GUIDELINES FOR ORGANIZING LAGT
LADIES ASIAN GOLF TOUR (LAGT)
GUIDELINES FOR ORGANIZING COMMITTEES
The Organizing Committee is possibly advised to observe the following guidelines in 

organizing the tournament as a part of  LAGT.

1. GOLF COURSE & FACILITIES
(1) Confirm arrangements for the necessary facilities of the golf course to include : -

Monday

–  practice round (if possible)

Tuesday     
–  practice round

Wednesday  
–  Pro-Am Tournament 

Thursday    
–  1st day championship

Friday       
–  2nd day championship

Saturday     
–  Final day championship

             Under the golf course’s convenience, tournament can be scheduled from Wednesday to Friday. The pro-am is preferred to be held before the tournament, not after the 

tournament.

(2) Practice range -
practice balls in good condition to be provided for the players to practice before or after the round.

Cost of the balls to be negotiated for the players (i.e. the first bucket shall be complimentary or all with free of charge by ball sponsor )
Practice putting green – to have sufficient cups

(3)  Locker room facilities and golf club storage to be provided.  Especially, enough number 
      of ladies toilet rooms are to be provided.

(4) Golf Course Furniture –➀main score board ➁signs ➂half-way leaders’ score board 

➃mobile leaders’ board on the final day ➄hole-in-one sign boards ➅sponsors’ banners ⑦LAGT 
(5) Drink hut facilities during practice & tournament days

(6) Security

2. TOURNAMENT PREPARATIONS 
(1) Prepare Condition of Play (local rules) for both Championship and Pro-Am – general rules is as LAGT Tournament Rules.

Amateur cut-off should be specified before the first round starts – same as pros’.

Make allowance for players to hit one extra shot on practice rounds.

Pro-Am format to be standardized, i.e. best ball to count for team’s score.

(2) Course preparation – distance and par

Set up a challenging course between 6,000 and 6,500 yards or suitable distance for 

professionals.   Specify distance marker to be used.

  
Recommended yardages are: Par 3 – under 210 yds     

                                                              Par 4 - between 211 – 400 yds

                                                              Par 5 - between 401 – 575 yds
 (3) Course markings – OB, GUR, water hazards, etc.- supply pains to TD
(4) Scorecards – To be printed for Pro-Am and Championship.

             Handicap index and Best-Ball column to be provided on Pro-Am scorecard.

(5) Volunteers – Marshalls, Starters, Scorers, Markers, Scoreboard-attendants, Rules

(6) Radio communications

(7) Crowd control – hand signs / ropes

(8) Mobile leaders’ boards for last 3-4 groups on the last day. 

(9) Pin placement sheet to be made out separately for each day, including Pro-Am day.

Pin positions to be measured in yards from the front edge of the green and from left or 

right edge of the green nearest to the pin position.

Greens can be represented by a circle or by an accurate shape, if practical.

       (10) Caddie vests and golf bag panels with corresponding players’ code numbers.

    
(Suggest 200 to cover Pro-Am day as well)

    
Use contrasting colors for the caddie vests for best visual effect.

(11) Caddie assignment - to be well informed to the players how / where the caddie is 
assigned.  Player’s private caddie shall be allowed in advance declare.
(12) Fore caddies to be provided where necessary.  Caddies to be instructed to rake   

sand bunkers around the greens.

(13) Local Rules to be printed & distributed in Japanese, English, Korean and Chinese if available 

(14) Clear procedure regarding signals to be used in case of rain delay, lightning and 
 cancellation to be given out and the evacuation plan, too.
(15) Pro-Am format of play to be clearly explained.

    

Use championship tee marker for professionals / men amateurs and red marker for 
amateur ladies.

    
Tee markers on practice and Pro-Am days shall not differ from more than 3-club length in distance from the spots on tournament days.

(16) Current list of approved balls & conforming Driver to be provided at the starter’s desk.  Players are to declare their balls before starting.

(17) Caddie fees to be fixed by the Organizing Committee plus tipping advice. Clear information how the players pay the caddie fee – to the club, to the organizer, or to the caddie.
              The tournament entry fee shall be collected  by LAGT
Three days’ caddie fees (for practice day, first round, second round and final round is separate) to be collected in advance, and unused caddie coupon should be refunded to players.—one of the procedures
The caddie fee of Pro for the Pro-Am day shall be borne by the Organizer and USD100 subsidy shall be given to the pros when she returns the score card
(18) Receipt books for the tournament entry fee (provided by LAGT) and four days’ caddie 
fees. 
 Receipt books for prize moneys with the tax deduction.

(19) See the LAGT Membership Guidelines for procedures on the draws for the first  two 
rounds.

Draw sheet should contain the date, players’ code & nationality and last round’s score,     

if applicable.
(20) Draw for third round – see the LAGT Guidelines 

In case of ties, the last round’s score to count for better placing, but if still tied, a player holing out earlier to have a better placing.

             From the first tee, better scores shall start later, but from the tenth tee, the 

better scores shall start earlier.

              All amateurs within the cut-line of the professionals should be allowed to play 
on the third round and the Organizing Committee can add some more amateurs to play
in the final round.

The Organizing Committee shall be recommended to select at least two amateurs for the 
final round to determine the best amateur prize.

       (21) Starting times can be planned from both tees.

               With the maximum field of 150, it is suggested that play start in two sessions – in 

 the morning 7:00 a.m. and in the afternoon 12:00 p.m. if the weather condition allows.

 On the final round, threesome shall be recommended, while other rounds can be in 

 Foursome, if practical.
       (22) The modified penalty for failure to start on time to apply – see Rules of Golf 6-3.

               The Starter shall announce the player to report to the starter’s table 10 minutes before
 her starting time.

(23) Players’ meeting with the tournament director, Tour director and tournament 
officials may be arranged in the evening after the official practice round to explain the local rules and answer players’ queries. – if necessary
       (24) Information desk with interpreter for English, Japanese, Korean and Mandarin.

 (25) Press interview area to be arranged for leading scorer each day.

       (26) First-Aid facilities as from the practice day, if practical.

       (27) Arrange working area for LAGT’s staff with electric outlet.

              Arrange an internet  line for the LAGT staff’s use.

       (28) Over 16 pars rules on the first round shall be applied under the approval of TD
3. TRANSPORT / ASSISTANCE ON ARRIVAL AND DEPATURE 
(1) Players should be met and assisted upon arrival and departure in group.

Golf bags and luggage should be transported separately by trucks. Special care to be given to avoid damage to golf sets on loading and unloading.

(2) Transport from Airport – Hotel and Hotel – Golf Course to be provided by the Organizing Committee throughout.

Bus timetable should be posted at both the hotel and the golf club. Provide players with at least one hour warming up time before the tee off.

Some notice sign is to be put up on the buses to enable golfers to get on the right buses from the hotel.  Sufficient number of buses to be arranged to correspond with players.

Allow adequate time for airport check in upon departure.

(3) Information counter or board at the Airport should be used to leave messages or information for the players in the event that some of them arrive individually at odd hours and are not personally met.

(4) Provide necessary assistance to obtain the entry visa for some players.

Invitation letter from the Organizer is to be issued upon the player’s request for reference.

4. ACCOMMODATION 
(1) Hotel accommodation at the most attractive rates to be negotiated by the Organizing 
Committee on the conditions that the hotel will also provide the following in return; -

1-1. welcome cocktails / dinner
1-2. press conference

1-3. complimentary rooms for the LAGT staffs
1-4. hospitality suite to be manned by committee members for distribution of 

information, draws, results, prize moneys, etc.

1-5. meeting room facilities for players’ meeting.
(2) The Organizing Committee to advise information on accommodation to the LAGT Chief Commissioner by his requesting deadline, so that all necessary expenses can be included  
in the players’ guide.

(3) Hotel selected for accommodation may have IDD facility as well as swimming pool, coin laundry facility, super market at or near the hotel for players’ convenience.

(4) Players’ information board should be updated and well located at the lobby floor of the hotel.

(5) Group check-in and early settlement of bills should be arranged to avoid unnecessary delay upon departure. Remind the players to also settle their mini-bar, phonecall account before departure.

(6) The Organizing Committee should assign a Hospitality member to coordinate 

requirements with the LAGT Chief Commissioner.

5. SOCIAL FUNTIONS
The following social functions are suggested. However, it is up to the local Organizing 

Committee to plan suitable events.

(1) Press Conference  -  to be held preferably on Monday or Tuesday afternoon at the 
Hotel with key members of the Organizing Committee, selected lady pros from different 

countries and LAGT’s officials present.  A main sponsor also should be invited.

It is advisable to invite the hotel’s management and the golf course management to the 

press conference to publicize their co-operation.

(2) Welcome Cocktails / Dinner  -  to be held on Tuesday evening.  The guest list should 
include all members of the Organizing Committee, Pro-Am participants, the press, main & 

local sponsoring companies and supporters, golf course’s officials, advisers, volunteers 

and players.

When it is held on a different day, the alternate day shall be Wednesday after the Pro-Am, but the dinner shall be recommended to start from 6:00 PM and be closed at 8:00 PM.
(3) Prize presentation  -  to be held  right after the final round at the Golf Club – around 3:00 p.m..  The prize presentation of the Pro-Am event should be separated from that of the main tournament.
Invitations should be sent to VIPs.  Local sponsoring companies and those on the guest         list for the Welcome Cocktails.  Remind the top three winners, top amateur winner and other special prize winners to be present.

· The VIPs from the main sponsor should be invited to hand a prize to the winner at the ceremony.
· The Organizing Committee of the final venue of the Tour must schedule for the presentation of the Order of Merit prize if any to the winner  
(4) Social function prior to tournament day should not be held up too late time as players 
need their rest for the following day’s play.  Up to 8:30 P.M. shall be recommended.
(5) Name tags for players should be durable to last the whole week.

6. PUBLICITY / P.R.
To ensure maximum benefits for the sponsors, the following should be done;

(1) Logo for The Main Sponsor
The LAGT logo can be substituted for the main overall sponsoring Company. Otherwise the Company Logo of the Main sponsor can be also attached.

The official tile of the Tournament is “ Ladies Asian Golf Tour　XXXX Open ” which can be

put  after or front of the LAGT title, .

(2) Poster  -  to be printed and displayed to publicize the event as widely as possible.  The official LAGT logo shall be used throughout the Tour in all countries.  The artwork can be done locally.  The Main Sponsor is to be prominently publicized.  
(3) Invitation cards  - to Welcome cocktails / prize presentation and / or to watch the 
tournament to be printed.
(4) Press releases  - to be made occasionally to build up the local interest and awareness. Topics may include local sponsors and supporters, VIPs to join the Pro-Am and profiles on the players which will be provided by the LAGT.
(5) Press interview should be arranged each day for leading players.
(6) If practical, a brief introduction of players should be announced before teeing off.
(7) Souvenir Programme  -  to include in the book; -
6-1 book cover  -  name of the LAGT title and the official LAGT Logo 

Main sponsor’s logo must be printed on the cover page.  However due to the country’s circumstances, it may be also acceptable that the logo will be printed inside on the “title page”. 
6-2 Co-Sponsor’s advertisement  -  The advertisement for the Co-Sponsor must be 
printed on the inside back cover, if any. 

6-3 Message – from the main sponsor ,other VIPs and LAGT’s representative
6-4 Schedules of Ladies Asian Golf Tour for the year & timetable of local event.  Include which leg for each venue and introduce the history of the LAGT.
6-5 Conditions of Play  

Refer to the items on “TOURNAMENT RULES” in the LAGT Official Website at 
http://www.lagtpro.com
6-6 Acknowledgement for support and contributions
6-7 Course layout and scorecard yardage.
6-8 Hole-by-hole descriptions (optional)
6-9 Local Rules
Refer to the items on “TOURNAMENT RULES” in the LAGT Official Website.

6-10  Information for spectators (optional)

6-11  Advertisement


       Certain sponsors to get one page free advertisement in the book. 

6-12 Information for players (optional)

It must be distributed and posted on board at the hotel and the golf club preferable in all languages, i.e., Japanese, Korean and Chinese.
(8) Photographer  - to be on hand to take photos at social functions and at the pro-am tournament.  Souvenir copy of the photos taken should be given to the participants and local sponsors.
(9) T.V. Coverage  -  optional
(10) Banner  
The sponsors’ banners shall be entitled to display on the course.  However, it is up to the mutual agreement between sponsors and organizer who will pay the cost when the 

wooden advertising board is to be produced.
Those banners should be displayed on the course on Monday or Tuesday.
(11) Score-board

The logo of The LAGT, The Organizing Golf Association, The Main Sponsor, Co-Sponsor and any other local sponsors must be put on the main scoreboard.
(12) Display at the social  functions ( backdrop )
The logo of The LAGT, The Organizing Golf Association, The Main Sponsor, and any other local sponsors must be put on the backdrop of the social function.
(13) Scorecard 
The logo of The LAGT, The Organizing Golf Association, The Main Sponsor,  and/or the name of other local sponsors may be put on the scorecards.
7. Budget Fund (standard)
(1)  Sanctioning cost

The Organizer should pay 5% ( or minimum US$10,000 flat ) of the prize money to the LAGT as the sanctioning fee ..  
     (2)  Tournament entry fee
The players should pay U$100, U$150 or the amount decided by the LAGT to enter the tournament.  This shall be the LAGT’s fund.

    (3) Levy
    LAGT shall deduct 5% levy from the players’ earnings which can be the LAGT’s fund. 

However, when the prize money is directly paid by the organizer to the respective players, 
some portion ( not more than 2% ) of the levy shall be referred to the bank charge for the 
remittance.  

(3)  Minimum prize money

The minimum tournament prize shall be U$100,000 excluding pro-am or hole-in-one prize. The pro-am prize generally of U$5,000 shall be equally divided by the pro-am participating pros ( generally USD100 each )

The fund of the prize money must be guaranteed to LAGT by the authorized body in advance.

8. PRIZE & SOUVENIRS

(1) The Challenge Cups are to be arranged – one for the Champion and one for the Amateur winner.  Only a symbolic prize to be given away to the champion.

If the champion is an amateur, both Challenge Cups should be presented to the amateur champion while the top prize money shall be given to the top pro(s)..

(2) Prize Moneys  -  Empty envelopes are to be given to the top three professional winners at the ceremony.  Actual payment can be made afterwards. A  mock-up bank cheque to the first winner will help the ceremony show-up more.

(3) Pro-Am Tournament prizes are to be provided by the Organizing Committee at its discretion.  However, for the professional players, the following prize distribution shall be recommended;

In the case that the Pro-Am prize fund is U$5,000,

3-1. all the fund shall be equally divided by the participating professionals as the 

appearance fee.
3-2. the caddie fee on the pro-am day shall be paid by the Organizer.

3-3. the team prizes shall be symbolic or a small souvenir.

In the case that the Pro-Am prize fund is U$10,000,

3-4. That half of the fund shall be equally divided by the participating professionals as the appearance fee.. 

3-5. the rest of the fund can be used as the individual prize money and the team prize 
  
     Money to the pro only.

3-6. the distribution schedules shall be at the Organizer’s discretion. 

(4) Prize for the lowest score of the day may be raised from local sponsor.  Suggested amount shall be US$400 each day.

(5) Hole-in-One prizes may be arranged with the local sponsors.

(6) Course record prize may be arranged with the local sponsor or the golf club.  This prize is optional.
(7) Order-of Merit prize 
If any. 
(8) Souvenirs.

For all volunteers and players may be arranged by the Organizing Committee.

(9) Tax deduction   
Prize moneys won by the professionals must have the income tax deducted and receipt issued.
Prize money should be wired to the respective winners through the bank within 7 days 
after the tournament. The gross fund should be sent to LAGT one month before the tournament.

.

(10) Pro-Am Prize Money  –  may be given out after the event, when they return the 

scorecards, to help the pros who may be in need of ready cash.

 Reserved pros to be selected and be paid as well.
9. PRO-AM TOURNAMENT
(1) General format is for 3 amateur guests to play with one pro, to make up a team, with the best score to count.

(2) Entry fee paid by the guests can be determined by the Organizing Committee.

(3) The main sponsors, and the local sponsors & supporters are to be 

invited to play in the Pro-Am. The number of teams required is to be confirmed under the 
separate correspondence.

The Main Sponsor shall be given suitable spots as the pro-am participants free of 

charge, and this allocation can be transferred to other affiliated companies of them.

(4) The VIP and the LAGT representatives can be invited to play in the Pro-Am as the guests of the Organizing Committee.

(5) Sponsors’ pros, if any, are automatically included in all Pro-Am’s.

(6) Selection of pros will be based on the current or previous year’s Order of Merit.  The rest will be chosen by the host country in consultation with the LAGT.

In principle, the pro-am limit is set at 50 players, including sponsor’s invitees. Two or three pros are to be named as standby reserve in case of sudden cancellation and they should be given a token allowance for the day.

(7) Include procedure to be followed in case play is stopped due to darkness or bad weather.

10. GENERAL
(1) Local Sponsorship  
The Organizing Committee is allowed and encouraged to obtain minor sponsors locally to raise additional fund for prize moneys and the running of the tournament.  Publicity returns should be confirmed to local press release, ad in the souvenir book and banner display on the golf course, social invitation & Pro-Am.

(2) Major local sponsorship
      The major local sponsor can be entitled to put the sponsor’s name with the tournament 

      title before or after the country name when its sponsorship is similar to the Main 

sponsor’s. The Organizing Committee must obtain the approval from the LAGT  in 
advance in this case.

(3) The Main Sponsor  -  should be given maximum P.R. benefits such as the name of the 
Tournament, poster display, advertisement in souvenir book, scorecard, caddie vests, scoreboard heading, banner or billboard display on the tee ground of the 1st & 10th holes as well as Pro-Am invitation in the number agreed on.

(4) Amateur entries
   
  The number of entries for amateur ladies should be decided by the Organizing   

     Committee. In principle, the number from overseas amateurs shall be not more than two 
per each nationality.  Local amateurs can be more privilege to play. Cut-off mark should be 
announced in advance.

(5) Official Air Carrier
      Any airline can be the Official Carrier or a local sponsor and the return benefit can be 

separately discussed. 

      (6)  LAGT Contribution  

             The Organizing Committee shall be responsible for the following arrangements  

for the LAGT’s delegate (if present) during the tournament week. 

·  rooms at the official hotel

· Expenses for meals

· Local daily transportation between the hotel and the course

· Any other expenses for him (them) to overlook the tournament.
· Standard of LAGT staff allocation is separately attached
11. PLAYERS’ INFORMATION

The following information will be needed by the LAGT Chief Commissioner to advise the players as far in advance as possible.

The Organizing Committee to advise ;

(1) Tournament title, if the major local sponsor’s name to be put on.

(2) Dates of the tournament & the pro-am event

(3) Dates of social functions to attend

(4) Name of embarkation/disembarkation airport
(5) Name & address of the golf course

(6) Name, address & the prices of the official hotel

(7) Currency exchange rates

(8) Income tax table

(9) Dress requirement, if any, 

(10)Caddie fee and suggested tipping

(11)Practice ball facilities 

(12)Meals and method of payment for food & drinks at the club, at the hotel including the types of credit cards.
(13)Local information & necessary phone numbers

In addition to the above, the Organizing Committee shall provide the following information 

during the tournament:
(1) Bus transport schedules to be provided

(2) Airport tax for departure

(3) Tipping and misc. charges

(4) Condition of Play for Pro-Am

(5) Pro-Am tournament details, i.e., selection of pros, prizes and tournament day, if not on Wednesday

(6) Condition of play on practice rounds

(7) Flight confirmation assistance
(8) Name & contact addresses of Tournament Committee in charge of hospitality and other arrangement

(9) Insurance

(10)Interpreters & translation to Korean, Chinese and Japanese

(11)Medical facilities for emergencies and accidents

12. TIMETABLE OF EVENT PLANNING 
(1) 4 months before – sign the contract with the organizer
(2) 3 months before – Details on golf course, hotel addresses, room rates, prize money, caddie and practice ball fees, etc., to be sent to the LAGT Chief Commissioner.

(3) 2 months before - information to be updated and sent to players by the LAGT Chief Commissioner through the respective professional associations or directly upon their requests.
(4) 1.5 month before – All sample artworks / P.R. materials from the LAGT for the souvenir book to be sent to all Organizing Committee for local preparation.

(5) 1 month before – guarantee the prize fund
(6) 1 month before – pay the sanction fee

(7) 1 month before – List of entries received to be circulated to all Organizing Committee. Personal data & photos should be provided

Airline bookings to be confirmed by the LAGT Chief Commissioner
Hotel room requirements to be advised to the Organizing Committee
Prize money fund from sponsor to be sent to LAGT (one month before the tournament) otherwise procedure of the guarantee
13. INSURANCE COVEDRAGE
LAGT require promoters to provide umbrella liability coverage for anything that goes on at the course...spectator injury, player injury, officials injury, negligence of officials for not reading the weather correctly, etc. 

For the transport that would normally be separate, if buses we should make sure that the bus/van company has proper insurance. If we can get the promoter to get coverage on that, that would be best. If we can't and want to be careful we should clearly advise players that transport is an optional benefit and LAGT assumes no liability for the performance of the transport company.
ANNEX

SCORE BOARD ADMINISTRATION by LAGT SCORE TEAM
1. on course reporter every 3 holes (or more if they are available). 

2. Radio communication for reporter

3. Local staff at the scoring room (for getting the score from reporters 

on course)

4. Laser Printer / spare ink (toner) / papers

5. a computer (desktop or laptop) setting up in their television control 

room for running a live scoring

 

Generally, local staff would like us to print a leader board scoring for their scoreboard operation for every 5 minutes which seems very waste of papers.  We would suggest them to use radio communication to update score board instead.

STANDARD SIGN BOSRDS

1. gate

2. main scoreboard
3. mobile scoreboard  last 3 groups on the final round
4. hole number at each tee ground
5. back drop for welcome party, press conference, prize giving

6. various information such as scores, tournament office, notice and others

7. sponsor’s logo on 1st tee, 10th tee, 9th green and 18th green

8. LAGTlogo 1st tee and 10th tee
PRINTING MATERIALS
1. score card  900 ~ 1,000 sheets

2. poster   500 pcs

3. programme   1,000 pcs

4. name card on the official’s cart, press cart, TV cart, VIP cart

5. pro-am invitation card

6. ID card

7. Parking card

8. Admission ticket, if any

9. Draw sheet

OTHERS

1. Caddie bibs    150 pcs

2. trophy
LAGT OFFICIAL LOGO
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LAGT ADVERTISEMENT LOGO ( optional )
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