
 
Tournament Organizer Help List 

 

 

Introduction 

 

Hosting a golf tournament is an excellent way to treat friends, business colleagues and/or 

customers or members of your organization to a day of fun, fresh air, relaxation, friendly 

competition and teamwork.  Tournaments can also be used very successfully as a 

fundraiser for a wide variety of causes. 

 

Planning and organization are imperative to a successful golf outing and will allow the 

organizers to have an enjoyable and stress free event along with the golfers.  Our facility 

has developed this guide to assist in the planning of your event.  Please keep in mind that 

some of the information may not pertain to your specific event.  In this guide you will 

find the following information: 

 

 Timeline and steps to a successful outing 

 What to expect the day of the tournament 

 Commonly used event terms 

 Food and Beverage 

 Professional Services 

 Policies and procedures 

 Tournament gifts 

 Tournament contract 

 Contact information 

 

Timeline and steps to a successful outing 
 

Planning and rebooking policy 

The sooner you book your event date, the better, as this will guarantee you the date and 

create consistency for your participants.  Many groups start planning their event one year 

or more in advance.  We can book your tournament for next year on the day of your 

tournament giving you first priority for the equivalent date the following year. 

 

 

 

 

 



Planning Timeline 

 

Task Timeline 

Select a date and confirm with outing contract Up to 1 year in advance 

Select and recruit committee members On or before date booking 

Determine entry fees 6 months in advance 

Solicit sponsors, donations and special guests 6 months in advance 

Prepare invitations/flyers and marketing material including entry 

deadlines, sponsors and prizes 

6 months in advance 

Begin player sign-up and recruitment 6 months in advance 

Recruit volunteers and figure out their tournament day duties 3-4 months in advance 

Organize list of sponsor signs and discuss with printer 2 months in advance 

Confirm guest list progress (Make sure players are paid if required) 1 month in advance 

Collection and organization of sponsors, donations and prizes 1-2 months in advance 

Call Evergreen with final player count and make event payment 7 days before event date 

Deliver sponsor signs and other equipment (tables, tents ect) Early on day of event 

Book your event for the following year Day of event 

Prepare and mail thank you notes to sponsors, players and volunteers.  

(Email is very efficient for this task) 

After event 

Evaluate the event and note changes to make for next year After event 

 

 

What to Expect the Day of Your Event 

 

Arrival 

Coordinators and Volunteers:  Arrive 1 ½ to 2 hours before the scheduled start time.  

Have a volunteer ask proshop for a golf car to disburse sponsor signs on course if 

applicable.   

Guest:  Notify participants that start time is ½ hour earlier than scheduled time to ensure 

enough time for arrival, registration and warm-up.  Late arrivals can be directed/shuttled 

to the proper starting hole by Evergreen staff. 

 

Registration 

We will provide tables and chairs for registration, tee prizes ect. and will discuss the best 

placement to ensure an smooth check-in depending on the weather.   

 

Golf Car Staging 

If golf cars are included for all players we will have them staged with the key in and 

ready to go.  If carts are optional players can be guided to the proshop after check-in to 

pay for the golf cart and pick-up a key.   

 

Starting the Event 

Shotgun Start:  For a shotgun start all players will start at the same time on different 

holes.  Players should be instructed to remain around the clubhouse/putting green until 

directed to head to their starting hole.  Ten minutes before the start time either the 

tournament coordinator or a member of Evergreens staff (if requested) can provide final 

instructions and answer question before releasing players to their starting hole. 

Tee Times:  All players will start on hole one and tee off consecutively.  Proshop staff 

will help to get the first group teed off on time and on course marshals will help to ensure 



that all groups are playing at an appropriate pace and keeping up with the group in front 

of them. 

 

Tee & Sponsor Signs 

Signs can be posted on the course two hours prior to the tournament start.  Have a 

person(s) assigned to place the signs.  Evergreen can provide golf cars and any other 

equipment necessary. 

 

Skill Contest Signs 

Closest to the pin, Long Drive, Long Putt, Short Drive, and more can be setup for your 

event by Evergreen.  Let us know what contests you want and we will provide the stakes 

and signs.  We can assist in setup and pickup of the signs at the appropriate time.  

Recommendations for contests:  KP – Hole 4 & 7.  Long Drive – Hole 2 and 9.  Long 

Putt – Hole 5 and 8.  Closest to the water – Hole 5.  Short Drive – Any hole.  KP 2
nd

 Shot 

– Hole 6 & 8.  All contests can be divided by gender, age or ability if requested. 

 

Scoring 

Evergreen can provide score sheets and provide assistance in the scoring of your event.   

 

Food Service Timing 

If your group will be eating after their round; our staff will monitor play to ensure that the 

food is ready upon completion of play.  Please tell our staff if you want us to delay food 

service until all groups are finished with play.  Lunch or dinner can also be provided 

before your tournament. 

 

 

Commonly Used Event Terms 

 

Shotgun Start 

Every foursome begins play at the same time on a different hole.  Two groups can be 

placed on each hole for the start.  A minimum of 60 players are required for a shotgun 

start and a maximum of 90 players can be accommodated.   

 

Modified Shotgun 

Depending on the day/time of your event a modified shotgun can be setup for groups 

between 36 and 60 players.  In a modified shotgun two groups will be placed on hole 1, 

9, 8, 7 ,6 and so on until all players are accommodated.  After the last group passes the 

first tee the course will be open for regular play that does not interfere with your group.  

Please keep in mind we expect groups to play 9 holes in two hours as there will be public 

play behind your group. 

 

Scramble 

A scramble format has all players tee off and then select the best shot and all players play 

from that spot.  This format is continued until the ball is holed.  A set number of tee shots 

(2-4) may be specified to ensure all players contribute.  This format is among the slowest 

format for tournament play as all players are at the same spot hitting one at a time.  

Playing ready golf is essential to ensure the correct pace of play.  A two person scramble 

is good option if pace of play is a concern. 

 

 

 



Best Ball 

Everyone plays his or her own ball and the best score for the foursome is recorded.  This 

is an easy format and moves quickly if ready golf is utilized.  Players can pick up or not 

finish all putts if a partner already has a better score on the hole helping to speed up play. 

 

Shamble 

All players tee off and pick the best tee shot.  From there all players play their own ball 

the remainder of the hole and the best score is recorded.  This format provides some help 

for less experienced golfers while keeping a good pace. 

 

Professional Services 

 

Food And Beverage Service 

Evergreen will have a beverage cart on the course during your event.  The beverage cart 

can be hosted or no-host.  Beverage tickets can be purchased and given to each player 

when they check-in.  We recommend a maximum of three tickets per golfer. 

If your group is having a meal before or after your event we will make sure the food is 

ready and served according to your desires.  For meals before an event we recommend 

having food ready around one hour prior to the start time.  For meals following an event 

we recommend food be served as soon as a majority of players are finished with the 

round as guest are usually very hungry after 4 or 5 hours on the course.  Our dining room, 

bar and deck can accommodate up to 120 guest.   

 

Golf Carts 

Evergreen has 25 rental carts available.  Extra carts can be brought in for an additional 

charge if your group is larger than 50 players and you would like every player to have a 

cart.   Please ask for more information and cost. 

 

Rental Clubs 

Rental clubs are available for rent in the proshop.  Please let us know if you think more 

than 8 rental sets will be needed.  

 

Golf Shop Tournament Prizes or Tee Gifts 

A variety of golf gear is available in our proshop and we can offer a discount for bulk 

purchases of prizes and gift certificates.  We may be able to order specialized prizes for 

your event given enough lead time.   

 

Rules Sheets  

Evergreen can help with the customization of a rules sheet for your event and attach these 

to scorecards for each player/group if requested. 

 

Fundraising Activities and Ideas 

 

There are a variety of on and off course activities that can be utilized if your event is a 

fundraiser.  A few are listed below:  

Mulligans – Sell players mulligans (a second try at a shot) when they check-in for a set 

dollar amount. 

String – Sell string to players by the foot.  String can be used to move there ball the 

length of the string.  (ie on the green if ball is close to hole, from behind a tree) 

Free toss – Sell a free toss that can be used at any time during the round to help advance 

the ball. 



50/50 KP Challenge – Players pay $5 to enter the contest on a par three.  The player that 

is the closest to the pin and entered the contest wins half the pot.  

Payball/Skins Contest – Each group/player pays into an extra game and players/groups 

win if their score on an individual hole is lower than all other players.  

 

Policies and Procedures 

  

Reservation Procedures 

Reserved tee times for groups of 40 or more guest require a $200 deposit and a signed 

contract.  Groups under 40 guests require a credit card and signed contract.  Shotgun 

starts require a $200 deposit and a signed contract.  When above requirements are met the 

date will be reserved on our calendar. 

 

Final Player Count and Payment 

Course utilization is imperative for Evergreen to be a business success.   For this reason 

we ask for a final count of players and payment in full 7 days prior to your event.  We 

recommend that your deadline for payment by players be two weeks prior to the event.  

In most cases we can accommodate additional players in the final seven days but will 

depend on tee sheet availability. 

 

Donated Food and Beverage 

Our license with the Oregon liquor control commission does not allow customers to bring 

any beer, wine or liquor on the premise that is not purchased from Evergreen.  We also 

have a food service license that limits what may be brought onto the premise.  If you 

would like to bring food or snacks please ask in advance of your event to confirm 

whether it is acceptable.  Please help convey these policies to the players in your 

tournament so our licenses are not jeopardized.   

 

Beverage Cart Service 

We will have our beverage cart in operation during most events.  For safety and liability 

reasons, an Evergreen Golf Course employee must operate the beverage cart.   

 

Pace of Play 

All tee time tournament groups are expected to play nine holes in two hours or eighteen 

holes in four hours as there will be other golfers on the course before and after your 

group.  Shotgun start tournaments are usually allotted two and a half hours for nine holes 

and five hours for eighteen holes.  Evergreen will have marshals on the course to 

encourage golfers to keep up with the group in front of them.  If you feel the above pace 

will be a problem for your group please let our staff know in advance so preparations can 

be made.  Playing ready golf is a must to ensure your tournament stays on schedule and 

remains enjoyable for all golfers. 

 


