MANAGERS DAILY DUTIES - TEMPE
First Day or before: write out game results sheets; blanks in folder in desk. (pro forma is in my documents/tournaments/blank forms/daily result sheet excel).
At start of day

Turn on Urn (or jug for small numbers)
Get games results sheets and clocks organized.

Write out Handicap & Index form

Allocate lawns if required

Put out water containers and glasses

Put out chairs as required

During day

Enter scores into computer (see note below)
For GC look at indexes to see if handicap can change. 

Wash up as required

Replenish water supplies if required

Organise subsequent rounds

Check toilet paper OK

At end of day

Send results to AAP;  refer to email ‘sent file’ for format of email. AAP address is in address book.

TURN OFF URN at power point and switch off urn

Clean up tea table

Turn off computer, disconnect ADSL. 

At end of tournament

Send email to:

David Archer, Tim Murphy, Wendy Fothergill & Peter Smith(addresses in address book)

Containing attachments: daily score sheet, grid, managers report (if one has been written). 

The computer files are stored in:

My documents/tournaments/2010/(tournament name)

This will contain:

A word document for the draw

An excel document – daily score sheet

An excel document – grid

