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The SMGA Event Chair Check List 

Å¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘŜ 9ǾŜƴǘ /ƘŀƛǊ /ƘŜŎƪ [ƛǎǘΣ ƻǊ ά9/ /ƘŜŎƪ [ƛǎǘΣέ ƛǎ ǘƻ ǾŜǊƛŦȅ ǘƘŜ 
parameters associated with an SMGA Event and to get both the Host Club and 
the SMGA on the same page. 

ÅMuch of the information for the EC Check List can be found on the SMGA Web 
site, but sometimes changes have been made to an Event (e.g., the Format, 
{ƘƻǘƎǳƴ ǾǎΦ ¢ŜŜ ¢ƛƳŜ ǎǘŀǊǘύ ǎƻ ƛǘΩǎ ŀƭǿŀȅǎ ǿƛǎŜ ǘƻ ǾŜǊƛŦȅ ǇŀǊǘƛŎǳƭŀǊǎ ǿƛǘƘ ǘƘŜ 
Tournament Chairman in advance and then with the Host Club Pro. 

ÅIf there are changes to Event particulars from what is posted on the SMGA 
Web site, please inform Fred McNamee (smgahhita@yahoo.com) and Dick 
McCusker (dickster@hargray.com). 
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Go to the Web Site ς smgahhi.com 
Hover your cursor over Forms and Click on Event Chair List (.pdf) 
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And the EC Check List comes up! 

You will fill in the areas in blue 
shaded areas. 
 
¸ƻǳ ǿƛƭƭ ǘȅǇŜ ƛƴ ǎƻƳŜ άŦƛƭƭ ƛƴǎΦέ  
 
¢ƘŜǊŜ ŀǊŜ ǎƻƳŜ άŦƛƭƭ ƛƴǎέ ǘƘŀǘ ƻŦŦŜǊ 
drop down choices ς you will 
select Yes or No; or Credit, Debit or 
Check. 
 
You can also complete the EC 
Check List on a paper copy and 
then fill it in electronically at 
home.  
Å.ǳǘ ōŜ ǎǳǊŜ ǘƻ ƎŜǘ ǘƘŜ tǊƻΩǎ 

signature on the paper copy. 
Å Then just put the signature in as 
κ{κtǊƻΩǎ bŀƳŜ ƻƴ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ 
version. 
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hwΧ 
Save the EC Check List to YOUR laptop. 
Or save the EC Check List file you were 
emailed. 
 
Bring your laptop to your meeting with 
the Pro. 
 
Fill out the EC Check List with the Pro in 
real time. 
 
Save the EC Check List as a file such as 
ά9/ /ƘŜŎƪ [ƛǎǘ-Event 3-DƻƭŘŜƴ .ŜŀǊέΦ 
 
Send that file out to the relevant SMGA 
Officers and the Pro. 
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You should complete the EC Check List at 
least 30 days before your Event. 

Contact the Pro and arrange a meeting. Face to face is preferable, but if you have a 
ƎƻƻŘ ŀǎǎƻŎƛŀǘƛƻƴ ǿƛǘƘ ǘƘŜ tǊƻ ŀƴŘ ƘŜΩǎ ǿƻǊƪŜŘ ǿƛǘƘ {aD! ōŜŦƻǊŜ ȅƻǳ Ŏŀƴ ƘŀǾŜ ŀ 
phone conversation.  

The EC Check List has four parts. 
 

Event Set Up 
 
  
 

Tournament Day Needs and Course Set-Up 
 

 
 

How does SMGA pay? 
 
 

Sign Off 
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Part 1 ς Setting up the Event 
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Part 1 ς Event Particulars 

Most of the Set-Up 
information can be 
found on the SMGA 
Web site.  
 
Cursor over Event 
Information.  
 
Cursor over Events 
Remaining. 
 
Click on Complete 
Event Schedule. 
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Part 1 ς Event Particulars 
IŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ŀ ǇƭŜǘƘƻǊŀ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩƭƭ ƴŜŜŘ ŦƻǊ ǘƘŜ 9/ /ƘŜŎƪ [ƛǎǘ ς 
Å Event Number, Date, Course, Event Format, Start Time, Handicap % for players, 

Maximum Number of Players, the Registration Dates, and who the Event Chairmen are 
and their phone numbers. 
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