








Date

<Name>

<Company>
<Address>

<(ity>, <State> <Zip>

Dear <First Name>:

Thank you for your generous contribution to help support the first of what | hope will be many <your
tournament name> to benefit <your foundations name>.

The interest, energy and generosity of the community in support of <your tournament name>
overwhelm me. Golfers came from as far away as <State> and <State> to participate. Thanks to your
help the first annual <your tournament name> was a huge success. We attracted 120 golfers and were
able to raise over $6,000. This money will help <cause>.

Enclosed is a receipt of your donation for your records and a brochure with information on the <your
foundations name> itself, as well as a program from the day of the event. If you have any questions,
| can be reached via email at joe.organizer@yourfoundation.org or by phone at XXX-XXX-XXXX.

Once again, thank you for your generosity toward this very important and personal cause.

Best Regards,
Joe Organizer

Enclosure (3)
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TOURNAMENT PLANNER

TIMELINE CHECKLISTS

24
TIMELINE CHECKLIST - 1 YEAR
N

TASK WHO DUE DATE STATUS

Determine if You Need a Director or Coordinator

Select & Evaluate Course Proposals

Set Event Date & Time

Decide What Meal is Provided

Reserve Course

Decide if You Want a Photographer

Secure Photographer

/l TIMELINE CHECKLIST - 9 MONTHS

TASK WHO DUE DATE STATUS

Set Tournament Objectives

Determine 501(c)3 Charitable Status

Set Preliminary Budget

Develop Logo

Designate Sponsorship Levels & Casts
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TOURNAMENT PLANNER

TIMELINE CHECKLISTS

TIMELINE CHECKLIST - 6 MONTHS

TASK WHO DUE DATE STATUS

Create Tournament Wehsite

Create Volunteer Job List

Recruit Volunteers for:
Sponsors Solicitations, Day of Event Jobs

Develop Promotional Materials:
Flyers, Brochures, Posters

Decide on Games & Contest

Mail Save the Date Postcards

TIMELINE CHECKLIST - 5 MONTHS

TASK WHO DUE DATE STATUS

Finalize Tournament Format

Finalize Volunteer Committe

Finalize Budget

Prepare Invitees List

Secure Game/Contest Insurance

Select & Order Awards
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TOURNAMENT PLANNER

TIMELINE CHECKLISTS
/l TIMELINE CHECKLIST - 4 MONTHS
TASK WHO DUE DATE STATUS
Draft Invitations
Set up: Auction Raffle, Signage
Finalize Promotional Materials
Get the Word Qut: Advertise, Press Release
Send Sponsor Request Letters
A TIMELINE CHECKLIST - 3 MONTHS
TASK WHO DUE DATE STATUS
Meet Face-to-Face with Sponsor Prospects
Send Brochures to Local Businesses Seeking Players
Mail Invitations
/l TIMELINE CHECKLIST - 2 MONTHS
TASK | WHO | DUE DATE | STATUS

Begin Picking Up Donations

Check on Sponsorship Progress
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TOURNAMENT PLANNER

TIMELINE CHECKLISTS

TIMELINE CHECKLIST - 4 WEEKS
TASK WHO DUE DATE STATUS

Registration Cut-off

Prepare Registration List

Complete Registration

Finalize Sponsors

Finalize Rules & Agenda

Order Shirts, Shoes, Gloves

Confirm Arrangement with Course

TIMELINE CHECKLIST - 3 WEEKS

Pick Up Remaining Donations

Plan Goodie Bags

Organize Prizes & Contests

Secure Insurance for Contests

Send Registration Conformation Packs

Revise Pairings

Finalize Food & Beverage

Order Sponsor Signage

Reserve 2-Way Radios for Volunteers

Draft Pairings
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TOURNAMENT PLANNER

TIMELINE CHECKLISTS

24
TIMELINE CHECKLIST - 1 WEEK
N

TASK WHO DUE DATE STATUS

Write Emcee's Script

Finalize Course Arrangements

Prepare Goodie Bags

Finalize Pairings

a TIMELINE CHECKLIST - TOURNAMENT DAY

TASK WHO DUE DATE STATUS

Deliver Materials to Course

Meet with Volunteers

Meet with Course Staff

Set Up Registration Table

Set Up Contest

Ice Down Beverages

Post Signage & Banners

29—z
TIMELINE FOLLOW-UP - WITHIN 30 DAYS
5

TASK WHO DUE DATE STATUS

Evaluate

Reconcile Invoices

Deliver Awards

Finalize Budget Summary

Send Thank You's

Hold Volunteer Party

Update Website
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