PSA EVENTS - THE TIMESCALE 
This checklist has been produced to cover all levels of PSA events from Satellite up to Super Series status.  This is the ideal scenario for registering an event with PSA, but more often than not these time-scales are condensed depending on when you register your tournament.  Remember, it is always advisable to register as early as possible to secure your preferred dates.
The most important thing for you to remember is that the PSA Office is always here to help you along the road to presenting a top class tournament. Please do not hesitate at any time to raise any questions or queries you may have. 
15 - 12 MONTHS PRIOR
· Tournament Date - Book dates to suit the PSA WORLD TOUR  Calendar via PSA.   (Check to avoid a potential clash with other local or international sporting events in your region as this could affect your hotel bookings and potential spectators).  TO SECURE YOUR DATES WITH THE PSA YOU WILL NEED TO SUMBIT THE TOURNAMENT CONTRACT WITH THE NECESSARY TOURAMENT FEES. 
When the event is registered with the PSA, you will receive an information package from the PSA office on various aspects of the event – this will include information on the prize money breakdown, access codes for the Promoters Area on the PSA website – this is where you can check your entries on line, useful day to day information on liaising with the PSA office.
· Sponsors - Secure sponsors.

· Venue and Courts  - Book the venue, make sure the courts are of a suitable standard for  a PSA sanctioned event – “unsealed” floors and 17” tins.  If using a portable court you will need to enquire about costs and availability.  You will need to liaise with the court provider to make sure that the court can be installed in the venue.
· Seating - If you are constructing a seated arena, it is necessary at this stage to negotiate with a seating Company.

· Television - Begin your local TV negotiations as early as possible.   Note:  all international TV rights, including satellite and video news, are owned in their entirety and managed by the PSA.  
· Hotel – Start negotiations for your tournament hotel for players, officials and press.  Try and negotiate hotel rooms as part of a sponsorship package - e.g. free rooms or at a reduced rate.
· Tournament Committee - Set up a Tournament Committee to include, Promoter, Tournament Director, Tournament Referee and local/national Squash Associations (where applicable).  This Committee to appoint the following tournament officials.
TOURNAMENT DIRECTOR - Overall responsibility for the event.

FINANCE DIRECTOR - Responsible for all tournament financial arrangements.

SPONSORSHIP/PROMOTIONS MANAGER - Responsible for the securing

of sponsorship and promotion of the Tournament in close liaison with the

Press Officer.

TOURNAMENT REFEREE - Responsible for referees & markers.

FACILITIES MANAGER - Responsible for the management of facilities during

the event.

TOURNAMENT OFFICE MANAGER - Responsible for the running of the

Tournament Office, which should be manned at all times.

TRANSPORT MANAGER - Responsible for co-ordinating transportation

of players/officials to and from hotel/venue, collection and return to Airport.
ACCOMMODATION MANAGER - Responsible for all hotel & billeting arrangements

for players and officials.

PRESS OFFICER - Responsible for liaison with local/national Press. He/she

will also liaise with the PSA Press Officer regarding international Press.  He will be responsible for submitting results on a daily basis to the PSA Media Director.
HEAD STEWARD - Responsible for appointing and managing staff to control

spectators and sell programmes.  It is important that these members of staff

remain at their designated areas throughout the tournament sessions.

ANNOUNCER - Responsible for keeping the public informed e.g.

  
commencement of matches etc.

TOURNAMENT COMPÈRE - Responsible for introducing players, conducting

interviews and introduce matches.

HOST/HOSTESS - Responsible for the hospitality of sponsors and their guests.

12 MONTHS PRIOR
· Brochure/Programme – commence the design of your brochure/programme. Tournaments are enhanced by a tournament brochure/ programme.  It is good for the sponsor and essential to involve local commerce and sporting goods manufacturers.  The type of brochure/programme very much depends on the status of the event.  Certainly major events will look to produce a “glossy” production.
· Advertising - Contact publicity/advertising companies and ask them to quote you fees for design, production and sales of advertising space in the brochure. Sales of advertising space can be a most important source of income for the
Promoter.

· Newsletter - Work closely with your local/national squash Association to prepare and distribute a newsletter informing members of the proposed event.  Remember, that you will be looking to these enthusiasts for help before and during the event and many of them will be your PAID spectators - encourage them!

· Exhibition Arena - If you wish to provide a tournament exhibition arena for local commerce and sporting goods manufacturers etc., specialist help may be required.  The specialists can plan, build and sell space with the objective of
securing a profit on the investment.

· Seating - Arena seating - a seating plan will need to be prepared in order to suit the logistics of the location.  It is important when doing the seating plan to remember not to go too close to the court as you may require space for TV and access for players, officials, referee and marker and electronic scoreboard operator.  Both TV and photographers may require access to players during their rest period between games.

· Corporate Hospitality - If you are supplying corporate hospitality and sponsors boxes, it is suggested that these be positioned at the sides of the court, leaving your prime court seating area at the back of the court, clear for ticket sales.

· Fire & Insurance - A plan of the seating and exhibition area should be presented to your Local Authority for a safety certificate.  When fire safety has been confirmed, you should obtain quotations for public liability insurance to cover the duration of the event.
Remember to seek insurance to cover the erection and dismantling of the portable squash court and to cover inclement weather if the event is to be held outside.

· Local Sponsorship & Support - Contact your local/city civic authority to get possible sponsorship and support e.g. Civic Dignatory/Personality to host press conference, TV announcement of the event.  These personalities to be involved in the promotion of the event and the presentation of any awards.  Advantages to local/city authority for Super Series events may include:

*
participation of top 32 world ranked players.

*
international TV exposure for the host local/city authority.

· Tournament Itinerary - Prepare and plan the tournament,  examples,  official dinner,

fashion show, junior clinics, doubles exhibition, amateur competition etc.

· Tournament Press Launch - Invite local and national media to an event press launch taking the opportunity to involve your sponsors, potential sponsors, city/local authority personalities, selected players and, where possible, hold the launch in the tournament  hotel.

6 - 8 MONTHS PRIOR
· Posters & Tickets - Prepare tournament posters/tickets order forms.

· Newsletter - Produce and distribute a second newsletter giving latest tournament update.

· Co-sponsors - Secure co-sponsors.
· Visas – make sure you advise the PSA OFFICE if any players need visas to get into your country.  You will need to advise PSA if the player has to get the visa himself or if you the Tournament can arrange it on his behalf.  If you are getting the visas make sure you tell the PSA when you need to have the necessary passport details.

AT LEAST 3 MONTHS PRIOR
· Player Entry Forms – this will be done by the PSA  - they will send you over a draft for you to check.  The entry form is produced from the information contained in the Tournament Contract.  The entry form has the following information - dates and venue, draw sizes, prize money, accommodation details, local taxes (if any), contact person, special conditions e.g. official functions, opening ceremonies,
visa requirements etc.  Once the details are confirmed as correct the PSA will distribute the entry form to all PSA players, via email.  Players can then enter the event on-line.
Tournament Promotion - Distribute tournament posters to clubs/other advertising outlets. Newsletter to your members - information on tickets etc
Press Information Package - Prepare new information packages - including likely player participation.

Media - Invite local media contacts (to your Club) to play some squash and to have lunch - informal press conference, distribute information packages.

Television - Keep in touch with your contacts from TV and radio - information packages.

Tournament Itinerary - Prepare and plan various receptions/functions with local authorities and/or other groups.

Brochure/Programme - Finalise the tournament brochure/programme and tickets - for printing.  This to include Player Biographies (PSA to provide), Top Seed Photographs (Super Series events receive
photos of top eight seeds free of charge), PSA message.

Transportation - Confirm transportation for players from hotel to the venue for matches etc.

6 WEEKS PRIOR
Special Guests - Send out invitations to special guests.  It is always good to invite local "sporting" personalities.

Posters - Distribute tournament poster in the city.

Media - Keep in touch with your media contacts - by feeding information of interest i.e. time schedule of all activities, people attending etc.

Photographer - Organise a photographer to attend various functions.

Player Information Sheet – the PSA will liaise with you on the production of the Players Information Sheet - this will include directions on how to get to the venue and accommodation etc.  Players will be able to access this information on the PSA website.  It is also sent to them along with the draw after entries close.
Television - Keep in regular contact with TV Companies over equipment and facilities required.

Medical - Make contact with local Doctor/Physio/Dentist to be available, if needed, during the event.

Player Package - Prepare information package for the players to be given when they arrive at the tournament hotel or tournament check-in.  The package should contain the following:

Booking system for practice courts;

Match schedules;

Transportation details;

Tournament Referee - contact number;

Payment of prize money;

Details on meetings/functions they are expected to attend;

Tournament Director - contact telephone numbers.

Press Room - Arrange Press Room facilities – make sure you have enough power outlets, phone-lines, photocopiers and of course plenty of tea, coffee etc……
ClOSING DATE FOR ENTRIES
This is usually, a minimum of 3 weeks before the start of the main draw.   The Tournament Organiser must make sure that he supplies the PSA office with the name of the wildcard and any locals, plus reserve locals, before the closing date deadline.  There can be no changes to the locals list or reserve list after this deadline.

Within about 48 hours of the closing deadline, the PSA office will produce the draw for the main draw of the event.  The qualification draw is done on-site on the first day of the qualification.

The PSA Office will post the draw on the PSA website and send it to the players, with the information sheet.
DURING THE EVENT
Official Opening - Official opening with media, tournament officials, players and sponsors - make sure everyone knows when & where this will take place.

Tournament Itinerary - Make sure your media contacts are aware of all the ancillary activities surrounding the event.

Media - Support media by organising player interviews, feature stories etc.

PSA – Email  PSA Media Director and PSA office with daily results – most important
AFTER THE EVENT 
Tournament Report - Provide the Sponsors with press cuttings, report of media exposure and other items which demonstrate that they have received their benefit entitlements.

Within 24 hours of completion of the event, provide the PSA with a complete set of results.  Also report any NO SHOWS.  If there are any Code of Conduct violations these need to be submitted within 7 days of the completion of the tournament.  If not received by then, no action can be taken on the report.

PSA Event Report – you should complete and return this within 30 days of the completion of the tournament.
Tournament Committee - It is recommended that a full debriefing meeting take place after the event to discuss any problems and consider changes for future events.  

Future Tournaments - Reserve your dates for the following year!
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