team. Attention to detail is the secret of success for TDs. To ensure, however, that it is clear who is the individual responsible for each tournament and match, the TDs will agree, for each tournament and for each match, which TD is to be the Designated Tournament Director and the Designated Match Manager. This does not of course prevent the other TDs assisting the Designated TD with tournament / match organisation. If, for any reason, none of the TDs is available for a particular tournament/match, then another member of the SGA Executive Committee must be appointed as Designated TD or Match Manager. The SGA Executive Committee is to be advised, at least one month in advance, of who is the Designated TD and Designated Match Manager for each tournament and match.

3.
Attend Monthly SGA Executive Committee meetings.

· Before every meeting prepare input notes for committee meetings outlining past events/future events

· Advise the committee of the names of the Designated TDs and Match Managers at least one month in advance of the tournaments/matches 

· Prepare annual report on Tournament Directors’ activities for the SGA AGM and be present in person at the meeting

4.
Hold and maintain all TD files including historical data on previous matches and competitions.

TOURNAMENTS  

5.
For each tournament (or competition) the designated Tournament Director should:

One month before the tournament 

(NB similar procedures apply for Mont Garni)

· Send the prize list requirements (based on tournament format) to the Sponsorship Member and Property Manager, and remind Property Manager to locate tournament trophy

· Prepare/publish tournament detail sheets with sign up flyer on both SGA notice-boards (in RGCH and/or Mont Garni and in building 102 at SHAPE)

· Send copy of tournament detail sheets with sign up flyer to Publicity Member, for posting on SGA website

· Liaise with RGCH for first tee times / RGCH members’ flyer list / competition format. Pay particular attention to ensuring that the RGCH flyer shows the correct format (e.g. one RGCH and one SGA member for the Goodpaster Pairs competition, or teams of 3 [one RGCH and two SGA or vice versa] for the Joulwan Cup)

· Book vin d’honneur, BBQ and/or supper, as appropriate, with the RGCH restaurant

· Arrange for Treasurer to purchase and organise fruit/drinks/sweets for tournament on behalf of sponsors

Three days before the tournament 

(NB similar procedures apply for Mont Garni)
· (On Wed COB for a Saturday tournament) Take down sign-up sheets from the three notice-boards (two SGA and one RGCH) and (on Thursday morning for a Sunday tournament) prepare teams/groupings and then sort all tee times and groupings in liaison with RGCH. Confirm details of nearest pin and longest drive if appropriate

· Remind Property Manager to bring tournament trophy

· Prepare (or assist RGCH to prepare) scorecards

· Display tee times on the two SGA notice-boards at least one full day before the tournament (normally Thursday afternoon for a Saturday tournament).

· Confirm vin d’honneur, BBQ and/or supper numbers with the RGCH restaurant

· Arrange for Vice Captain or Treasurer to purchase necessary vin d’honneur bottles from the RIS

· Prepare draft spreadsheet of costs

Day of Tournament

(NB similar procedures apply for Mont Garni)
· Arrive at RGCH at least 30 minutes before first tee time and check with RGCH that everything is in order

· Prepare, and arrange for RGCH Secretariat to sell tickets for supper (if applicable)

· Ensure details of tournament are published on the White-Board beside the Secretariat. In particular, ensure that a realistic time for the prize-giving is also shown on the White-Board – SGA likes to start its prize-giving ceremony on-time.

· Set out nearest pin and longest drive markers

· Set up scoreboard if required (e.g. for the “Ryder Cup”)

· Confirm final numbers with RGCH restaurant for any vin d’honneur, BBQ and/or supper

· Assist RGCH to check scores and work out results

· Adjudicate with Tournament Committee on any disputes

· Assist SGA Captain at the prize-giving by announcing the results

· Collect entry fees from RGCH

Next Working Day After the Tournament

· (NB similar procedures apply for Mont Garni)Organise and arrange payment for vin d’honneur and food to RGCH restaurant and any green fees due to RGCH

· Pay balance of fees to or collect outstanding balance from SGA treasurer.

· Pass spreadsheet of costs to Treasurer

· Publish and display list of results on both SGA notice-boards

· Provide one copy of results to Publicity Member.

HOME MATCHES

6.
For each home match, the designated Match Manager should:


Four weeks before the match

· Carry out all telephone, fax or e-mail correspondence with visiting team point of contact to confirm the match is still on, and to agree tee times

· Prepare and display match sign up sheets on both SGA notice-boards

· Book and arrange method of payment for meal in RGCH restaurant for 24 people (usually 25 Euros per person including wine and coffee)

· Book golf course and tee times with RGCH (1330 usual first tee time)

Three Days before the Match (e.g. Mon COB for Thurs match / Wed COB for Sat match)

· Take down sign-up sheets from both notice-boards

· Select team of twelve from volunteers signed up and sort teams into 4BBB match-play pairings, in co-ordination with Team Captain
· Selection preference: committee members / for away matches, those who played in the home fixture. 
· Arrange for property member to provide you with an SGA gift for each visiting player (normally a golf ball) and match trophy if the match is the second leg

· Publish team list on both SGA notice-boards NLT 1200 two days before match (i.e. 1200 Tuesday for Thursday match / 1200 Thursday for Saturday match)

· Send copy of team list to Publicity Member for posting on SGA website

· Confirm booking for tee times with RGCH

· Confirm booking with RGCH restaurant

· Confirm team numbers with visiting team point of contact

· Prepare draft spreadsheet of costs

· Day of Match 

· Arrive one hour before first tee time to welcome visiting team

· Final confirmation of tee times with RGCH “starter”

· Confirm numbers of visiting team with RGCH for green fees – maintain record

· Collect match fees from SGA players including yourself if playing

· Confirm with visiting team captain the terms of match (usually six matches of 4BBB, 3 points per match – one for front nine, one for back nine and one for the match)

· Allocate handicaps to each 4-ball (80% of difference from lowest handicapped player in each group of four)

· Distribute SGA gifts to each SGA pair for them to present to visiting team on first tee

· Ensure adequate team members remain at club-house to entertain guests between after-game drinks and dinner

· Confirm final numbers with the RGCH restaurant

· Confirm match result with opposing team captain

· Ensure match trophy is present on table

· Represent SGA at post match meal if Captain, Vice-Captain 

· Pay RGCH restaurant for the dinner

· Day after the Match

· Pay balance of fees to or collect outstanding balance from SGA treasurer

· Pass spreadsheet of costs to Treasurer

AWAY MATCHES

7.
For each away match, the designated Match Manager should:


Four weeks before the match

· Carry out all telephone, fax and e-mail correspondence with opposing team point of contact to confirm the match is still on, and to agree tee times

· Prepare and display match sign up sheets on both SGA notice-boards

· Submit transport request through HSG Commander for 15 people to travel by coach (12 players plus reserves or travelling spouses)

Three Days before the Match 
· Take down sign-up sheets from both notice-boards and select team

· Selection preference: committee members / for away matches, those who played in the home fixture. 

· Select team of twelve from volunteers signed up

· Sort teams into 4BBB match-play pairings in co-ordination with Team Captain  

· Publish team list on both SGA notice-boards NLT 1200 two days before match

· Send copy of team list to Publicity Member for posting on SGA website

· Confirm team numbers with opposing team point of contact

· Confirm transport

· Prepare draft spreadsheet of costs

· Day of Match 

· Collect match fees from SGA players including yourself if playing

· Confirm with opposing team captain the terms of match (usually six matches of 4BBB, 3 points per match – one for front nine, one for back nine and one for the match)

· Allocate handicaps to each 4-ball (80% of difference from lowest handicapped player in each group of four)

· Confirm match result with opposing team captain

· Represent SGA at post match meal if Captain, Vice-Captain 

· Day after the Match

· Pay balance of fees to SGA Treasurer

· Pass spreadsheet of costs to Treasurer

THURSDAY SCRAMBLES

8.
Ensure that a volunteer, TD or a member of committee is present to organise the scramble from 1630hrs and also to work out and present the prizes afterwards in the clubhouse. A pro-active approach is required from the TD’s to obtain volunteers to undertake this task. A direct telephone call to members who participate in scrambles is much more successful than placing a request for volunteers on the notice-boards.

· Maintain Scramble folder and stock of scorecards in SGA lockers at RGCH 

· Liaise with RGCH to decide which course is to be played /block tee times/      update notice board

· Arrange for Property Manager to provide scramble prizes

· Make payment of fees received to Treasurer afterwards (note: no fees payable for 2005)

· Make any announcements necessary to advertise forthcoming events of interest to SGA  members
ANNUAL PROGRAMME OF TOURNAMENTS AND MATCHES
9.
By early December, the TDs should draw up a proposed programme for the following season. This will largely be based on the previous season’s programme. Following approval of the proposal by the SGA Committee, the TDs are responsible for co-ordinating this proposal with RGCH and eventually obtaining approval from RGCH. The TDs must also contact, in early-Dec, to the officials of the civilian and military golf clubs with whom SGA has annual fixtures proposing the dates for the home and away legs. Once approved, which should be achieved not later than the end of January of the following year, the programme will be published within the SGA Handbook for the following season.

COMPETITIONS HANDBOOK

10.
The Competitions Handbook describes the aim and format of all events in the SGA calendar. The TDs are responsible for ensuring that the Competitions Handbook remains current, and for proposing any necessary changes to the SGA Executive Committee.
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