NALGA National Championships

Work Plan
	No
	Item
	Description
	Target Start
	Target End
	Responsible
	Status

	1
	Registration records
	Use NALGA supplied spreadsheet or for recording all relevant information from entry forms of registrations, with facility for producing a range of reports – e.g. mail outs, competition draws, function attendances, shirt details, name tags, etc.   
	
	
	
	

	
	Budget
	Construct budget for event which includes all event costs and income, and fees required to be made by entrants
	18 months prior
	12 months prior
	
	

	
	Notification to entrants
	Notification to all entrants on the final arrangements for the Nationals including specific details for the registration function, presentation dinner, the tournament, grade ratings, dress regulations, motorised carts etc.
	One month prior to start date of tournament
	
	
	

	
	Receipts for entrants
	Issuing of receipts to entrants
	Ongoing
	
	
	

	2
	Championship booklet
	Prepare and collate material for the championships booklet including; sponsors, committees, welcome addresses, tournament programme, venues, championship rules, entrants, etc.
	
	
	
	

	
	
	Look at opportunities for sponsors to contribute to the cost of publication by placing adds in the booklet 
	
	
	
	

	
	
	Compile material and prepare artwork, determine number required and obtain quotations for and organise printing.
	
	
	
	

	3
	Match committee
	Selection of a match committee to adjudicate on any issues arising during the tournament.  Based on previous years there needs to be at least 3 or 4 members including the Tournament Director
	
	
	
	

	
	
	Prepare check list of daily tasks and arrange for volunteers to assist during championships on a daily basis
	
	
	
	

	
	
	Do a trial run of the draw using preliminary list of registrations and review and assess with committee
	
	
	
	

	
	
	Determine cut off date for handicaps for Championship draw 
	
	
	
	

	
	
	Handicaps need to be checked for all players with Golflink numbers so divisions and draw can be finalised
	
	
	
	

	
	
	Prepare and publish final draw and distribute to players (registration package) and clubs (1 week prior to event)
	
	
	

	

	4
	Merchandise – shirts, caps, towels, etc
	Decide on logo to be used for the 2009 Nationals.

Identify and agree on possible suppliers, Obtain samples, indicative costs and delivery period
	
	
	
	

	
	
	Agree on styles – players and committees

Select supplier, finalise numbers and purchase
Suggested colour of the caps be the same light blue as the shirt
	
	
	
	

	5
	Main sponsors 
	Removed – dealt with under other actions
	
	
	
	

	6
	Hole sponsors
	Determine which sponsors wish to use their own promotion material
	
	
	
	

	
	
	Prepare placards for holes sponsors
	
	
	
	

	7
	Local Gov Grant
	Finalise requirements for funding grant
	
	
	
	

	
	
	Notify of any promotions of the event – invitations to attend
	
	
	
	

	
	
	Maintenance of records of expenditure against grant
	
	
	
	

	8
	Registration packages
	Decide what items are to be included in the package (links with items 1, 2 and 4) and what type of bag is to be used
	
	
	
	

	
	
	
	
	
	
	

	
	
	Determine numbers required (links with item 1)

Purchase or collect items as needed
	
	
	
	

	
	
	Purchase and prepare name tags for participants
	
	
	
	

	
	
	Assemble packages, print and attach name tags


	
	
	
	

	9
	Raffles
	Finalise any raffles to be held during tournament

	
	
	
	

	
	
	Liaise with NALG re NALGA raffle 
	
	
	
	

	10
	Golf clubs
	Select Golf Clubs 
	2 Years Before 
	
	
	

	
	
	Initial deposits if required
	
	
	
	

	
	
	Finalise arrangements if numbers down or weather prevents play
	
	
	
	

	
	
	Payment arrangements to clubs
	
	
	
	

	
	
	Distribution of brochures and entry forms
	
	
	
	

	
	
	Finalise competition arrangements with each venue including scoring recording and screen viewing, starting arrangements, course set up, final numbers, distribution and collection of cards, need for helpers or spotters
	
	
	
	

	
	
	Signage requirements 
	
	
	
	

	
	
	Placement and collection of sponsor placards and other promotional material, preparation of check list
	
	
	
	

	
	
	Arrangements for carts at each course.
	
	
	
	

	11
	Prizes & trophies
	Identify and review options for major prizes and daily prizes – obtain quotes and time line for supply
	
	
	
	

	
	
	Agree on prizes to be awarded for specific events – place orders with selected suppliers
	
	
	
	

	
	
	Arrange for return of perpetual trophies as required – National & ACT Division (National winners to arrange engraving individually )
	
	
	
	

	
	
	Daily Prizes – agree on options for prizes, discuss golf products with Clubs
	
	
	
	

	12
	Registration function
	Prepare Indicative Budget for the function for inclusion in overall budget
	18 months prior
	
	
	

	
	
	Finalise numbers attending
	
	
	
	

	
	
	Liaise with venue on arrangements for room/area set up, catering, use of PA, display of sponsor and promotional material,
	
	
	
	

	
	
	Prepare order of proceedings for the function – welcoming group, distribution of packages, speeches (introductions, competition arrangements)
	
	
	
	

	
	
	Arrangements for setting up an area for registrations and distribution of the packages (need to establish a team to undertake this) including reception tables
	
	
	
	

	
	
	Prepare invitations for special guests - total of 44 people invited
	
	
	
	

	
	
	Prepare lists of entrants for checking registration, recording attendance and receipt of package
	
	
	
	

	
	
	Set up a room/area for the welcome function
	
	
	
	

	
	
	Prepare Power Point presentation for acknowledgement of sponsors
	
	
	
	

	
	
	Arrange MC for Welcome Function
	
	
	
	

	13
	Presentation dinner
	Prepare Indicative Budget for the event for inclusion in overall budget
	18 months prior
	
	
	

	
	
	Invitations to guests with RSVP by required deadline 


	
	
	
	

	
	
	Notify caterer and venue management of final numbers attending (links to item 1) and any special dietary requirements
	
	
	
	

	
	
	Payments to caterer in accordance with schedule
	
	
	
	

	
	
	Prepare order of proceedings for the function – MC, welcoming group, timing of speeches, food, Flag handover
	
	
	
	

	
	
	Confirm NALGA protocol requirements – refer rules and regulations for the conduct of the championships – order of prizes
	
	
	
	

	
	
	Finalise arrangements for an MC
	
	
	
	

	
	
	Determine seating and table allocations (Championship Rules)
	
	
	
	

	
	
	Set up sponsorship signage
	
	
	
	

	
	
	Prepare Power point presentation sponsor acknowledgements
	
	
	
	

	
	
	Prepare power point presentation with photos of the event
	
	
	
	

	
	
	Compile and arrange printing of programme (and menu if not done by the caterer)
	
	
	
	

	
	
	Confirm any AV arrangements 
	
	
	
	

	
	
	Arrangements for transport of all trophies to venue on the afternoon of the dinner 
	
	
	
	

	14
	Scoring System
	Identify procedures for entering data into course system for producing daily results  
	
	
	
	

	
	
	Identify procedures for entering data for 72-hole events using NALGA scoring Template
	
	
	
	

	
	
	Identify procedures for players to view running scores from day 2 on
	
	
	
	

	
	
	Procedures for card collection
	
	
	
	

	15
	Promotion
	Distribution of brochures and entry forms at NALGA Championships
	2 years prior
	12 months prior
	
	

	
	
	Prepare and send notices and application forms NALGA Website co-ordinator
	
	
	
	

	
	
	Send notice to all World NALG organisations
	
	
	
	

	
	
	Arrange for advertisements in relevant publications
	
	
	
	

	
	
	Press coverage – arrange for articles in Press  
	
	
	
	

	16
	Accommodation
	Approach to be made to accommodation complexes to provide discounts to NALG entrants 
	
	
	
	

	
	
	Include information on NALGA website under the National Championships page
	
	
	
	


Hole Sponsors

	Hole No
	Sponsor
	Status
	Amount
	Hole No
	Sponsor
	Status
	Amount

	1
	
	
	
	10
	Tyre Power
	Paid
	$500

	2
	
	
	
	11
	Tradies
	Paid
	$500

	3
	
	
	
	12
	K and K Glass
	Paid
	$500

	4
	
	
	
	13
	Cox & Partners
	Paid
	$500

	5
	
	
	
	14
	Quest Employment
	Paid
	$500

	6
	
	
	
	15
	Vacant
	
	

	7
	
	
	
	16
	Vacant
	
	

	8
	
	
	$500
	17
	Vacant
	
	

	9
	
	
	   $500
	18
	Vacant
	
	

	Totals
	Paid
	$7000
	
	
	
	
	


