
Charity Golf Event Pre-event Checklist 

1. Secure event date and venue 

2.	 Design an event budget that includes projected income vs. expenses 

3.	 Design your tournament entry form and make sure it includes the following: 
a.	 Date, time and place of your event 
b.	 Entry Fee and Hole Sponsorship Fee 
c.	 Charity that the event benefits 
d.	 Shirt size (in the event that you will be giving shirts as tee prizes) 
e.	 Data capture (name, address, phone, GHIN # or golf handicap and e-mail) 

4.	 Design a Press Release for your event and distribute to the local media (RGJ, Sparks 
Tribune and all of the local television stations) 

5.	 Mail entry forms to selectedChamber of Commerce members for Sparks / Reno. 

6.	 Open a checking account to process incoming entry fees and sponsorship checks. 

7. Draft a donation request letter that lists the 501-C identification number for your 
Charity. Send the letter out to golf courses, hotels, restaurants, salons and any 
Business that would be a candidate for prize donations. 

8.	 Follow up with phone calls to prospective donors 5 - business days after your 
mailings. 

9.	 Contact local television stations to see if they will allow you to come "on air" and talk 
about your charity and event. 

10. Secure sponsors for your tee prize package. 

11. Order tee prize items at least 3D-days prior to your event.	 Be sure to order 
something that may be used for next year's event in the event that you don't fill it 
and have leftovers. 

*This is a good start for planning your event. Call me with any questions @ 331.6363, 
ext. 223 or e-mail: mjory@dandreagolf.com 



Charity Event Sample Budget 

Income 

100 paid entrants X $100 = $10,000 
25 Teams X $20 "Team Mulligan" = $500 
18 "Hole Sign Sponsorships" X $100 = $1,800 

Total Income $12,300 

Expenses 

100 Charity Rate Green Fees to Host Course X $60 =$6,000 
100 "At the Turn" Barbecue Lunches X $12 =$1,200 
18 Professionally Produced Hole Signs X $0 =$0 
*Solicit a sign company to produce signs at "no Charge" 
100 Tee Prize Packages X $15 =$1,500 
Solicit Corporate Prize Donations for Awards X $0 =$0 
*Hotels, Casinos, Restaurants etc... 

Total Expenses $8,700 

Total Income $12,300 
Total Expenses - $8,700 

Charitable Contribution $3,600 


