

Tournament Director Sample Timeline

	Pre-Tournament
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1 year
-Secure course
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4-6 Months
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6-9 months
-Committee formed
-Post info on CGA
-Save the date cards
-Design flyers and brochures
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4-6 months
-Print brochures
-Contact sponsors
-Format and rules
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3 month[image: image11.png]



-Mail brochures
[image: image12.png]



[image: image13.png]



[image: image14.png]



2 months
-Increased publicity
-E-mail invites
-Course meetings
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1 month
-Order prizes
-Secure staffing
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3 weeks
-Finalize rules
-Finalize contests
-Staff assignments
-Place orders
-Final e-mail invite
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2 weeks
-Player confirmations
-Staff meeting
-Entry deadline
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1 week
-Pairings finalized
-Confirm numbers
-Receive orders
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3 days
-Pairings to course
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Confirmation to all players & Sponsors
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2 days
-Pack supplies
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	Post-Tournament
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1 day
-Financial Analysis
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1 week[image: image40.png]



-Thanks you notes
-Follow up e-mail
-Evaluations
-Pay bills



