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3Ï ÔÈÅÙȭÖÅ ÍÁÄÅ ÙÏÕ ÔÈÅ 'ÏÌÆ %ÖÅÎÔ 0ÌÁÎÎÅÒ ÆÏÒ ÔÈÉÓ ÙÅÁÒȢ .Ï× ×ÈÁÔ ÄÏ ÙÏÕ ÄÏȩ  
 
$ÏÎȭÔ ×ÏÒÒÙ - what might seem like a daunting task (bringing a large number of people 
together for golf, a fantastic meal, prizes and contests) need not be difficult.  You ÄÏÎȭÔ ÈÁÖÅ 
to be an experienced golfer to run an outstanding golf event.  All it takes is some advanced 
planning and the foresight to use the planning tools that will be at your disposal.  
 
This manual will provide you with some basic guidelines on how to approach planning for 
your golf outing, as well as a schedule and task list to guide you through the entire process.  
Most golf tournaments can be staged by a relatively small group of individuals with the 
ÈÅÌÐ ÏÆ ÔÈÅ ÇÏÌÆ ÃÏÕÒÓÅȭÓ staff.  The following information will be invaluable in helping you 
treat your group to an unforgettable day of golf hospitality.  
 
Perhaps one of your best, earliest actions should be to contact the golf event experts at The 
Ridge at Manitou Golf Club.  Having planned and executed numerous events from golf 
ÔÏÕÒÎÁÍÅÎÔÓ ÔÏ ×ÅÄÄÉÎÇÓȟ 4ÈÅ 2ÉÄÇÅ ÁÔ -ÁÎÉÔÏÕȭÓ team is your trusted, one-stop source for 
ÖÉÒÔÕÁÌÌÙ ÅÖÅÒÙÔÈÉÎÇ ÙÏÕȭÄ ÐÏÓÓÉÂÌÙ ÎÅÅÄ ÆÏÒ Á ÓÕÃÃÅÓÓÆÕÌ ÇÏÌÆ ÏÕÔÉÎÇȢ  
 
Your golf outing: an overview  
 
A typical day-long golf outing involves 32 to 144 players with 18 holes of golf.  The start 
time of your event will range from 9 am to 1 pm and will be discussed with The Ridge at 
Manitou staff.  Plan for 4 ½ to 5 hours of actual golf, with most outings followed by a 
cocktail hour and then dinner.  Registration usually begins an hour and half before the 
shotgun start time, and many events choose to serve either breakfast or lunch to golfers 
ÂÅÆÏÒÅ ÔÈÅÙ ÈÅÁÄ ÏÕÔ ÆÏÒ ÔÈÅ ÄÁÙȭÓ ÒÏÕÎÄȢ  Lunch can also be served while golfers are on the 
course playing.  
 
As the golf event planner, most of your work will be completed well in advance of the 
outing.  /Î ÔÈÅ ÄÁÙ ÏÆ ÔÈÅ ÅÖÅÎÔȟ ÙÏÕȭÌÌ ÇÅÔ ÐÌÅÎÔÙ ÏÆ ÈÅÌÐ ÆÒÏÍ ÔÈÅ ÇÏÌÆ ÃÏÕÒÓÅ ÓÔÁÆÆȟ ×ÈÉÃÈ 
will be more than happy to take many details off your list, including all matters pertaining 
to the actual golf competition.  
 
One of the pleasant surprises about staging a golf outing at The Ridge at Manitou is how 
ÈÅÌÐÆÕÌ ÙÏÕȭÌÌ ÆÉÎÄ ÏÕÒ ÐÒÏÆÅÓÓÉÏÎÁÌ ÓÔÁÆÆȢ  We participate in the planning process and are at 
your beck and call on the actual event day.  
 
9ÏÕȭÌÌ ÈÁÖÅ Á ÇÒÅÁÔ ×ÏÒËÉÎÇ ÒÅÌÁÔÉÏÎÓÈÉÐ ×ÉÔÈ ÏÕÒ %ÖÅÎÔ 4ÅÁÍȟ ÔÏ ÔÈÅ ÐÏÉÎÔ ×ÈÅÒÅ ÏÎ ÔÈÅ 
day of your event, our golf staff will almost seem like part of your own event staff.   Good 
golf courses put a high value on building a spirit of teamwork among their golf staff.  Thus, 
ÙÏÕȭÌÌ ÆÉÎÄ ÔÈÅ ÓÔÁÆÆ ÁÔ The Ridge at Manitou extremely attentive to your needs and very 
adaptable to the inevitable last-minute changes that are typical to golf events.  Late changes 
are par for the course and we simply roll with the punches.  
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Second Step: Choosing a Golf Course  
 
Your next task is deciding which golf course is appropriate for your group.  Does the course 
have the type of food and beverage facilities that can provide your group with the type of 
service that you would want your guests to receive?  One of the most important factors in 
the decision process is the experience level the course staff has in organizing and executing 
golf events.   
 
What is the goal of your golf event?  )Æ ÉÔȭÓ Á 
charity event where players are asked to 
make a fairly substantial donation to the 
cause by competing in the event, your best 
choice might be one of the -ÕÓËÏËÁȭÓ more 
prestigious courses.  Likewise, if the event is 
designed to award a group of employees for 
doing a good job, you might want to make 
sure that you utilize a first class golf course 
with first class amenities.  In both cases, The 
Ridge at Manitou is an excellent choice!  
 
Keeping in mind that there will be players at your event with a wide range of golf 
experience, the actual topography and layout of the course might have an impact on your 
choice.  The best choice for a golf outing is a course that will provide a challenge to the best 
golfers, yet still allow inexperienced players a chance to navigate their way around the 
course with the least amount of difficulty.  Although The Ridge at Manitou may be 
challenging from the championship tees located farthest back, most will offer a variety of 
easier playing yardages via our forward tee decks.  A course with wider fairways is much 
more playable for the average golfer and will not intimidate those with little golf 
experience.  

 
Remember, the goal of most events is to 
have fun so choosing the appropriate 
yardage and course set-up will go a long 
way in maximizing the enjoyment of all 
players.  As part of the planning process 
our team will recommend a suitable course 
set-up to align with the overall event goal 
while still giving players an award winning 
golf experience.   
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Come visit the Club and take a tour of our  award winning cours e & clubhouse 
 
When you begin to make telephone calls to 
inquire about golf course availability, make an 
appointment to come out and see our Club 
firsthand.  When making an appointment for 
your first visit, ask for an on-site golf course 
ÍÅÅÔÉÎÇ ×ÈÅÒÅ ÙÏÕȭÌÌ ÈÁÖÅ Á ÃÈÁÎÃÅ ÔÏ ÉÎÓÐÅÃÔ 
the course for yourself.  Once you get there, 
ask the various staff members about the 
ÃÏÎÄÉÔÉÏÎ ÏÆ ÔÈÅ ÃÏÕÒÓÅ ÁÎÄ ÙÏÕȭÌÌ ÆÉÎÄ ÐÌÅÎÔÙ 
of people willing to provide thorough 
feedback.  
 
Take a golf cart out on the course, with a golf course representative, and notice the 
condition of the greens.  Are they green and lush or do you see large bare or brown spots.  
If cost is a concern, playing in a transitional season (spring or fall) can often keep the 
overall price down.  There are many other routine things you will want to check on with 
regard to the course.  
 
9ÏÕȭÌÌ ÎÅÅÄ ÁÔ ÌÅÁÓÔ ÏÎÅ ÇÏÌÆ ÃÁÒÔ ÆÏÒ ÅÖÅÒÙ Ô×Ï ÇÏÌÆÅÒÓ in your event.  The Ridge at Manitou 
has a fleet of 70 EZ Go power carts, equipped with automatic braking systems that are safe 
for everyone to operate.   
 
What about golf club rentals f or those in your event who might not be bringing their 
own clubs?  The Ridge at Manitou offers high quality club rentals at a rate of $35/person. 
 
Are there locker rooms or changing facilities available? Yes, we offer complimentary 
lockers for the day for your guests.   
 
Are practice range balls included in the fee?  Yes, depending on the size of your group 
we will either allow your guests to drive to the practice area themselves or a shuttle service 
will be provided.   
 
What is your budget?  
 
When establishing a budget for a golf event, remember that depending on the number of 
guests you may be charged either on a per-person or flat fee basis.  This cost per golfer 
includes the green fee (the cost of actually playing the course) and a cart fee (the cost for 
renting each golf cart).  Some courses may also tack on an administrative fee of some sort 
that handles the various details of the golf event, including bag handling, preparation of 
cart signs, scorecards, and scoring the tournament.  At The Ridge at Manitou these services 
are all included at no additional charge! Costs for golf will vary and will depend on factors 
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such as month, day of the week, and time of day when the event will start.  Typically events 
held on weekdays are less expensive than those conducted on weekends. 
 
Food and beverage is usually calculated separately, at a cost per person.  If you plan to 
provide a meal either before or after your event, your choices are endless, beginning with 
something as inexpensive as a boxed lunch that includes sandwich, drink, energy bar and 
whole fruit all the way to an elegant 5 course meal or buffet.  
 
Because many events are played in the afternoon, a great number of tournaments choose to 
serve a fantastic dinner later that evening that will coincide with a prize ceremony, silent 
auction, entertainment or presentation.  Ask the course representative what the more 
popular food and beverage items are and whether they can accommodate buffet or plated 
meals.  If there will be a number of speeches or presentations a plated meal may work 
better than a buffet as all guests will remain seated during the presentation and give their 
full attention to the speaker rather than walking to a buffet table.  If the event is more of a 
networking or social gathering a buffet meal may work best allowing guests to interact as 
they navigate around the room.  
 
Will you want to serve a boxed lunch or a continental/full breakfast to golfers before the 
round?  Will your organization be paying for any items purchased from the on course 
beverage carts or halfway house?  What about beverage tickets so that your guests will not 
have to fumble for change during the round?  These are some of the other costs to be 
considered in a golf event budget.  
 
What kind of prizes will you have and will you have to purchase them or will they be 
donated.  Many golf tournaments, especially those run for a charitable purpose, contact 
various businesses for donations of prizes.  
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Additionally, you can work with the particular golf course to purchase prizes from their 
Golf Shop whether its gift cards, golf passes, equipment, golf balls, or apparel.  Another 
consideration is whether you want to offer a gift to each player when they register on event 
day.  The options are endless and the team The Ridge at Manitou is happy to source a wide 
variety of products which are sure to please.  
 
¶ Key Golf Outing Budget Items  
¶ Greens fee and cart fee  

¶ Food and beverage (pre-event)  

¶ Food and beverage (post-event)  

¶ Drink tickets or Hosted on course food and beverage  

¶ Prizes (trophies, gift certificates, products)  

¶ Printing (brochures, posters, banners etc.)  

¶ Dedicated website outlining event information  

¶ Transportation to and from the event  

¶ Insurance for high visibility hole-in-one contests  

¶ Player gifts  

¶ Rental Clubs (Cash & Carry Vs. Master Bill)  

¶ Volunteer Meals  
¶ Signs and banners to recognize tournament sponsors  

¶ Clinic or lessons conducted by a PGA of Canada 
professional prior to tee off  

 
The number of items in your budget will vary depending on the size of your event and how 
big a splash you want to make with participants, clients, customers and the other groups 
who attend the event.  You can offset some of these costs through donations from various 
businesses, including the selling of individual hole sponsorships.  "ÕÓÉÎÅÓÓÅÓ ×ÉÌÌ ȰÂÕÙȱ Á 
particular hole when they make a donation for the tournament or to help a designated 
charity.  Hole signs are produced and they are placed at each hole to recognize that 
ÃÏÍÐÁÎÙȭÓ ÐÁÒÔÉÃÉÐÁÔÉÏÎ ÉÎ ÔÈÅ ÏÕÔÉÎÇȢ  
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Food and Beverage 
 
A traditional part of a golf outing is extending 
the best in hospitality to your guests in the 
form of outstanding food and beverage 
service. Often, this starts with a breakfast or 
lunch upon arrival, where guests can enjoy 
either a light or more satisfying meal before 
spending up to five hours out on the golf 
course.   
 
 
Once playing golf, beverage service is a must, especially since your guests will likely be out 
there for a number of hours and sometimes the weather can be warm. You may want to 
consider purchasing drink tickets for your guests, so they can exchange tickets for their 
beverages on the golf course without having to produce money, get change and take up 
valuable time that could be better-spent playing golf. Many golf outings provide two or 
three drink tickets to each golfer when they check in.  
 
 
After 18 holes of golf most golfers are ready to 
relax and enjoy a great meal. We offer a 
variety of menu options that are sure to please 
and match your interests and budget. All of the 
menu packages at The Ridge at Manitou are a 
la carte allowing you to create a customized 
and memorable meal experience. Prepared 
fresh and in house all of our culinary offerings 
are of the utmost quality.  
 
 
Many events will have guests that have specific dietary requirements ranging from 
allergies, vegetarian, vegan, or gluten-free. We offer meals appropriate for any restrictions 
or requests.  
 
Signing the Contract  
 
Once you decide on the golf course, choose your food and beverages options and settle on 
the actual time of your event, the golf course will draw up a contract that will list all the 
elements of the event. This will give you a chance to review all of what you have discussed, 
and it provides a for a written agreement that the golf course will reserve the particular 
date on your behalf and agree to deliver the food and beverage and other services that you 
request.  
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Guarantee of playersɀ Once you have signed the contact, we will require that by a certain 
date ɀ usually three weeks to a month in advance of the event ɀ you guarantee that you will 
pay for a certain number of players on the day of the event. This is so we can order the 
proper amount of food for your group and to avoid any last minute changes that could 
adversely affect club staffing or food and beverage service.  
 
Getting the Word Out  
 
A key component of planning for a golf outing is informing your potential guests about the 
event. Since golf outings are all-ÄÁÙ ÅÖÅÎÔÓȟ ÉÔȭÓ ÅØÔÒÅÍÅÌÙ ÉÍÐÏÒÔÁÎÔ ÔÏ ÐÒÏÖÉÄÅ ÙÏÕÒ ÇÕÅÓÔÓ 
×ÉÔÈ ÁÔ ÌÅÁÓÔ ÓÉØ ÍÏÎÔÈÓȭ ÁÄÖÁÎÃÅ ÎÏÔÉÃÅȢ )Æ ÔÈÅÒÅ ÉÓ Á ÈÕÇÅ ÄÅÍÁÎÄ ÆÏÒ ÓÐÏÔÓ ÉÎ ÙÏÕÒ 
tournament, you may have to start the process even further in advance.  
 
For your first announcement of the event, using a simple news item or press release listing 
ÔÈÅ ÎÁÍÅ ÁÎÄ ÄÁÔÅ ÏÆ ÔÈÅ ÅÖÅÎÔȟ ÔÈÅ ÌÏÃÁÔÉÏÎȟ ÓÔÁÒÔÉÎÇ ÔÉÍÅ ÁÎÄ ÌÉÓÔ ÏÆ ÔÈÅ ÄÁÙȭÓ ÁÃÔÉÖÉÔÉÅÓ ÉÓ 
appropriate. Distribution can be via e-mail, social media, and company newsletter or via 
regular mail. 
 
Approximately three to four months in advance, plan to follow up with a second 
announcement ɀ this could be a formal invitation ɀ that includes a registration form, 
whether online or conventional. It is important to remind guests to register early as spots 
may fill up quickly. Reminder messages are also a good idea as many guests may forget to 
register due to hectic everyday lives.  
 
One month in advance, plan to follow up with another news item about the golf 
tournament, as well as send out a confirmation letter/e -mail to those who have already 
signed up. Providing each participant with a confirmation and itinerary in advance helps to 
ensure maximum participation and enjoyment of all guests.  
 
Your response would typically include the following items:  
¶ Directions and contact information to the club 

¶ Day of itinerary including: opening times for player registration and practice 
facilities, event start time, cocktail reception, and dinner & awards ceremony  

¶ Golf course and/or event requirements i.e.: 
dress, shoes and alcohol on the course  

¶ Any pre-event opportunities ɀ including 
clinics, lessons and/or other activities  

¶ An indication of any post-golf contests  

¶ services and amenities offered by the club 
including locker rooms, full-service Golf 
Shop  

¶ Any other pertinent information about the 
day  
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What if it  rains?  
 
Every golf outing must have a plan in place for inclement weather.  As much as we all like to 
think we can predict the weather and even though we may be scheduling during the 
ÓÕÍÍÅÒ ÍÏÎÔÈÓȟ ÔÈÅÒÅȭÓ ÁÌ×ÁÙÓ Á ÃÈÁÎÃÅ ÏÆ ÒÁÉÎȢ  While it is possible to play a tournament 
in light rain, no one likes to be out there in a steady downpour.  The worst enemy of the 
golfer is lightning.  At the slightest hint that lightning is in the area, we require golfers off 
the course to avoid the chance of injury. 
 
Registration Desk  
 
7ÈÅÎ ÇÏÌÆÅÒÓ ÁÒÒÉÖÅ ÁÔ ÙÏÕÒ ÏÕÔÉÎÇȟ ÙÏÕȭÌÌ ×ÁÎÔ 
to have a centralized place where they can 
check in, meet their playing partners, learn 
their starting  hole and pick up any 
tournament brochures/information. The 
Event Organizer and his/her volunteers 
usually man this table.  
The registration desk is also an excellent place 
to hand out pre-tournament gifts and 
distribute box lunches. It goes without 
questiÏÎ ÔÈÁÔ ÉÆ ÔÈÅÒÅȭÓ Á ÐÒÅ-tournament 
lunch being served in the club itself, the most 
likely place for the registration table is very 
near where the lunch is being served.  
 
Starting Format  
 
Depending on the number of guests there are two methods to start the event ɀ a Shotgun 
Start or Tee Times.  
 
In a shotgun start  all players will start and finish at the same time and is highly 
recommended if the event has a food and beverage component before and/or after play. 
Groups are spread out throughout the course to begin on different holes at the same time 
(i.e. Hole 1, 2, 3 etc). Full field events will use all 18 holes (ie. Two groups starting on every 
tee ɀ 1A, 1B, 2A, 2B etc.) with smaller groups starting in a Modified Shotgun format. A 
member of our team will assist you with assigning starting holes for groups to promote 
efficient pace of play.  
 
In a tee time start  all groups will start from the 1st tee only and usually go off in 10 minute 
increments (i.e. 10:00, 10:10, 10:20 etc.). This starting format works well for events with 
smaller fields that have no food and beverage components planned.  
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Choosing a Playing Format  
 
Selecting an appropriate format is one of the more important decisions you make in 
organizing your golf event. The format and scoring of your event should reflect the abilities 
of the majority of your guests, not just a small group. Your objective should be to provide a 
ÆÏÒÍÁÔ ÔÈÁÔ ÅÖÅÒÙÏÎÅ ×ÉÌÌ ÅÎÊÏÙ ÁÎÄ ×ÈÅÒÅ ÔÈÅÒÅȭÓ ÆÁÉÒÎÅÓÓ ÉÎ ÃÏÍÐÅÔÉÔÉÏÎ ÒÅÇÁÒÄÌÅÓÓ ÏÆ 
their golfing ability. The playing format will also play a vital role in the amount of time it 
takes to complete the round.  
 
Whichever format you decide to use it is critical that 
your golfers are aware in advance of the format and 
scoring system used. This avoids any confusion 
prior to, during and after your event when you have 
a clear message to provide as golfers register for 
your event. Prior to starting play our Director of Golf 
will make a short announcement highlighting the 
format, contests, course orientation, and daily cart 
rules. This announcement period is also a great 
opportunity for the event host to welcome the 
group.  
 
After play is complete our Golf Operations staff will collect all scorecards and compile a 
scoring summary sheet outlining pre-determined winning teams, on course contests etc.  
3ÏÍÅ ÐÏÐÕÌÁÒ ÆÏÒÍÁÔÓ ÁÎÄ ÓÃÏÒÉÎÇ ÓÙÓÔÅÍÓ ×ÅȭÖÅ ÅØÐÅÒÉÅÎÃÅÄ ÁÒÅ ÌÉÓÔÅÄ ÂÅÌÏ×ȡ  
 
Scramble  
 
The format of choice for the majority of corporate and charity golf events, regardless of 
field size. It requires a foursome to play as a team. In a scramble all four players hit their 
tee shot and the group selects the best positioned shot. All four players then hit the next 
shots from that location and continue in this fashion until the ball is holed. Teams record 
the team score on the customized scorecard provided.  
 
This format allows all golfers, of all skill levels, to enjoy a full round without over-
concerning themselves with personal performance. By fairly organizing the foursomes the 
competition will be evenly balanced, fun, low pressure and proceed at a fairly quick pace. 
Handicapping is not required because this format provides much lower scores than stroke 
play.  
 
You may consider customizing your scramble format further by adding rules requiring the 
use of one or more tee shots from each member of the team, to encourage contributions 
from all players and prevent one player from dominating a team.  
 


