Rotary Golf Outing Procedures

Printed 12/30/2011 for editing

Please forward any omissions or additions or ideas to Mike Saigh. Thanks.

The final script will be placed on our Web Site.

1. Board approved event.

2. Reserve date with golf course one year in advance. Deposit may be required. Set

    agreements: menu, T- time, lunch time, tables and any other  set ups.

3. December early, if any raffles tickets to be sold- get License Number from State.

    www.michigan.gov/cg  Raffle form BSL-CG-1655 (RO7/06) $50 FEE.

4. After obtaining number, order 1000 raffle tickets in numerical order.  Choose printing  

    company. Currently we use, American Ink 33812 GROESBECK, CLINTON TWP, MI.

   Shannon (586) 790-2555,      shannon@americanink.biz     

5. January, begin preparing any flyers and print promotions to be used for the golf ball drop 

    and the golf outing.  January, send out first notice of golf date.  March, send out second  

    reminder.

    MAY, send out registration forms. Credit cards can now be accepted w/3% charge (be sure  

    to note this on registration) 

6. Prepare control sheet for golf tickets distributed and sold.

7. Try to get free media coverage: Local papers and Sterling Heights TV.

8. Contact City Hall, Fire and Police Departments and business to participate in golfing. 

9. Have “thank you” stickers from Rotary Club ready to put on gifts from vendors/merchants 

    donations.

10. Have thank you letters prepared to go to all – golfers, hole sign sponsors and merchants. 

11. All members should begin promoting golf in January, getting golfers, sponsors and  

     donations, etc.

12. Golfers charts – lineup in groups. (All control sheets will be posted to our web page.)

13. Golf assignments.

14. Obtain free rounds of golf from Golf Club. – 6- foursomes with cart. 

 15. Have gifts set up for giveaways.

16. Video of golf ball drop.

17. Send in Raffle report to State. 

18. P & L statements after golf outing.

