PAGE  
11

SAGES MINI TOURNAMENTS
1CONTENTS


2A.
GUIDELINES FOR BRANCH COMMITTEES


2A.1.
Introduction


2A.2.
Role and Rights of the Major Sponsor


2A.3.
Role of the NMC


2A.4.
Allocation of a Mini to a Branch to Organise the Event


2A.4.1.
Rotation of Organising branches


3A.4.2.
Criteria for the Allocation of a mini to a branch


3A.4.3.
Commitment of the Branch Committee


3A.5.
Format of the Mini Tournament


3A.6.
Role of the Branch


3A.6.1.
Consider branch capability to run the tournament


4A.6.2.
Appoint a TOC


4A.6.3.
Prepare a budget


4A.6.4.
Decide on a Course and Date


4A.6.5.
Finalise rules of the competition


5A.6.6.
Prepare a program for the tournament


5A.6.7.
Get familiar with the Software for Mini Tournament


5A.6.8.
Advise NMC of their readiness to run the tournament


5A.6.9.
Submit Regular Progress Reports to the NMC


5A.6.10.
Invite branches


5A.6.11.
Liaise with Major Sponsor, SANLAM


6A.6.12.
Use of Other Sponsors


6A.6.13.
Prepare and publish the draw


6A.6.14.
Register players


6A.6.15.
Opening ceremony


6A.6.16.
Meeting of Branch Representatives


6A.6.17.
Dinner on Monday night


7A.6.18.
Prize-giving on Tuesday


7A.6.19.
Handicap Updates


7A.6.20.
Process and publish results


7A.6.21.
Submit a Financial Report to the NMC


8B.
SAGES MINI TOURNAMENT MANUAL


8B.1.
Introduction


8B.2.
Description


8B.3.
Entering The Basic Details About Your Tournament


8A.1.1.
Setting up the tournament details


9A.1.2.
Entering Player Details


10B.4.
Entering Scores


10B.5.
Results


11B.6.
Financial Report


A. 
GUIDELINES FOR BRANCH COMMITTEES
A.1. Introduction

In addition to the annual SAGES National Tournament, four mini tournaments are played during the year: the Northern mini, the KZN mini, the Central mini and the Cape mini (old Cape Province).

The purpose of the mini tournaments is to provide an opportunity for our members to play against other branches on a competitive basis.

A.2. Role and Rights of the Major Sponsor

Sanlam’s sponsorship agreement makes provision for sole sponsorship at the 4 minis and the national tournament. Their rights cannot be undermined by placing the advertising material of competitive major or minor sponsors all over the course, or by giving them prominence at functions. Sanlam is prepared to accept the use of sponsors that are not in competition with them and the recognition of their contribution via a discreet notice in the club-house. Please submit a list of additional sponsors to the NMC for clearing it out with Sanlam.
A.3. Role of the NMC


The NMC will endeavour to provide the TOC with guidelines, advice and assistance whenever possible. They will provide financial assistance from the national sponsor to assist in the running of the event. As the event is to a large extent self-funding from the fees paid by players, the money is used to buy prizes, defray expenses and subsidise functions if possible.

The NMC will monitor the progress of the TOC through their regular reports and raise their concerns with the TOC and the branch committee if the success of the event is in doubt.
Most of the NMC members will normally attend the Mini and play in the tournament. The NMC will pay for their expenses. Assistance from the TOC in suggesting suitable accommodation would be appreciated.

The president of SAGES will chair the meeting with representatives of the branches.

The National Executive (2 representatives from each branch plus the NMC) may revise the format of the tournament at the AGM. 
A.4. Allocation of a Mini to a Branch to Organise the Event

A.4.1. Rotation of Organising branches

The NMC prepares a schedule for the rotation of the minis to the various branches participating in a particular mini. This is done in consultation with the branches each year when a mini is held. The schedule may be changed if a branch does not feel prepared to offer the event, or may have problems in finding a suitable course. Changes in the schedule should be done in consultation with the National Management Committee (NMC).
A.4.2. Criteria for the Allocation of a mini to a branch 
When it is the turn of a branch to organise a mini, the branch should submit a brief proposal to the NMC indication their choice of venue and indicating facilities like number of holes, general course condition, availability of catering and bar facilities, locker rooms and showers, availability of golf carts, availability of suitable accommodation near the course and other factors that may be relevant.
In addition they should confirm that they have enough skills on their organising committee to offer the event successfully (event co-ordinator, computer skills, financial skills, sponsorship and press liaison, etc).

A.4.3. Commitment of the Branch Committee  

The branch committee must indicate its willingness and commitment to appoint a Tournament Organising Committee (TOC) to run this event to the highest standards to ensure that SAGES members playing in the tournament will have an enjoyable and memorable experience. The branch must also give its full commitment to co-operate with the NMC and give regular feedback on progress and problems that they may encounter.
A.5. Format of the Mini Tournament

The mini is contested over two days, usually on a Monday and Tuesday due to course availability. The aim is to get 120 players from the participating branches. While the more remote players will stay over near the course on Sunday night, many of them may prefer to arrive on Monday morning. For that reason it may be more sensible to start the tournament later on Monday morning, and early on Tuesday to allow players to return home before dark, if possible.

The current preferred competition format is for teams consisting of two better-ball pairs to compete, with the winning branch determined by the sum of the BB Stableford scores of the 2 pairs in the winning team. 
A.6. Role of the Branch
The branch runs the tournament on behalf of SAGES and takes full responsibility for all aspects of the running of the tournament, within the guidelines set in this document. As the branch may have good ideas that can help to improve these guidelines, suggestions to the NMC will be welcome.
A.6.1. Consider branch capability to run the tournament

If the branch is unsure of the skills, commitment and course conditions necessary to run the tournament successfully, they should advise the NMC as early as possible to enable them to arrange a new host for the tournament. If they are confident of success, they should complete the Branch Commitment part of the Checklist and send it to the NMC.
A.6.2. Appoint a TOC

Appoint a committee with enough seniority and skills to handle tournament issues, scoring, finances and communication. This committee should hold minutes of meetings and these should be submitted to the branch committee and the NMC.
A.6.3. Prepare a budget

Prepare a budget with details of income from the NMC, sponsors and players, and all expected expenses (prizes, snacks, dinners, playing fees, golf cart hire, wines for table, telecommunication, travel costs, deposits, spotters, postage, stationery, etc). A sample worksheet is included in the mini software for handling your income and expenses, as well as the financial report to the NMC after the tournament.
A.6.4. Decide on a Course and Date

(a) The course must be of a high enough standard to generate enthusiasm for the tournament.

(b) It must be close to reasonable accommodation.

(c) It must have a venue for prize-giving and a meeting of branch reps

(d) The shower facilities must be adequate

(e) It must have 18 holes (it is impossible to put 120 players through a 9 hole course from late morning).

(f) The bar facilities must be adequate.

(g) Early morning snacks/breakfast/coffee will be needed, as well as half-way house catering.

(h) A good sound system is highly recommended.

(i) Review the recommended period during which your mini should take place. If weather conditions dictate a change, negotiate a change with the NMC at least 6 months before the recommended time.

(j) Advise the SAGES secretary of your course and date as soon as possible to have it included on the annual fixture list for SAGES.
A.6.5. Finalise rules of the competition

Document the rules and insert it in your invitation to the branches and include it in the package handed to players at registration.
Appoint someone knowledgeable to act as tournament referee to resolve disputes.
A.6.6. Prepare a program for the tournament
Make a chronological list of all the activities relating to the tournament. Indicate if tickets are required and what the costs are. Indicate dress code and time. Add directions to venues or a map (or GPS co-ordinates) if needed. 
A.6.7. Get familiar with the Software for Mini Tournament
An Excel spreadsheet is available to manage most aspects of the mini, including the finances.

Ensure that you have a person with good PC and Excel skills. This person will also be useful in preparing invitations, print draw sheets and the final results. 

Finally, it is good to do test run on the software before the tournament. And think of things that could go wrong and how you will recover from it (no power, PC failure, accidental deleting of scores or program, etc).  Consider how a manual system could be used in an emergency.
A.6.8. Advise NMC of their readiness to run the tournament

Once you have reviewed the course, its availability, the finances and your skills, complete the first few items on the checklist and confirm your readiness to run the event by submitting the checklist to the national secretary.
A.6.9. Submit Regular Progress Reports to the NMC

There is a checklist on the spreadsheet for most of the tasks you need to perform. There is a suggested date for completion of the task, and who would carry the responsbility for the task. Update the checklist regularly with your progress and submit it to the national secretary. With it send copies of the minutes of your TOC meetings.
A.6.10. Invite branches

A few months before the tournament you should invite branches to submit their entries. A sample worksheet for branch entries is included in the spreadsheet. In your invitation explain where the tournament will be held and include details of reasonable accommodation, the rules, and the program of events. Try to make it attractive for players and spouses.
A.6.11. Liaise with Major Sponsor, SANLAM 
Make contact with Gary van Loggerenberg’s secretary, Martel Coetzee. The major sponsor usually provides goodie bags and golf balls (about 120 per mini). Make sure their banners are displayed. Inform them of the mini and invite them to send someone to dinner, prize-giving or golf on Tuesday.
A.6.12. Use of Other Sponsors

While our major sponsor requires that no other advertising is used on the course or in the club-house, and that no financial competitors of Sanlam be allowed to sponsor part of the event, it is possible to find and use other sponsors. If you are unsure of a particular sponsor clear it with Sanlam via Martel Coetzee. Under no circumstances will a speaker from another sponsor be allowed to speak at any function. A list of other sponsors can be recognised in the program and in a notice in the club-house.
A.6.13. Prepare and publish the draw

Once you have the entries and know who is travelling or staying together, and who wants to hire a golf cart, you can put together the draw. Players who have a long way to drive on Monday morning may want a later tee-off time. Similarly players may want to leave fairly early on Tuesday pm and will want to play early. The spreadsheet allows for this information to be submitted on the entry form, and to be considered in the draw.
A.6.14. Register players

On Monday morning (Sunday pm if that is the choice) players will need to register and get their goodie bags. You may want to review rules with team captains at a short meeting before or after the opening ceremony. It can also be done during the opening welcome speech by your chairman.
A.6.15. Opening ceremony

Most minis start with an opening ceremony. A reading from scriptures, and a prayer follows a few words of welcome from the chairman. The SAGES president may add a few words. Sometimes the course is handed over by a representative of the golf club. On a Sunday afternoon you may offer a few snacks to the people present. 
A.6.16. Meeting of Branch Representatives

This meeting takes place between the NMC and two representatives from each branch. You should book a venue for that meeting. If there is no dinner on Monday evening, a few snacks for the representatives would be very welcome. Check if the NMC would like to use a  PC and video projector for the meeting.

A.6.17. Dinner on Monday night

It is a good idea to arrange a dinner on Monday night for those players and spouses who may wish to attend. It is a grand opportunity to meet with old friends. If you have a wine sponsor or some spare money, enough wine for 2 glasses per person is very welcome. Make sure there are additional bottles of wine (usually dry red) for sale.

Keep speeches short and to the point. NEVER accept an offer to be the MC from someone who likes his own voice. NEVER.
A.6.18. Prize-giving on Tuesday

Label your prizes properly. Place them in the right sequence for handing out.

Make doubly sure the results are correct before you start the prize-giving. Hand out 2 clubs from the pro shop when cards are handed in. Remember your players are keen to go home. Once everyone is out of the showers, get on with it. While you can waive the need for formal SAGES dress during prize-giving at other regional tournaments, the NMC prefers that formal dress be enforced for minis and the Nationals.
A.6.19. Handicap Updates

Make sure handicaps are correct. If possible collect handicap changes at registration, but not all persons will present themselves in person at registration. Ask the starters on Monday to verify that the handicaps captured from the entry forms are still relevant. They should pass these changes on to the data capture person on Monday morning. 
Handicaps will not change on Tuesday, even if the official handicap change becomes effective on Tuesday as the handicap stays the same for the duration of the tournament. (Note that the Nationals consist of two 2-day tournaments and hence handicaps can change from Tuesday night to Thursday morning).

A.6.20. Process and publish results

It is important that everyone understands how the winner will be determined.  
The only way to ensure accurate processing of the scores is for the player and marker to be present when the card is handed in. The shots played per hole are entered, the scores are calculated and any discrepancies can be reviewed and corrected. This process need not take more than 5 minutes per 4-ball.

At the end of the day the spreadsheet with the results can be printed and displayed. There is no reason why interim reports could be published to show results up to that time.

Please publish interim scores when suitable during the day. Players are interested in the scores of their friends and team members. At a minimum make Monday scores available on Tuesday morning. Also put up a copy at the end of the prize-giving on Tuesday.  
A.6.21. Submit a Financial Report to the NMC
As we are working with money from our sponsor, the NMC requires a financial report from the branch. Any excess revenue stays in the hands of the branch. The spreadsheet allows you to record all your financial transactions. You can then submit it to the NMC.
B. SAGES MINI TOURNAMENT MANUAL
B.1. Introduction



The mini tournament software aims to minimise errors and the amount of training needed to use the program. Written in Excel, they can be adapted as needed by users with good Excel skills.

B.2. Description


This spreadsheet processes the results of Sages minis. 

· It can handle teams of 4 consisting of 2 pairs. 

· It makes provision for up to 120 players (this can be increased if necessary) playing on one courses over 2 days, but one day events will not pose a problem.

· It calculates individual, better ball and the combined scores for 2 BB pairs in a team of 4.

· It calculates individual points scored per hole. 

· It caters for separate strokes and pars for ladies.

· It calculates the top 6 scores in each category and provides for countouts on age as the ages of individuals, pairs and teams are shown on the results.

B.3. Entering The Basic Details About Your Tournament
The heart of both systems is an Excel spreadsheet with a number of worksheets that are linked.
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The fields are colour coded. Yellow fields are protected as they contain either labels or formulas to calculate their values. Pale blue fields must be completed by the user. 

A.1.1. Setting up the tournament details

In the SETUP worksheet you must provide the basic details about the tournament and the course(s) on which it will be played. You need to indicate how many teams of 4 from each branch are participating and, in the case of the national tournament, on which courses each branch will play each day.

[image: image2.png]awe ' | GAPE MINI, ROBERTSON GOLF COURSE
DATES | 10-11 October 2011 |

HOST BRANCH |LANGEBERG





The blue coloured cells can be changed, while the yellow ones are protected.. In Row 1 enter the name of your tournament. In row 2 you enter the date and in the 3rd row the name of the branch hosting the tournament.

After that you enter the name of the golf course. From the score cards you enter pars and strokes for each hole for both men and ladies. 
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A.1.2. Entering Player Details

In the PLAYER worksheet you have to enter the details of each player.

Do this by copying the player details from the entry form onto the Player worksheet.

Send the entry form to the branches as an Excel spreadsheet and ask them to complete the blue bits and send you the completed Excel spreadsheet. You can then past the player details onto the Player worksheet and sort them by branch, team and pair.
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The sequence of players is crucial. You must enter players in order by branch, then team, then pair. The program relies on this order to calculate scores for pairs and teams. Thus Boland A team pair 1 players come first, followed by pair 2, then the Boland B team, etc. Keep teams from a branch together as the team average calculation relies on them being together

There must be full teams of 4. If the Boland D team is not complete and has only 1 pair, enter blank names for the 2nd pair.

Once the tournament has started and scores have been recorded, teams should not be changed. If a player’s name is changed on the Player worksheet, this change will be applied to the worksheets where scores are kept. So be careful about changing teams. 

B.4. Entering Scores

There are 2 worksheets for entering scores. Day1 is for scores recorded on your day 1 and Day2 for scores on the second day. If you play on only one day, you should use Day1 for your scores and keep Day2 clear. 

Enter the scores for each hole when the player hands in the card. The system will calculate gross scores (and adjusted gross scores) and individual points per player. Check if the computer agrees with the card and sort out discrepancies on the spot. 

What do you do about ringed scores? The computer unfortunately cannot handle ringed numbers. You have to add 1 to the score to ensure that the system shows zero stableford points for the hole. Check that it does happen.
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B.5. Results

Once the scores have been recorded onto Day1 and Day2 (if you are playing on 2 days), the results are automatically calculated.

Results are shown for individual medal and stableford scores, and for BB pairs and combined pairs in a team. The 6 top scores in each category are shown in the POS columns. Where two scores are the same, their positions are the same. Should the two top pairs both score 92 betterball stableford points over the 2 days of the tournament, they will both have a 1 in the POS column for pairs. Should the next pair have a 91, they will be given position 3. To find the winners, you do a countout on age. Look at the 3 columns on the right for ages.
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B.6. Financial Report
The branch is expected to prepare a budget for the mini, record expenses accurately and submit a final financial report to the NMC soon after the tournament. The whole spreadsheet can be forwarded to the national secretary as soon as all the income and expenses have been recorded.

A sample financial report in the form of an Excel worksheet is included in the spreadsheet. While the document should cater for most needs, the branch should be able to add other incomes and expenses.
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