Updated 7/1/11

AMCC MEN’S GOLF CHAMPIONSHIP PLANNING GUIDELINES


Note:  These are RECOMMENDED guidelines to assist the host school in planning and running the tournament.  Only those procedures outlined in the sport code (Section VI, Conference Championship) are required.

A.  One Year in advance

1. The host school should secure dates, times, dining facility and golf course with a neutral site facility approved by the ADs.  The following are recommended to ensure the convenience of all involved:


· Due to the championship being two rounds, starting times should be utilized during the first round to ease the use of the golf course but start no later than 12:00 Noon.  

· Tee times should be nine minutes apart.  (Nine minute separation has the entire men’s field on the golf course within one hour and forty minutes.  If a women’s invitational is also held, the women’s field could follow and still allow time to finish without darkness being an issue.  This allows scoring and rulings to be accurate and handled with the appropriate attention.)

· Day two should be a shogun start.  The shotgun should start no later than 11 a.m.  This allows all competitors time to finish within a certain time period, allows time for playoffs, if necessary, and allows teams to travel at the earliest possible time.  

B.  Six months in advance

1.  The host institution should secure a rules official for the dates needed.  The host institution should contact the local golf association according to the host golf course’s location.  A contract should be signed to ensure the rules official and golf associations are aware of the responsibilities involved.  



a. Western Pennsylvania Golf Association



    Jeff Rivard, Executive Director



    Phone:  (412) 826-2180



    Email:  jrivard@wpga.org
   

 (Penn St. Altoona, Mount Aloysius, Pitt-Bradford, Pitt-Greensburg, La Roche)



b. Buffalo District Golf Association



    Fred Hartrick, Executive Director



    Phone:  (716) 632-0151



    Email:  buffdga@aol.com
    (Medaille, Hilbert, Penn St. Behrend, D’Youville)
2. The host school should secure hotel choices, possible accommodation rates, and blocks of rooms.  

C.  Four months in advance

1. The host school should send invitation letter to coaches and athletic directors.  This letter should include the following:

· Official dates 

· Starting Times

· Hotel accommodations

· Dining Possibilities

· Practice round information

· Area practice facilities (if available)

· Directions to golf course

D.  One month in advance

1.  If the host school chooses to serve lunch and/or dinner, the menu should be set with the host dining facility.

E.  One Week in advance

1. The host coach(es) should begin preparations of the golf course.

a. Communication with course superintendent and head professional

· The host coach should communicate with the course superintendent to ensure proper green speed, rough length, hole locations, and other pertinent information.  

· The host coach should communicate with the golf course employee (head professional, course superintendent, etc.) in charge of marking the course hazards, ground under repair, and out of bounds boundaries.  All such areas should be clearly marked with the appropriate colored stakes or turf paint. 

· Communication should be made with the host professional to ensure that starting times are accurate.  

 F.  Final pre-tournament preparations (week of the tournament)

1. Setting the Field



a. Starting locations:



· Teams should be in consecutive groups to help speed up the post-round scoring process.

· Tee times should be nine minutes apart for round one.  

· Shotgun starting holes for round two can be made in advance as well.  

· When utilizing a shotgun start, par 3 holes should be avoided as much as possible.  If certain holes must be have more than one group on them, avoid doubling reachable par 5 holes, short par 4s, and all par 3s.  

2. Scorecards

a. Scorecards should be prepared with the players’ school and team position number (e.g., Penn State Altoona #2).  Space should be provided for the player’s name.  A team packet should be made up with the following information included for each player and coach:

· Scorecard with the each individual’s school playing position noted

· Hole location sheet (if available)
· Tournament and local rules sheet that should include location of hazards and out of bounds to avoid uncertainty.

· Explanation of post round scoring procedures

· Roster forms for each coach to fill out and return

3. Coaches’ Assignments

a. The host coach should delegate certain responsibilities to selected coaches.  The following duties must be performed in order to ensure scoring accuracy and consistent delivery of tournament rules:

· Starter (day one with tee times). 

The starter is responsible for explaining playing conditions, post round procedures, and local rules.  This information is also noted on the local rules sheet each player possesses. 


· Post-round scoring officials

On day one, one table of three coaches should be placed near the scoring area.  On day two, two tables of three coaches would be necessary due to the shotgun start.  Coaches will check scorecards for accuracy and then players may sign scorecards.

· Scoreboard Operator
A host institution staff member should be assigned to post scores on the scoreboard.  

G. Tournament Operations

1. Team arrival

a. Range facilities and meals should be ready a minimum of one and one half-hour before the first starting time.   



b. Roster forms should be completed by each coach and collected 
prior to the start of the first round.  

c. A coaches meeting should be held one hour prior to tee-off to discuss tournament information, rules of play, coach assignments, and to introduce the rules official.  

2. Rules official

a. The rules official should be familiar with his/her responsibilities.  He/She will need a golf cart in order to make his/her way around the facility.  The rules official can handle rulings on the golf course and will also monitor pace of play issues.





b. Following each round, the rules official should be stationed near the scoring 
area to handle any rules disputes.  Coaches or course professionals should not handle any rules disputes.

3. Day One: Getting Started

a. Players should arrive at the first tee five minutes prior to their scheduled starting time.  The starter will announce to each group the local rules, ask each player to identify his/her ball, ask the group to exchange scorecards, and tell the players to play once the previous group has cleared.

4. During the Round

a. During the round, the host coach should prepare the scoreboard and tournament summary program (if one is available).

5. Post-round Scoring

a.  After the completion of round one, each player will report directly from the final green to the scoring area with his/her entire group.  Any player not reporting directly to the scoring area can be disqualified under USGA Rule 6-6.   

b.  Once at the scoring area, each competitor will check his/her card with the competitor whose card he/she kept.  Each competitor will then turn the card over to the scoring official (coach).  A coach will check the card for accuracy at which point the scorecard becomes official.  Any errors can not be changed.


c.  Once all scores are posted, complete a summary, listing places (first to last) for individuals and teams.

6. Day Two Preparations

a. Check with course superintendent for any changes in conditions.  Local rules may need to be changed to accommodate such changes.  

b. Confirm with superintendent starting time for shotgun.  This allows time for course preparation.

7. Day Two Getting Started

a. Range facilities and meals should be ready a minimum of 90 mins. before the first starting time.   



b. A coaches meeting should be held one hour prior to tee-off to discuss tournament information, rules of play, coach assignments, and pose any questions or concerns to rules official or host coach.

c. Approximately 15 minutes prior to the starting time, the host coach should hold a participant meeting at a set location (practice green, scoreboard, dining area, etc.).  At this meeting he should announce the following:

· Rules of play

· Local Rules

· Possible issues from previous day

· Post round scoring procedures

· Ask players if they have any questions

8. Day Two Post-Round Scoring

a. On day two, two tables of three coaches will be necessary due to the shotgun start.  Coaches will check scorecards for accuracy and then players may sign scorecards.

b. After the completion of round two, each player will report directly from the final green to the scoring area with his/her entire group.  Any player not reporting directly to the scoring area can be disqualified under USGA Rule 6-6.   

c. Once at the scoring area, each competitor will check his/her card with the competitor whose card he/she kept.  Each competitor will then turn the card over to the scoring official (coach).  A coach will check the card for accuracy at which point the scorecard becomes official.  Any errors can not be changed.

d. Once all scores are posted, complete a summary, listing places (first to last) for individuals and teams.

9. Individual and team trophy presentations will immediately follow conclusion of play or playoff proceedings.  

10. Reporting Scores

a. The host institution shall report the scores to local news agencies, AMCC Conference Commissioner’s office, AMCC athletic departments, head coaches, and Golfstat Scoring Program within 24 hours of the conclusion of play.
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