SAMPLE TOURNAMENT TIMELINE

1 month prior to State deadline for Application to Host



Arrange for Referee Assignor

T minus - Eight Months - Arrange a Master Tournament Binder for all information on the Tournament.



Form Tournament Committee

Work on finding sponsors for your tournament; think about an equipment supplier (sponsor)

Advertise Tournament - Soccer America & etc.
Create T-shirt design

Review Tournament Rules and decide on deadline


T minus - Seven Months - Generate the following forms:

Invitations - Design and Printing or Copy

                        Information letters:

Acceptance Letters

            
Schedule Packets - even though you do not have schedules

Pre-order T-shirt forms

T minus - Four to Six Months - Do the following:



Mail out Invitations



Generate a letter to go out to potential advertisers for your Program or Banners

Arrange blocks of rooms at area motels for out of town teams

Call coaches within your club to call teams that they would like to play.

T minus - Two Months - Do the following:

Need to arrange medical personnel.

Need to decide on design for medals or pick out plaques/trophies.

Need to get prices for game balls or arrange for ball sponsor

Need to get prices for tents for the tournament site

Need to get prices for golf carts

Need to get prices for portable toilettes (if needed)

Arrange or get prices for field marking (if needed)

Arrange for concessions (if needed)

T minus - Five Weeks - Do the following:



Deadline for Entry



Finalize Brackets – Call to find any teams needed



Get prices for printing or copying of the programs



Get door prizes or coaches gifts for team check-in or coaches meeting (if you want)

T minus - 30 days - Do the following:



Send out Acceptance Letters – Include the following:

Complete Tournament Rules

Date and time of any Coaches Meetings or Check-in

Requirements for Check-in

Other items listed in rules

Deposit team checks

Order Tournament T-shirts

Need to order game balls or get them from sponsor

Need to order tent(s) for the tournament site, we recommend separate tents for Headquarters and Referees

Need to order golf carts

Arrange for cellular phones or walkie-talkies for communications  (if needed).

T minus - Three Weeks - Do the following:

Do schedules

Create Master Schedule

Finalize advertisements for programs  (If any)

Take programs to printer or copy center

Give rough draft of schedule to Referee Assignor – at least give them days & hours of play

Need to solicit volunteer workers for:  

Check-in (Before and at tournament)

Tournament  (Tent, Field Marshals, set up flags for tournament - each day)



Create volunteer duties

T minus - Two Weeks - Do the following:



Send out Schedule Packet - including


Schedules

Map of game sites




Reminder of Coaches Meeting or Check-in




Requirements for Check-in




Weather Procedure or phone number



Master schedule to Referee Assignor and Concessionaire



Order portable toilets

T minus - One Week - Do the following:



Arrange or make Scoreboards



Check on mowing and marking schedule

Have game cards printed and fill out



Prepare check-in books or sheets

Create labels to put on player passes  (Labels).

Generate signs for check-in.

Double check on everything above to make sure things is ready!

T minus - four to five days - Do the following:



Get volunteer list

Pick up all items (Programs, medals, walkie-talkies & etc.)



Pickup food for referees or volunteers



Pre-ordered t-shirts packaged up.



Get change for T-shirts sales or concessions (if needed)



Arrange supplies for check-in and tournament

T minus - one day - Do the following:



Make sure fields are ready



Make sure tents are up

The morning of the Tournament – do the following:

Checklist:
All game cards filled in.

Game Balls pumped up.

Check-in supplies.

Need to check in teams who did not make Thursday.

T-shirts for sale.

Walkie-Talkies and cellular phones.

Don’t forget to charge them at night.

Pre-Tournament supplies and items 



Corner flags put out on fields in mornings.



Scoreboards put up.



Games balls and game cards for day given to referee coordinator.



Change for T-shirts and concessions (if needed)



Volunteer list and duties



Enjoy the games – it is down hill from here

Tournament activities:

Tent volunteers:

Show where t-shirts and money are, know how to get a hold of you if needed, Put together a tournament protest committee 

Field Marshall volunteers  (If some volunteered).

Each should have a walkie-talkie, if possible, divide up fields evenly between them to cover, call in problems to headquarters, call in for medical person.

Fill in Scoreboards

Referees or referee coordinator will turn cards in, update scoreboard with the scores, keep scores in backup book

End of day activities:

Corner flags picked up off the fields after last game each day: (if needed)

Get all game balls from referee coordinator.

Put golf carts in a secure place – take keys out

Take down scoreboard (if needed)

Put remaining t-shirts away.

Semi-final and final games:

Fill in semi-final game cards.

Fill in final game cards.

Bring trophies and medals for final games.

After Tournament:

Return everything to which you borrowed it from.

Evaluate the tournament for recommendations.


Pay Referee within two weeks


Prepare Post Tournament Report – needs to be to the state office within 30 days


Send out Thank You Letters to all coaches who participated

Page 15

