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Volunteer Committee Opportunities

• Tournament Director:  Ryan McGinnis

• Administrative 

• Alumni 

• Contests / Events 

• Financial 

• Food / Drinks 

• Hole Sponsorship 

• P/R 

• Registration / Setup & Take Down

• Silent Auction / Raffle 
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Parent Volunteer Signup        

 

Committee Members Needed (name, e-mail, and phone) 

Tournament Director 1. Ryan McGinnis, rmcginnis@kimberly.k12.wi.us, 570-3369 

Administrative 1. 

2. 

Alumni 1. 

2. 

3. 

Contests / Events 1. 

2. 

3. 

Financial 1. 

2. 

Food / Drinks 1. 

2. 

3. 

Hole Sponsorship 1. 

P/R 1. 

2. 

Registration / Setup 1. 

2. 

Silent Auction / Raffle 1. 

2. 



 

 

    Tournament Director Checklist 

 Duties Timeline Completion 

√ Select date, time, and golf course 12 months prior √ 

√ Choose a Format 12 months prior √ 

√ At March 8 baseball meeting, include golf registration (color 

code paper?) and hole sponsorship in packet 

6 months prior  

√ Give Administration committee member registration forms Ongoing  

√ Post scores Day of event  

√ Supervise the day’s events Day of event  

    

    

    

    

    

    

    

    

    

    

    

    

    



 

 

Administrative Committee Checklist 

 Duties Timeline Completion 

√ Collect registration forms from KHS Ongoing  

√ Send out e-mails in advance to golfers with agenda, raffle 

items, and silent auction items so the golfers come prepared 

One month prior  

√ Create registration spreadsheet for check in/registration 

committee 

  

√ Write thank you notes Follow up  

    

    

    

    

    

    

    

    

    

    

    

    

    

 



 

 

Alumni Committee Checklist 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 



 

 

Contests / Events Committee Checklist 

 Duties Timeline Completion 

√ Select contests and events (putting, longest drive, straightest drive, 

closest to the hole, longest putt, closest to the par 3, #11hole (3 

baseball player volunteers) 

6 months prior  

√ Get prizes if needed for contest and events (Countryside provided 

free golf tickets.  Get a sponsor (Walmart?) for the hole #11 contest prize - GPS 
Ongoing  

√ Confirm contests with golf course 2 days prior  

√ Place contest markers on holes Day of event  

    

    

    

    

    

    

    

    

    

    

    

    

 



 

 

Financial Committee Checklist 

 Duties Timeline Completion 

√ Set a preliminary budget 12 months prior  

√ Finalize budget 6 months prior  

√ Money boxes and change 2 days prior  

√ Collect money from silent auction, raffle tickets, cookout, etc. Day of event  

√ Pay bills Follow up  

    

    

    

    

    

    

    

    

    

    

    

    

    

 



 

 

Food / Drink Committee Checklist 

 Duties Timeline Completion 

√ Decide on food menu and vendors to work with Nine months prior  

√ Finalize food and beverage (Countryside) Six months prior  

√ Solicit dessert donations from senior baseball players One month prior  

√ Solicit snacks for during silent auction from sophomore 

players 

One month prior  

√ Get three to five volunteers to serve food One month prior  

√ Confirm food and beverage One month prior  

√ Order bagels, buy coffee One week prior  

√ Transport grill from KHS to Golf Course Day before event  

√ Food servers Day of event  

√ Have bagels, cream cheese, orange juice (volunteers pick up), and 

coffee (Countryside gets ready) by registration time (Two dozen bagels for 

15 foursomes, Two gallons of o.j) 

Day of event  

    

    

    

    

    

    

    

    



 

 

Hole Sponsorship Committee Checklist 

 Duties Timeline Completion 

√ Players sell hole sponsorship (hole sponsorship form in March 8 

baseball meeting packet) 
6 months prior  

√ Order signs from RJ Marx 2 weeks prior   

√ Pick up signs 2 days prior  

√ Confirm hole sponsorship forms with hole signs (make sure all 

sponsors are getting a sign) and then deliver to KHS 

2 days prior  

√ Put up sponsor signs (two people each in two carts before 

golf – 7 a.m. setup) 

Day of event  

    

    

    

    

    

    

    

    

    

    

    

    



 

 

P/R Committee Checklist 

 Duties Timeline Completion 

√ Design entry form (already designed for 2010)  √ 

√ Announce golf outing date (golf registration form in March 8 

baseball meeting packet) 
6 months prior  

√ Distribute entry forms, posters (different colored paper to 

track where golfers found out about outing?) 

3 months prior  

√ Publicize in newspaper, radio, TV, school newsletter, KASD 

website, e-mail to captains from last year 

2 months prior  

√ Distribute flyers at football games 1 month prior  

√ Prepare printed material (rules, cart sheets, silent auction sheets, raffle rules) 2 days prior  

    

    

    

    

    

    

    

    

    

    

 



 

 

Registration / Setup & Take Down Committee Checklist 

 Duties Timeline Completion 

√ Get volunteers to work registration/raffle tables One month prior  

√ Get a volunteer photographer for day of event One month prior  

√ Assemble goodie bags for golfers Days before event  

√ Set up registration (tables for registration, dessert, snacks, and 

raffle boxes) 
Day of event  

√ Instruct volunteers on instructions, and have instructions 

written out and visible for any events (raffle tickets, silent 

auction, etc…) 

Day of event  

√ Register, collect money, give instructions to golfers Day of event  

 Clean up site (get volunteers) Day of event  

    

    

    

    

    

    

    

    

    

    



 

 

Silent Auction / Raffle Committee Checklist 

 Duties Timeline Completion 

√ Collect silent auction items (work off of prior year’s list of donators) 6 months prior  

 • Baskets by class (senior, junior, sophomore, freshman) 

• Baskets for kids 

  

√ Display auction items Day of event  

√ Emcee the silent auction Day of event  

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 


