Workplace Golf Tournament Planning Guide
Overview
A golf tournament is a great way to engage employees, customers, vendors, and community partners while supporting your United Way campaign. This timeline can be adjusted to fit your organization's needs. Although many companies hold the event during their workplace campaign, it can be scheduled at any time of year.
12 Months Before the Event
Select a golf course and reserve a date. Popular golf courses book well in advance, so secure your preferred date as early as possible.
Identify several possible dates before contacting the course.
9–12 Months Before the Event
Recruit a planning committee of at least six employees.
Determine sponsorship levels and the maximum number of teams.
Decide what is included with registration, such as meals or drink tickets.
Develop a sponsorship packet or promotional flyer.
Establish an event budget.
6 Months Before the Event
Schedule regular planning meetings.
Determine who will be invited, including employees, vendors, and customers.
Set up event registration.
Choose tournament contests and awards (longest drive, longest putt, winning team, beat the pro, etc.).
Plan additional fundraising activities such as a silent auction, bucket raffle, or 50/50 raffle.
Identify donated and purchased raffle items.
Create a detailed event schedule.
Confirm speakers, emcee, and company representatives.
1–3 Months Before the Event
Begin soliciting sponsors and team registrations.
Follow up with potential sponsors as needed.
Finalize the event program.
Collect sponsor logos and marketing materials.
Order sponsor signs.
Finalize the menu with the golf course.
Secure auction and raffle items.
Recruit event volunteers.
2–4 Weeks Before the Event
Finalize golfer registrations and team assignments.
Provide the final attendance count to the golf course.
Confirm meal counts.
Confirm speakers and presentation schedule.
Prepare prizes and awards.
Assign volunteer responsibilities.
Purchase raffle tickets.
Day Before the Event
Deliver signage to the golf course.
Print name tags, registration lists, programs, auction forms, raffle descriptions, and pricing information.
Prepare raffle containers, cash boxes, and supplies.
Day of the Event
Have volunteers arrive at least 30 minutes before registration opens.
Set up auction and raffle displays.
Welcome participants and review tournament rules.
Take photos throughout the event and thank participants.
Prepare the dinner and awards area before golfers return.
Clean up following the event.
After the Event
Send invoices to unpaid sponsors, if needed.
Send thank-you messages to sponsors, volunteers, and participants.
Submit donations.
Hold a debrief meeting to evaluate the event.
Reserve the golf course for next year, if applicable.
Need Assistance?
United Way staff are available to provide guidance throughout the planning process. Contact Amanda Flannery for support with planning, logistics, and event resources.
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