KSMGC TOURNAMENT PROCEDURES FOR CHAIRMEN (Home and Away Tournaments)
The following guide is provided for use by Tournament Chairmen to ease their task in a uniform manner.
GETTING STARTED:
Forms are Located on website under Chairman can be downloaded and filled out on your computer
for subsequent emailing and printing. (Registration Sheet and Group Pairings Form)
1. Tournament Registration Sheet: Provided on our website and used to record entries in order received. Player name, amount paid, side games entered, check number and any special request are recorded. Confirm checks have accurate information date, amount and are signed.
2. Pairing Sheet: Provided on our website and used to assign pairings and starting times. To assist the chairman in creating pairings, handicaps are also provided. (ksmgcgolf.com)
3. Handicap Indexes of each player can be found under Chairmen on the club website if needed*.
Procedures:
1. As you receive entry forms, make sure required entry fees are included, and begin completing the Tournament Registration Sheet. Note the partners column if requested. Continue completing the registration sheet until the tournament deadline passes. 
2. Initial pairings should be prepared at least 9 days prior to the tournament date (note: for some away tournaments, initial pairings may need to be prepared earlier than 9 days prior to the tournament date). The Tournament Chairman should be placed in the 2nd or 3rd group to allow him to complete his tasks.
3. If there is a need to add late entrants to fill out a foursome or replace a cancellation, the tournament deadline may be extended at the discretion of the Chairman.
4. Adjustments may be made to the pairings before the actual Tournament date. It is essential that Knollwood CC receives the initial pairings nine days before the tournament so they can reserve the number of tee times that will be required.
5. Email or text a copy to the Home Tournament Director and Knollwood GC. (See notifications list below).
6. Send a copy (email or text) of the Pairing Sheet to the Scoring chairman and Treasurer so they may be posted on golfgenius.com and on our website, ksmgcgolf.com. (See notification list below).
7. Be sure to let scorer know which “C” Flight Players checked the box on the entry form to play from the white tees.
8. Suggestion: if you wish, you may fill out the Knollwood scorecards with names and handicaps for each pairing.  However, this is not a requirement.
Tournament Day: Home Tournament: Chairman is responsible for:
1. Give a copy of the Pairing Sheet to the course starter in Pro Shop.
2. Set up the Closest-To-Pin markers and the 50/50 drawing marker (can be found in the KSMGC locker below the bulletin board in Pro shop) with sheets provided by the scorer; give them to the first group to be put on the par 3 greens.
3. Assure that each group has two score cards. Preprinted score cards will only be available for partner and special tournaments at Knollwood (e.g., 2- and 4-man scrambles, partner better ball).
4. Notify, or arrange for notification to, the last group to pick up the CTP Markers and 50/50 Marker at the end of the tournament.
5. Prior to tournament give the entry checks and a copy of the Tournament Registration Sheet to the Treasurer or other member responsible for collecting the entry checks.
6. Collect all the scorecards at the end of the round (one per group pairing).  Ascertain that individual hole scores are accurate and legible (if not have the affected player correct their score). Make sure scorecard is signed by all members of the group.
7. NOTE on each scorecard the TIME it was submitted to the chair or scorer. Groups have 20 minutes to submit their scorecard following the previous group’s scorecard submission. (See Pace of Play Procedures)
8. Collect all the CTP markers and return them to the KSMGC cabinet in the Pro Shop. Ask starter for key.

Tournament Day: Away Tournament: Chairman is responsible for:
1. Give a copy of the Pairing Sheet to the course starter in Pro Shop.
2. Obtain from Pro Shop and Set up the Closest-To-Pin markers with sheets provided by the scorer; give them to the first group to be put on the par 3 greens.  Important note: There are only 4 CTP holes at away tournaments regardless of the number of par 3 holes at an away course.  Chairman must decide which 4 holes are to be used for CTP. Also, there are only 4 CTP awards (all handicaps play for same award unlike home tournaments where there are low and high handicap awards). 
3. Assure that each group has two score cards. Preprinted score cards will usually not be available for away tournaments.
4. Notify, or arrange for notification to, the last group to pick up the CTP Markers at the end of the tournament.
5. Prior to tournament give the entry checks and a copy of the Tournament Registration Sheet to the Treasurer or other member responsible for collecting the entry checks.
6. Collect all the scorecards at the end of the round (one per group pairing).  Ascertain that individual hole scores are accurate and legible (if not have the affected player correct their score). Make sure scorecard is signed by all members of the group.
7. NOTE on each scorecard the TIME it was submitted to the chair or scorer. Groups have 20 minutes to submit their scorecard following the previous group’s scorecard submission. (See Pace of Play Procedures)
8. Collect all the CTP markers and return them to the Pro Shop. 

Pace of Play Procedures:
If ANY group submits their scorecard to the Tournament Chair/ Scorer later than 20 minutes after the previous group, the following should be conducted to determine if a penalty of two (2) strokes per player should be applied to the group.
1. If the group has completed their round within 4.5 hours this penalty will NOT apply.
2. If the group submits their scorecard between 21 minutes to 30 minutes after the previous group, then a warning MAY be given to the group by the Chair/Scorer and advised that a penalty may be applied for any future late submissions.
3. If the card is submitted 30 minutes or more following the previous group, the Chair shall inquire from the group members as to why they are late. If there is a legitimate reason(s) for the late submission (cart broke down, injury or illness occurred, etc.) then the Chair can waive the penalty and nothing further is required.  If the excuse is NOT considered valid, then the group SHALL be informed that a penalty of 2 strokes will be added to the score of each player in the group.
4. The penalty of 2 strokes SHALL be added to the gross score for Hole #18 for each group player. 
5.  The Tournament Scorer and either the Home Tournament Chairmen or a member of the KSMGC Board SHALL immediately be informed of the penalty being applied and to whom.
6. Members of the group SHALL be advised that they can appeal the penalty application but must do so immediately to the Tournament Committee (which consists of the Tournament Chairman, Rules Chairman and Scorer).
6. A final decision will be made by the Tournament Committee, and its determination will be relayed to the group involved. No further appeal may be made. 
7. The Tournament Committee may contact the Rules Chair for any questions or clarifications.
Tournament Policies:
1. A member may select one person to play with in a tournament.
2. Foursomes are not permitted to enter as a group (unless tournament warrants it).
3. Special requests are honored where it is reasonable to do so.
4. New members without an established handicap may play in a tournament but are not eligible for prize money.
5. Home Tournaments: A member may cancel up to 9 PM the day before a tournament. There are no refunds for no-shows.
6. Away Tournaments: A member may cancel before the cut-off date indicated (usually 2 weeks) before the away tournament. There are no refunds for cancellation requests after the cut-off date or for no shows on the day of the tournament.
7. Non-members are not allowed in tournaments except for member-guest events.
8. Associate Members must pay an additional $5 to enter a tournament. 



Notifications List:
Scorers:
Mike McGann, mcgannm@aol.com 
818-317-9042	
Steve Burhans, burhansfamily@ca.rr.com 
661-877-2608
Steven Skinner, delmar5050@yahoo.com
805-585-6853
Neil Beckenstein, zardoznab@gmail.com 
818-360-4858
Bill Lehr, bill.lehr@icloud.com
805-432-5407
Treasurer:
Gordon Seaberg, audiygod@msn.com 
818-620-7400
Knollwood C.C.:
proshop@knollwoodgc.com
818-363-8161
Brian Carrico, bcarrico@knollwoodgc.com
818-363-8161
Brian Esquivel, besquivel@knollwoodgc.com
818-363-8161
Home Chair:
Any Halani, athalani@gmail.com
818-800-2632
Away Chair:
John Nguyen, johnsautobody888@yahoo.com 
818-261-9842
Rules Chair:
Peter Hong, peterhong628@gmail.com
818-970-5651 (for Rules guidance)

* If handicap indexes or handicaps are needed contact Handicap Chair: Hewitt Hornbeck,
willsowo@aol.com   818-368-3964	
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