FORE GREEN GOLF - TOURNAMENT PLANNER
ALL RIGHTS RESERVED

FORE GREEN GOLF LLC

|GoIf / TOURNAMENT PLANNING WORKSHEET

BREEN BERTIFIED EVENT

Tournament / Organization:

FORE THE CHILDREN

Main Contact Name :

JOE SMITH

555.123.1234

4~
Main Contact Phone : GREEN p.

~
:OLF EMAIL@EMAIL.COM

Tournament Date:

Main Contact Email : S
c | AMQEE Pia

Golf Course: Al

, September 25, 2010

KU - Karsten

Golf Course Contact:

Daryl K Crawford

Planning Director - Tactical Fun en Golf)

Event Committee - Group of vo

Account y Matrix
Tournament Chairperson - Owns th "fil Iy
Marketing Mgr - Focused on Marketing/Web/Email/Grap®cs l

6-7 months prior to event

Task Who Due Date Status

Set Tournament Objectives: Charitable (charity goal $$) / Marketing

/ Customer Relations Event Committee 3/29/2010

Discuss Theme Plan if any Event Committee 3/29/2010

Discuss player number objective (4 x 18 =72 /8 x 18 = 144 Event Committee 3/29/2010

Discuss Course Preference and/or Green Fee price goal.

Green Friendly Course? Event Committee 3/29/2010

Discuss Event Committee Plan: (who, where, contact info etc) Event Committee 3/29/2010

Determine 501(c)3 Charitable Status Event Committee 3/29/2010
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FORE GREEN GOLF - TOURNAMENT PLANNER
ALL RIGHTS RESERVED

5 - 6 months prior to event

Task Who Due Date Status
Perform Site Inspections 4GG Tournament Dir 4/8/2010
Set Event Date - Discuss Timelines Event Committee 4/8/2010
Preliminary Budget Chairperson / PD 4/8/2010
Develop Project Plan 4GG Tournament Dir 4/8/2010
Advertising / Marketing Plan Marketing / PD 4/8/2010
Design Logo 4 ki Marketing 4/8/2010
Golf Tournament Website (4 Green Golf - Doliggy) rketing /PD 4/8/2010
Prepare Invitees and Potential Sponsor List (** 4/8/2010
Compile email data base for players and sporisors 4/8/2010
FIRST MAILING "save the date" to potential sponsors and Players 4/28/2010
Draft Invitation to Invitees 4 L T Marketing 4/28/2010
Solicit and Evaluate Course Proposals 3 HIGHTS D~ 4GG Tournament Dir 4/28/2010
Determine Golf Course and Book Golf Course "tSEF%MEﬁon /PD 4/28/2010
Establish Player Method of Payment Chairp:r’son 4/28/2010
Set up Accounting Process (Doliggy - C Chairperson 4/28/2010
Identify Celebrities if applicable 4GG Tournament Dir 4/28/2010
Volunteer Job List Planning on / PD 4/28/2010

Who Due Date Status
SECOND MAILING - Invitation Mailing To Po
w/ Registration Web Site Marketing / PD 5/28/2010
Sign Course Contract Chairperson 5/28/2010
Finalize Tournament Format Event Committee 5/28/2010
Solicit Hole in One Car 4GG Tournament Dir 5/28/2010
Hole in One Insurance 4GG Tournament Dir 6/17/2010
Select and Order Awards 4GG Tournament Dir / C 6/17/2010
Finalize Volunteer Committee 4GG Tournament Dir 6/17/2010
90 Days prior to event

Task Who Due Date Status
Establish Auction Plan - if required Event Committee 6/23/2010
THIRD MAILING - Invitation Mailing/ follow up - to Potential Sponsors and
players - w/ Registration Web Site Marketing / PD 6/23/2010
Establish Raffle Plan - if required Event Committee 6/23/2010
Book Photographer- if required 4GG Tournament Dir 6/23/2010
Signage Plan for Sponsors and Tournament Marketing / PD 6/30/2010
Press Release Marketing 6/30/2010
Finalize Budget Chairperson 6/30/2010
Begin Solicitation of Auction Items / Raffle Prizes Event Committee 6/30/2010
Select Food/ Beverage 4GG Tournament Dir 6/30/2010
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FORE GREEN GOLF - TOURNAMENT PLANNER
ALL RIGHTS RESERVED

60 days prior to event

Task Who Due Date Status
FOURTH MAILING - Invitation Mailing/ follow up - to Potential Sponsors and
players - w/ Registration Web Site Marketing / PD 7/27/2010
Establish Recycle Plan - Review with Golf Course for food vs recycled materials  |4GG Tournament Dir 7/27/2010
Carbon Footprint Evaluation - EcoAid 4GG Tournament Dir 7/27/2010
Review Pace of Registration - Issues/Actions? 4 Chairperson / PD 7/27/2010
Review Pace of Sponsors - Issues/Actions? Chairperson 7-PD 7/27/2010
Review Pace of Auction & Raffle Items - Issues/ n/PD 7/27/2010
Shop best pricing for tournament products and suppli ent Dir 7/27/2010
30 days prior to eve
Task e Due Date Status
Order All tournament products for event arqugL(Li Y i 4GG Tournament Dir 8/11/2010
7y S
Finalize Sponsors R ESEnysiperson 8/11/2010
VE
Finalize Rules and Agenda Chairperson / PD 8/24/2010
Prepare Registration List V1 - (From \W@&Si 4GG Tournament Dir 8/24/2010
Plan Aid Stations (Golf Course Plan) 4GG Tournament Dir 8/24/2010
Compile Dietary Restrictions rnament Dir 8/24/2010
21 days prior to event
Who Due Date Status
FINAL MAILING to sponsors and playe Marketing 9/4/2010
Confirm Sponsorships Order all products on order. 4GG Tournament/Dir 9/4/2010
Finalize Auction & Raffle Items Chairperson 9/4/2010
Send Confirmation Notices (Doliggy) Marketing 9/4/2010
Revise Pairings Chairperson 9/4/2010
Finalize Food/Beverage 4GG Tournament Dir 9/4/2010
Determine who is Emcee of event Chairperson 9/4/2010
14 days prior to event
Task Who Due Date Status
Complete Registration 4GG Tournament Dir 9/11/2010
Purchase Carbon Offsets 4GG Tournament Dir 9/11/2010
Draft Pairings 4GG Tournament Dir 9/11/2010
Write Emcee's Script Chairperson 9/11/2010
Finalize all Course Arrangements 4GG Tournament Dir 9/11/2010
Hole in 1 Guarantee Due Chairperson 9/11/2010
Confirm Celebrities if planned 4GG Tournament Dir 9/11/2010
Print Instructional Signs - Parking, Registration etc. Marketing 9/11/2010
Print All other collateral material (Mulligan's Tickets, Raffle etc.) Marketing 9/11/2010
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FORE GREEN GOLF - TOURNAMENT PLANNER

ALL RIGHTS RESERVED
7 days prior to event
Task Who Due Date Status
Meeting with TOURNAMENT TEAM - Discuss Final Plan 4_6‘ Event Committee 9/18/2010
Meeting with Course Management RE GG Tournament Dir / T 9/18/2010
Prepare Golf Gift Bags D 9/18/2010
Finalize pairings (follow up with Golf Course) 9/18/2010
Cash Drawer NNE _ 9/13/2010
Credit Cards at Course - If applicable A s Chairperson 9/18/2010
Reserve 2-Way Radios e RIGH. i 4GG Tournament Dir 9/18/2010
All Signs in house > ”ES'ERI‘:,E/\PD 9/18/2010
Confirm Tournament Day Food and Beverage 4GG Tot?n%ent Dir 9/18/2010
Layout "Awards" room plan 4GG Tournament Dir 9/18/2010
Task ) Due Date Status
Event Day Set Up - See event day task I urnament Dir// E 9/25/2010
Deliver Materials to Course 4GG Tournament Dir 9/25/2010
Registration Set Up 4GG Tournament Dir / E 9/25/2010
Setup Insured Contests 4GG Tournament Dir 9/25/2010
Set Up Instructional Signs - Parking, Registration etc. Marketing / EC 9/25/2010
Coordinate Food and Beverage 4GG Tournament Dir 9/25/2010
Coordinate Removal of Recyclable Material 4GG Tournament Dir 9/25/2010
After The Tournament
Task Who Due Date Status
Final Results & Tournament Critique. What worked/ what should we charige for
next year. Evenit Committee 9/30/2010
Reconcile Invoices Chairperson 9/30/2010
Deliver Awards 4GG Tournament Dir 9/30/2010
Finalize Budget Summary Chairperson 9/30/2010
Send Thank-You's Marketing 9/30/2010
Hold Volunteer Party Chairperson 9/30/2010
Update Website Marketing 9/30/2010
Send out Press Release to trade publications Marketing 9/30/2010
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