Home Tournament Checklist

Tournament Coordinator to enlist additional parents to help out with the following duties.  Please add items to the list as needed, for future reference.  As well, add contact information associated with this list.

Tournament Payment – Ensure that your tournament ice and referee payment is submitted within 48 hours of accepting the tournament spot.

Tournament Sanction Number – Apply for tournament sanction number with Hockey Calgary.  Ensure you quote the tournament sanction number in your invite letter.  Inform your League chair of your tournament.

Referees – Book referees for the tournament as soon as possible, payment for referees must be made at time of accepting tournament spot.

Invite Letter – Set up letter, and forward to tournament coordinator to send to invited hockey teams.

Business Donation Letter – Set up letter, forward copies of letters to each parent involved to send out to companies approached to donate items to our tournament.

Trophies/medals – Will be in charge of ordering trophies, dog tags, medals, or toques for teams. Will need to get together with Tournament Coordinators/Team Manager before ordering.  Find out cost or get estimates from supplier(s).  Communicate with supplier to ensure product will be ready when required.  Ensure that deadline date is at least 3 business days before tournament.

Samples:
Ellert’s Trophies, Canuck Amusements, Better Awards
Program – Edit, print program.  See if a parent can get it printed at work for free, or take the completed programs to Staples and collate and staple programs.  80-100 # of programs required.  Ensure that there are enough for each player to take as a souvenir.
Game Poster – Construct a large poster with game times and chart game wins or losses for all teams and scores and goal differentials.  During games record scores by all teams on poster and in a team copy of the program.
Game Banner – Cost out a team banner, and add in all sponsor names for our tournament. (optional)
Music – Find out if we can use the Audio System at each individual rink.  Let Team Manager and Tournament Coordinators know.  Find out what media can be used at the rinks, cd’s/ipods, etc.  Rent equipment as needed.
Snacks – Will need to contact various vendors to get donations.  Find donations from Safeway, Co-op, and Wal-Mart, Superstore, for water, juice, snacks or gift cards to purchase snacks for all players after every game.
Gift Bags – Will need to contact various vendors for gift items, and/or price out items for gift bags.  Ensure you have enough to cover all players, and a couple extra due to any last minute changes in rosters.

Heart & Hustle Awards – Will need to contact various vendors for awards, or price out prizes.  Hockey sticks for MVP players from each team for each game, 16 items required.

Raffle License – Apply and complete documentation for raffle license.  Print tickets through Ticketmaster, or local printer.  Record and distribute to team for sale prior to the tournament.

50/50 Ticket Sales – Apply and complete documentation for 50/50 license.  Organize volunteers to sell 50/50 tickets during all games.

Raffle Sales – Organize volunteers to sell any extra Raffle Tickets during the tournament.  Make a poster for the raffle outlining prizes and draw date, time.

Game Volunteers – Organize volunteers to play music, scorekeeper, timekeeper, penalty box, etc.

Stickers – Stickers for gift bags…

Special Gift – Create a special logo for the team t-shirts or practice jerseys for give-aways at tournament for all players.

Photographer – Look into bringing in a photographer to sell their pictures from the tournament.

Extras – 
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