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SECTION 1
INTRODUCTION
The purpose of this document is to offer some helpful advice on the planning, organising and promoting of a PSA Tour Event.  The document is only a guide and the PSA recognises that events will have vastly different cultural and sponsorship requirements.

The advice is taken from many sources and the recommendations are largely the result of the experiences of many PSA Tour Promoters.

We hope that you find some of the advice useful in your quest to promote a PSA Tour Event.
THE PSA TOUR
The PSA Tour is the official World circuit for Men's Professional Squash.

The Tour is played all year around.

The Tour is organised at different levels:

World Open

Super Series Silver, Gold, Platinum

Star Series

Satellite Series
THE SUPER SERIES
A group of high profile squash events with minimum on-site prize money of $60,000 (U.S).  These events have to have Television and are therefore included in the PSA TV series.

THE STAR SERIES
Tournaments with on-site prize money of $10,000 (U.S.) or more and forming the backbone of the World Professional Circuit.  Many of these events are also challenging for Super Series status.

THE SATELLITE SERIES
Tournaments with on-site prize money of less than $10,000 (U.S.) and creating the first opportunity for the aspiring player to enter onto the World Tour.

THE PROFESSIONAL SQUASH ASSOCIATION (PSA)

· The Professional Squash Association (PSA) represents the World's top 350 squash players from the five continental regions of the world.

· The PSA was formed in 1992 from a merger of the International Squash Players Association (ISPA) and the North American organisation, World Professional Squash Association (WPSA).

· The PSA is responsible for the organisation and co-ordination of the Men’s World Squash Circuit. 

· The PSA is responsible for the issuing of the Men’s World Rankings.


SECTION 2

SPONSORSHIP/PUBLICITY/PROMOTION
SPONSORSHIP
All potential Sponsors will want to know the benefits they can enjoy from supporting your event.  Make sure that you understand their marketing strategy and be sure that you know what benefits they expect in return for their investment.

Sponsor Priorities may include:

· Access to the media (Press and Television).

· An opportunity to entertain present and potential customers in the informal atmosphere of a sporting event.

· Promotion of products and services.

Above all else - ensure that you can meet the Sponsor's requirements and do not make promises that you cannot fulfil.

TELEVISION
Most Promoters believe that television is of benefit to their event but it may not be essential in securing the Sponsorship.  If television is essential then the following points may assist you in presenting your case to the local TV Station:

· The event will include many International players.

· There will be the opportunity to produce a feature programme on the Club/Association or Sponsor.

A WORD OF WARNING - Events may have to pay for television coverage and the real skill is to persuade both the Sponsor and TV Company to commit to the event long before it is due to take place.

· Contact the TV Company as soon as possible (12-15 months prior).

· See them in person.

· Find out under what conditions they will televise squash e.g. the event is seen to be of National importance;  the World Champion will be present;  the event may appeal to the "target audience" of the TV Channel.

· Make sure you have a contact person.

· Feed him regularly with squash information e.g. the growth of the sport, who plays, the background to the event, a profile of the average squash player.

· Once you know the requirements of TV you can place an attractive presentation for your event.

· Feed the TV Company with good film examples of squash events and the necessary technical advice.

WEB STREAMING
In 2005 we saw the launch of a pioneering new service by PSA and Horizon Software for world-wide squash fans.  Fans can enjoy live broadcasts of PSA world tour events on the Internet for a nominal fee on the www.psalive.tv website.

After a series of successful trials this service has proved to be very popular with thousands of squash fans from all corners of the world logging on to follow men’s professional squash live and to enjoy match replays.
The service presents fantastic opportunities for World Tour event promoters to:

· attract on-line audiences for your events;

· increase web traffic flow to your event website 

· impress sponsors and offer them visibility to world-wide audience of squash fans on live web broadcasts and 

· raise the level of your event’s prestige and standing in the World Tour calendar.

What is the benefit of PSALIVE.TV web streaming for you as a PSA World Tour promoter?

· Your event’s matches are broadcast live to a world-wide audience of squash fans and are available afterwards as replays to be watched at any time;

· PSA has invested in the research and development of this ground breaking technology, so your tournament can benefit with the minimum effort and expense;

PSALIVE.TV will provide attractive opportunities for your tournament sponsor to get world-wide exposure, so you can attract more sponsorship

SPECTATORS
Spectators are an important source of revenue and every Promoter would like to sell all of the seats available throughout the event.  Some events expect maximum attendance for the Opening Night, Semi-Finals and Finals. The remaining sessions may have spare capacity and require some ingenuity to attract spectators from Squash Club Members, the General Public and Celebrities.

Club Members -  The event is an opportunity to entertain your local squash club members:

· Create an interest in the developments leading up to the event.

· Offer favourable rates for tickets.

· Organise clinics, with the help of the players, to benefit members and their families.

· Use the event to promote your sport to existing and potential members.

The Public  -  Publicise your event through the local press, direct mail, television or through Squash Club members:

· Persuade members to invite a non-member to the event.

· Offer visitors a favourable membership package and/or free coaching.

· Invite local school children to sessions where you know there will be no capacity crowd.  Invite them free of charge!

Celebrities -  The public and media are influenced by the views of celebrities who support squash:

· Identify and invite these celebrities.

· Celebrities may relish an opportunity to present prizes and take advantage of the added publicity.

· Sponsors would wish to be associated with celebrities.

· Celebrities and Sponsors could participate in a local "Pro-Am" event prior to the final.

· Celebrities can attract social functions, particularly if they are associated with a charity.
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FACILITIES
ARENA SITE
Events planning to use a portable court will be considering suitable Arena Sites to stage the event.  Examples of Arena Sites include:

SPORTS HALLS:   CONFERENCE CENTRES:   THEATRES:   HOTEL LOBBIES:   OFFICE ATRIA:   SHOPPING MALLS:   MARQUEES.

Before confirming the venue, check the following:

· Ease of access into the Arena for the portable court.

· Strength of the floor (will it support the court?)

· Electrical power supply - is it sufficient to stage the event?

· Height of ceiling - can the court be erected in the hall?

· Natural daylight can it be either controlled or excluded from the Arena.

COURTS
(a)  Portable
· Use a reputable portable court.   Contact the PSA for contact details.

· Seek quotations and negotiate the price for either rental or purchase.

· A portable court requires both erection and dismantling and you would normally be expected to provide:

(I)  
Accommodation for up to 2 expert erectors from the rental company.

(II)
Extra labour of up to 4 labourers.

(III)
Fork-lift truck.

· Provide volunteers during the event to constantly keep the court floors and walls clean and free of moisture.

(b) Permanent
· The courts should be clean and well lit with suitable air conditioning - (minimum 2 courts).

· The floors must be UNSEALED.  If you are unsure about your particular floors contact the PSA Office and they will have the facilities checked for you.

· If the floors are sealed they will need to be SANDED at least 3 weeks before the event.  They should then be cleaned every day to ensure that all sawdust is removed.  PLAYERS WILL REFUSE TO COMPETE ON SEALED FLOORS.
(c) Playboard (tin)
· The playboard (tin) should be at the appropriate height for the tournament -

2 STAR level and above(this includes Super Series and World Open)  -  43 CMS (17 INCHES)

1 ½  STAR level and below  -  OPTION EITHER 43 CMS (17 INCHES) OR 48 CMS (19 INCHES).

SEATING

· Events held in Arenas would normally provide between 500 - 2000 seats.

· In planning the seating requirements allow sufficient space for:

Television cameras and crew and photographers

Tournament Officials - particularly the Referee and Marker
Players Rest Areas

Score Boards

· Set aside an area for tournament players and officials to view the matches when they are not on official duty.

· Provide a separate area for the Press – these people like to have seats “nearest the action” – see Page 14.

CATERING FACILITIES

Public Areas
· The catering facilities should be easily accessible to the public.

· The catering areas should not disturb the smooth running of the tournament.

Hospitality/players/officials areas
· The provision of meal vouchers for these groups prevents any abuse of the hospitality.

· Where food is provided, it should co-incide with the times of playing sessions but may require a degree of flexibility to suit local conditions.

· Hospitality areas should be clearly defined and host/hostesses should attend to the needs of the Sponsors, VIP's etc.

EXHIBITION AREA
· Site the exhibition area close to the show court.  The spectators should pass through this area in order to gain access to their seating.

· Advise your exhibitors that they must not use microphones during play as it could affect the players.
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KEY PERSONNEL
Here are suggestions for key personnel but it may be that you will combine some roles.
TOURNAMENT DIRECTOR
Responsible for the overall organisation of the Tournament.

1.     
To complete the PSA Tournament Contract and return it to PSA with the appropriate

fees – registration, player levy and new event fee, where applicable.

2.
To establish an organising committee.

3.
To provide direction to and to co-ordinate the work of all members of the organising

 committee.

4.
To establish effective liaison with the PSA.

5.
To be responsible for TV negotiations.

6.
To secure the tournament venues, including the portable court, where applicable.

7.
To negotiate hotel/billeting accommodation for players and officials.

8.
To ensure the venue complies with all local health and safety requirements.

9.
To be responsible for public liability insurance and any other necessary insurances.

10.
To be responsible for  completion and returning of PSA forms, such as Event report & Code of Conduct forms.

FINANCE DIRECTOR
Responsible for all Tournament financial arrangements.

1.
To produce a budget for the championship in conjunction with the Tournament  Director.

2.
To arrange for payments of players prize monies and expenses to officials etc.

3.
To collect sponsorship monies.

4. 
The purchase of items for the tournament e.g. trophies, food etc.

5.
Prepare a final statement of income and expenditure after the event.

SPONSORSHIP & PROMOTIONS MANAGER
Responsible for the securing of sponsorship and promotion of the Tournament in close liaison with the Press Officer.

1.
To liaise with the sponsors of the Tournament.

2.
To ensure that a sponsor receives his benefits.

3.
To co-ordinate the content, layout and production of the tournament programme as well

as the sale of advertising space.

4.
To contact local/city authority for sponsorship or support.

5.
To arrange the formal functions and entertainment associated with the tournament.

6.
To secure exhibitors and arrange an exhibition area.

7.
To develop and distribute promotional material e.g. posters, banners etc.

8.
To finalise tournament brochure/programme and tickets for printing.

9.
To arrange all prizes and trophies and organise the necessary ceremonies.

10.
To arrange hospitality for any VIP's.

11.
To produce information package for players and officials.

12.
To ensure arena results board is kept updated throughout the event.

13.
To arrange sales goods i.e. T-shirts, Sweatshirts, Souvenirs etc.  These are an obvious

form of revenue and it would be advisable not to over-stock.  Try and choose a supplier who

will be able to replenish your stocks at short notice.

TOURNAMENT REFEREE
Responsible for the recruitment and performance of Referees and Markers and the conduct of players and officials.

1.
To organise the order of play at all playing venues.

2.
To prepare the qualification draw and play schedules in conjunction with the Tournament

Director and the PSA.

3.
To appoint officials (referees and markers) for all the Tournament matches.

4.
Arrangement of practice times/courts.

5.
To notify the PSA of the date and time of the qualification and/or first round matches.

6.
To provide all necessary equipment on-site for officials e.g. score sheets, pencils, squash

balls etc.
7.
To monitor the performance of referees and markers.

8.
To substitute for a referee in case of emergency.

9. 
To collect and post results of all matches on draw sheets.

10.
To ensure that all match officials and players are at the appropriate place on time.

11.
To assemble a group of people to relay messages and perform other tasks at his discretion.

12.
To make sure all match results are given to the Press Office in good time.

13.
To adjudicate on all disputes relating to the tournament.

14.
To ensure that any Code of Conduct violations are duly recorded onto the specific PSA forms and that in conjunction with the Tournament Director they are sent to PSA within the stated timescale.

FACILITIES MANAGER
Responsible for the provision and management of adequate tournament facilities.

1.
To provide public address system to include radio microphone for compère/announcer

 and back-up cable microphone.

2.
To arrange walkie-talkie system for key officials.

3.
To arrange close-circuit television (where applicable).

4.
To arrange score boards (electronic), seating, music, lighting, cleaners for court floor and walls.

5.
Ensure that the tournament facilities meet the competition requirements.

6.
Make special arrangements for:

Adequate and secure changing facilities

Rest areas

Practice Courts

First Aid Area 

Warm-up Area

7.
To provide and maintain special rooms or areas as specified by the organising committee e.g.

 
press room, meeting rooms etc.

8.
Make arrangements for catering facilities.

9.
Arrange for staff to prepare and maintain facilities as required.

10.
To arrange signs and directions for the tournament. Make sure there is signage re the use of mobile phones during play.  Phones should be switched off.

11.
To arrange fresh supply of water and drinks at the court side.

TOURNAMENT OFFICE MANAGER
Responsible for the running of the Tournament Office  (which should be manned at all times).

1.
Responsible for accreditation of sponsors, VIP's, players and officials.

2.
Arrange for identity badges for this group.  It is suggested that each player also receive one guest 
pass.  This can then be used for either Manager, Coach or Girlfriend.

  
We would advise that you name these passes - this will stop any abuse!

3.
Responsible for distribution of player information packages.

4.
Responsible for arranging stringing of rackets (if necessary).

5.
To arrange for medical treatment with local doctor/physio/dentist if needed during the event.

TRANSPORT MANAGER
Responsible for all transport arrangements between hotel and training and competition facilities for players and officials.

1.
To find out travel arrangements and estimated times of arrival and departure of players and 
officials.

2.
To provide transport for players arriving in, and departing from, the country/city.

3.
To provide transport for players and officials to training and competition venues. 
Make sure

tournament vehicles and drivers are easily identifiable.  Pick-up points should also be clearly 
marked.

4.
To liaise with the Tournament Director on transport requirements.

5.
To recruit volunteers to staff the transport system, where appropriate.

6.
To establish the time-table for the operation of the transport system.

7.
To provide information on any alternative travel arrangements required.

ACCOMMODATION MANAGER
Responsible for all billeting arrangements for players and officials.

1.
To allocate sufficient hotel rooms or private accommodation to satisfy the requirements of the 
players and officials.

2.
To ensure players and officials understand the accommodation  regulations and settle all 
outstanding payments before their departure.

3.
As players leave the event, remember to reduce your hotel room requirements.  It will mean 
moving players but this will reduce your financial outlay on hotel rooms.

HEAD STEWARD
Responsible for spectator control and the sale of programmes.

1.
To recruit stewards to control spectators.  (Ensure that they do not leave their posts during play).

2.
To arrange for the sale of programmes at the venue.

COMPÈRE/PRESENTER
This is not a job for the keen local amateur.  You will need to have someone who can give credibility to your tournament - be gracious to your sponsors - informative to your public and have a feeling for your player.  He will need to be amusing/serious and able to keep proceedings moving.

When interviewing players after their matches, he/she will have knowledge of the game,  to be able to ask the appropriate questions and obviously to know something of the player.


SECTION 5
PRESS
PRESS OFFICER
Appoint a Press Officer as early as possible and make sure it is a person with an understanding of the media.  Inform the PSA Media Director about the appointment, giving name, contact address, telephone number and fax number to him.  It is highly recommended that the appointed Press Offices keeps in regular contact with PSA Media Director.

During the event it is most important that the Press Officer, or his designate, sends the results to the PSA Media Director and PSA office on a daily basis.  It is best if these results are sent immediately after the completion of a day’s  play.  The results should contain the game scores and length of match.

SUPPORT STAFF
Seek sufficient competent advisers and/or deputies from different categories of the media (TV Sport, TV News, National and International Agencies, Radio and Photographers).

Ensure that the Press Officer has support staff that have been trained or informed how to carry out their work efficiently.  The Press Office should be continually manned and it is important to have a messenger available at all times.

PRESS CONTACTS
Once the Press Officer has been appointed he or she would be advised to make contact with the Press and Media giving them as much advance detail about the event as possible.  The Press really welcome this kind of service.

Regular press releases should be sent out - say 3 months, one month, 3 weeks, 2 weeks and 1 week before an event.  Ideally, these should be 300/350 words on one side of the paper only, with paragraphs of 30/40 words.

These should outline the nature of the event, its attractions, its seeds, sponsorships, prize money, entries, withdrawals, and with the name and phone number of a contact at the bottom.  The last release should read as a preview to the event and a copy of the draw needs to follow as soon as it is ready.

Embargo dates (Monday for Tuesday, Thursday for Friday are usually best) are desirable in order to counteract the vagaries of the post.  If you don't do that you have to phone your most important correspondents to see that they get equal treatment.     


PHOTOGRAPHERS
Naturally all Promoters hope that their event will be covered by photographers and here is some useful advice on what should be provided in order for them to produce good photographs .  Remember "one good photograph is worth a thousand a words".

Photographic requirements
a)
If using a portable/permanent court and the event is being televised, you should

follow the SUPER SERIES TELEVISION  recommendations for lighting.

  
For non-television events, there should be an even light level over the entire

floor area of at least 320 lux (equivalent to 1/30 sec, f2 at 100 ASA).  The

better the illumination, the better the quality of photographs possible.

b)
The tin should have clear areas, i.e. no lines, dots etc., through which to

photograph.  Ideally the entire tin should be clear, but if only clear 'windows'

are possible, then there should be a minimum of 4 measuring at least 60 cm x

45 cm.

If the entire centre section of the tin is required for advertising, then an area

of at least 90 cm x 25 cm should be available at each corner.

c) 
The players' rest area should be well lit between games.

d)
Only accredited photographers should be allowed into designated areas.

e)
Try and secure/cordon off the photographic area in front of the tin because

the photographers have very expensive equipment.

f)
Photographers should wear neutral - coloured clothing so as not to distract

the players.

Photographic recommendations
a)
It is preferable that the lights have a daylight, rather than a tungsten colour

balance.

b)
The floor and walls should be light in colour to assist the overall light level

and prevent harsh shadows; the most appealing colour for the floor, both

for photographers and spectators, has generally been found to be LIGHT

            
GREEN.  Again if using a portable/permanent court for television please refer

         
to the SUPER SERIES TV RECOMMENDATIONS.

c)
Photographers should be able to work in a comfortable position; sitting is

far preferable to lying down and will result in better photographs.

HOTEL ACCOMMODATION
It is recommended that you offer some form of accommodation to visiting Press/Media.  It may be that you can give free accommodation for a limited number or that you are able to offer hotel accommodation at discounted rates.  This type of inducement often results in a good attendance by the media.

Any information on hotels, their proximity to the venue, and on various prices, will increase the likelihood of journalists attending.

Once you know which journalists/photographers are attending, arrange to collect them from station/airport and transfer them to tournament hotel.  This will go a long way to building up a good rapport with them.

ACCREDITATION
The Press Officer should send out, well in advance of the event, accreditation forms and see that the following are accredited correctly - press, TV, radio, photographers.  For big events there should be a clear accreditation procedure.

MEDIA PASSES
To be provided by the Press Officer for:

a)
Venue

b)
Training Places

c)
Press Restaurant

d)
Interview Areas

e)
Transport

f)
Press Room

g)
Press Seats

h)
Playing Surrounds.

PRESS ROOM FACILITIES
a)
As near to courts as possible.

b)
Enough desks and chairs for accredited press.

c)
Displays - draw, schedule of matches, past results and competitors records,

schedule of next day's play.

d)
Results Service - FAST! (very important).  Continuous results in batches.

Copy of score sheets with match timings.

e)
Telephones:  plenty if possible, collect call facilities (often dependent on the

particular country).

f)
Telefax Machine(s).

g)
Telex Machine(s) and Operator(s).  Arrangements to use UIT cards for

payment (Union Internationale des Communications); also, telephone

             credit cards.

h)
Facilities for computers, i.e. many plug points, adaptors.

i)
Typewriters and paper to put stories on.

j)
Messenger - available in press room at all times.

k)
Coffee frequently plus refreshments.

l)
Press room open at least one hour prior to play, two hours at least after play

ends; also on preview day and any rest days.

m)
Make sure Press Room is manned all the time.  This is a very good

         
security point.


n)
The Press appreciate a quiet room/area, away from people, this is mainly used

for writing etc.

INTERVIEW AREAS
a)
Press)

b)
TV     )  these should be kept quiet

c)
Radio)

d)
Telephone, if possible outside, and direct line to the press room.

e)
Interview with winner(s) as soon as possible after match and with surprise losers.

There should be a time limit for these interviews.  (Press Officer arranging interviews

with competitors and advising prior to time etc).  PLEASE CHECK WITH PRESS 


BEFOREHAND
WHO THEY WANT TO INTERVIEW.

f)
Interpreter - such a person may be required..

PRESS SEATS
a)
These should be allocated in areas near the court side (2/3 seats at the end of several rows

and about 2/3 rows from the front).

b)
They should be clearly labelled PRESS to stop others using them whilst journalists come and 

go.  Stewards should try and ensure that most of them remain empty even when journalists are 
nowhere to be seen!!

c)
Permission should be obtained for press to come and go from the courts at any time.

d)
Stewards should be informed of above.

PRESS PACK
All members of the Press attending an event should receive a Press Pack on arrival and be greeted by the Press Officer or his assistant.  Point out the most important facilities and make sure the Press Pack contains information on press seats, press room, programme, photographers, playing times, interviews, the referee, refreshments, the sponsor(s), prize funds, seedings, results of previous events, pen pictures, schedules/orders of play and facilities available.

PSA MEDIA DIRECTOR
Howard Harding is the World Squash Media Director and PSA shares his services with the World Squash Federation (WSF) and the Women's International Squash Players Association (WISPA).

Howard's responsibilities include increasing the number of print dailies and periodicals publishing major tournaments news and results; increasing the number of active squash journalists; enhancing relations between events and the media and co-ordinating the release of information to the squash media and wire services.  He also produces for the PSA player biographies which are a very important promotional vehicle for the PSA.  

Howard was appointed in late 1996 and he has done a tremendous job in all of the above areas but one thing which is still causing a problem is the provision of fast, reliable results from some tournaments.  He is more often than not able to get results in the media but he has to be assured that tournament organisers send them promptly at the end of each days play.  This does not always happen!

This is a free service to the event, so take advantage of it.

For information Howard's contact details are:

Howard Harding Associates, 5 The Old Bakery, South Road, Reigate Surrey, RH2 7LB, England

tel: (44) 1737 243333; fax: (44) 1737 222787; email: HowHard@aol.com

REMEMBER -  REMEMBER
The Press/media like to be made welcome, build up a good personal relationship
with them.  A good idea is to host a lunch for the Press with the sponsors and important personnel at the event.  If this is done at the beginning of an event you can guarantee to get the Press on your side and it will certainly make them feel part of the tournament.

A good piece of advice is to make personal contact with whom you consider as your "key" press a few weeks before the event.  A telephone call will go a long way - personal contact is essential and can do a lot of good!!

Keep the press and media "fed" with interesting and useful information on your event.  It means more work but the rewards for you and your sponsors will be well worth it.


SECTION 6

EQUIPMENT
PLAYERS
Squash Balls
The use of Dunlop Squash balls is mandatory  in all PSA sanctioned tournaments.  Complimentary  Dunlop XX yellow dot balls will be supplied as follows:

3 dozen for a 16 draw tournament; 5 dozen for a 32 draw tournament

The PSA orders the above ball but f you need to purchase more make sure you order them from Dunlop direct well in advance - there's nothing worse than panicking if they are late arriving.

When ordering, think of about one ball per game - this will mean you will have enough for practise, breakages or rejects etc.

The majority of tournaments will use a black ball but if the event is being televised and you are using a portable court you will need to order white balls.  If a portable court is to be used make sure the PSA is aware of it.

Racket Stringing
The Players would appreciate having a racket stringing service available.  Your local sports shop would more than likely be willing to help out.

Courtside
Make sure that you have plenty of either water/drinks available for the players in the rest areas during games.

ARENA
Results Board
This should be in a most prominent place in the arena and must be kept up-to-date during the event.

Electronic Scoreboard
This will be needed in the arena during each match.

Microphones
The Compère will need a radio microphone and a reserve lead microphone.  Remember a spare battery for the radio microphone.

You will also need a public address system/tannoy for the announcer.

Walkie-Talkies
It is suggested that all your key personnel have walkie-talkies during the event.  It means you are in constant contact with each other if problems arise.

TOURNAMENT/PRESS OFFICE
Photocopier, fax machine, international telephone lines, computer/word processor, printer, notice board, telephone connections for computer/modem.

TELEVISION AND WEBSTREAMING

If you are having both or either of these, you will need to liaise with the providers well in advance to see what their requirements are.  Some of the requirements may require additional spending on your behalf. 

SECTION 7
THE COUNTDOWN
15 - 12 MONTHS PRIOR
· Promo Package – You should have had all the promotional information from the PSA Office when you made your initial enquiries.  It is essential to understand the commitment and overall involvement in putting on a PSA sanctioned event whether it be a Super Series or a Satellite Event.

· Sponsors - Secure sponsors.

· Television - Begin your local and international TV discussions.  Broadcasters require plenty of advanced warning for programming.

· Tournament Committee - Set up a Tournament Committee to include Sponsor, Promoter, Tournament Director, Tournament Referee and local/national Squash Associations (where applicable).

· Tournament Date - Book dates to suit the International 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).

· Venue and Court - Check venue and availability of portable court, if required.

· Seating - If you are constructing a seated arena, it is necessary at this stage to negotiate with a seating Company.

· Type of Event - Now is the time to decide what type of tournament you wish to hold - SUPER SERIES, STAR or  SATELLITE (see PSA Tour Guide).

· Hotel - Confirm your tournament hotel for players, officials and press.  Always look, when involving local commerce in your event, at the possibility of a sponsorship package e.g. free rooms, reduced rates.

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.

· 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 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 authority to get possible sponsorship and support e.g. Civic Dignatory/Personality to host press, 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 - i.e. 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 player hotel.

6 - 8 MONTHS PRIOR
Tournament Officials  -  Now is the time to assign individual duties to key
personnel.

TOURNAMENT DIRECTOR - Overall responsibility.

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 and Tournament

Office.

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.

ACCOMMODATION MANAGER - Responsible for all 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.

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.

· Posters & Tickets - Prepare tournament posters/tickets order forms.

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

· Co-sponsors - Secure co-sponsors.

· Player Entry Forms – this will be done by the PSA  - they will send you over a draft for you to check.  It will contain 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.

3 MONTHS PRIOR
Tournament Promotion - Distribute tournament posters to clubs/other advertising outlets.

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.

Newsletter - Newsletter to your members - information on tickets etc.

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, Top Seed Photographs (Super Series events receive
photos of top eight seeds free of charge), Presidents Address.

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 - Make sure PSA has a completed Information Sheet for the players before the closing date for entries - this will include directions on how to get to the venue and accommodation etc.

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 booking in on their arrival at the tournament hotel.  This 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.

DURING THE EVENT
Official Opening - Official opening with media, tournament officials, players and sponsors - make sure everyone knows when 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.

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.

PSA Report - Within 24 hours of completion of the event, provide the PSA with a complete set of results, any Code of Conduct violations and any other matters which should be taken up by the PSA Board.

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!


SECTION 8
SAMPLE BUDGET - PSA EVENTS

The figures quoted here are not definitive but they are based on information received from various Promoters of PSA events.   Of course, there will be areas in which a Promoter, can reduce costs and conversely increase income but this will very much depend on local circumstances.  This Sample Budget is based on an event offering $50,000 on-site prize money (5 STAR LEVEL).   
	MAJOR PORTABLE COURT EVENT ($50,000 on-site prize money & above)
	$

	EXPENSES
	

	PSA FEES
	

	On-site prize money
	50,000

	PSA Registration fee – see notes 
	2,000

	New event fee  - see notes
	

	Player Levy – see notes
	

	
	

	SITE COSTS
	

	Hire & transportation of Portable Court - see notes
	15,000+

	Hire of portable court site – see notes
	

	Hire of permanent courts for qualification & possibly 1st round main draw
	FOC ?

	Hire of microphones, speakers, score boards & tv screens
	10,000

	Catering – players, officials, staff, sponsors & VIP’s – see notes
	25,000

	Telephone/fax lines (broadband for streaming)
	1,500

	
	

	HOTEL
	

	Players based on 32 draw – 16 rooms for 6 nights @ $130 per room a night 
	12,500

	Tournament Officials – including referees & press 
	10,000

	PSA rooms, if Super Series event, 3 rooms 
	3,000

	
	

	INSURANCE - see notes
	

	Indeminification
	

	Public Liabiity 
	

	
	

	TELEVISION – see notes
	23,000

	
	

	STREAMING – see notes 
	6,000

	
	

	PERSONNEL
	

	Tournament Director – see notes
	5,000

	Tournament referee  - see notes
	1,500

	Referees – airfares & expenses
	5,000

	Announcer/Presenter – see notes
	3,500

	Other personnel – press officer & admin staff expenses
	5,000

	
	

	TRANSPORT
	

	Players & referees from airport/shuttle service from hotel to venue – see notes
	2,000

	
	

	PRINTED MATERIALS
	

	Programmes – see notes
	4,000

	Posters
	1,000

	Players package – see notes
	500

	Sponsors package – see notes
	2,000

	Souvenirs – Tournament T-shirts (1000)  - see notes 
	9,000

	
	

	MISCELLANEOUS
	

	Entertainment, flowers, trophies 
	5,000

	TOTAL EXPENDITURE BUDGET
	206,500


NOTES:

PSA FEES

1) On-site prize money – this is paid out to the players minus the PSA Player Levy and any local taxes which are applicable.  As an aside the on-site prize money is normally about a quarter of the total budget.

2) PSA registration fee – this fee for 2006 is 4% of the on-site prize money.  In 2007 it will be 5%.

3) New event fee – if the tournament is new on the PSA calendar and it offers over $30,000 on site prize money then it has to pay this fee.  The fee is returned on the successful completion of the tournament.

4) PSA Player levy – this is paid at the time of registration.    The player will receive his prize money minus the player levy.

SITE COSTS

1) Hire & transportation of portable court – the court provider will give the Promoter a tailored quote for this item as much will depend on location of the tournament.

2) Hire of portable court site – the cost of this facility will depend on the type of venue to be used – shopping mall, concert hall, outdoor arena.    Where possible try to get admin rooms and hospitality rooms included in the overall cost.  Don’t forget to include SEATING & STAGING costs.

3) Hire of permanent courts – if you have good contacts with the local Clubs then more often than not you will get these FOC – you will need to check this out as there may be a hire charge for the courts as they will be out of action for the members.  If they are given free of charge it is always a nice gesture to make a donation to the Club.

4) Hire of microphones etc – for the presentation of the event you need this type of equipment.  Very important that you keep your spectators and public informed and entertained during an event.

5) Catering – you will need to feed players, officials, staff, press, sponsors and VIP’S – this needs to be in a restricted area so you can keep it under control.  You may also wish to provide special functions for your sponsors  - welcome party/finals party 

6) Telephone/fax lines – both press and streaming people will need access to broadband telephone lines on-site.

HOTEL

1) Players – Hotel costs are rising quite dramatically and certainly for those events in major cities you can expect to pay over $200 per night per room.  More often than not an event is able to get hotel rooms as part of a sponsorship arrangement – either rooms are free or at a very reduced rate.

2) Tournament officials – some of your key personnel may be required to stay at the tournament hotel in order to be close to the venue.  Referees need to be accommodated for the duration of the tournament. Also invited Press need to be catered for.

3) If the event is a Super Series tournament, the PSA requires 3 rooms as part of the Super Series conditions.  

INSURANCE

The PSA requires you to take out this type of insurance cover.   You will also have to take out Public Liability.  

TELEVISION

If the event is a Super Series tournament you must have television with the semi’s and finals being televised.  The cost of the provision of such equipment and personnel may vary slightly depending on which Company you use but it can be in the region of $20,000usd.  You will also be required to provide hotel rooms, breakfast and flights for 2 PSA TV personnel to attend the event this could cost in the region of $3,000usd.

WEB STREAMING

This presents fantastic opportunities for World Tour event promoters to:

· attract on-line audiences for your events;

· increase web traffic flow to your event website 

· impress sponsors and offer them visibility to world-wide audience of squash fans on live web broadcasts and 

· raise the level of your event’s prestige and standing in the World Tour calendar.

What is the benefit of PSALIVE.TV webstreaming for you as a PSA World Tour promoter?

· Your event’s matches are broadcast live to a world-wide audience of squash fans and are available afterwards as replays to be watched at any time;

· PSA has invested in the research and development of this ground breaking technology, so your tournament can benefit with the minimum effort and expense;

· PSALIVE.TV will provide attractive opportunities for your tournament sponsor to get world-wide exposure, so you can attract more sponsorship.
The costs are based on £300 per day (this is a subsidised fee, normally £600) for 2 operatives, plus hotel accommodation and air flights from the UK for these 2 personnel.

 PERSONNEL 

1) Tournament Director – you may supply your own person but the PSA can provide the services of the PSA World Tour Executive.  Fees to be negotiated directly with that person.

2) Tournament Referee – the PSA Tour Guide stipulates the areas of responsibility for this person.  If you are bringing in an outside person, you will need to provide hotel accommodation and pay his expenses.  Hotel accommodation and air flights will need to be provided by you.

3) Referees – it is advisable that you go through the WSF for these appointments.  The WSF has a set of guidelines for such appointments.

4) In portable court events, presentation is a key element to the success of the tournament.  An announcer/presenter should always be used to introduce players and special guests etc.  This person should be knowledgeable of the players and the game and have the type of personality which will have empathy with your audience. 

5) Press Officer & admin staff – very important people.  You may have to compensate these people if they have to take time off work to help out.

TRANSPORT

As part of a sponsorship package you may be able to get a local garage to provide courtesy cars.  

PRINTED MATERIALS

1) Programmes – you will need about 20% for distribution to sponsors, players & VIP’s. Need to know your market as to how many you get printed.

2) Posters – a good idea if you want to advertise the event in local squash clubs, schools or other sporting venues.

3) Players package – this could include Tournament T-Shirt, programme, player information sheets and any other “freebees” from sponsors.

4) Sponsors package – Tournament T-Shirt, programme etc.  Your major sponsor may want to distribute this package to its invited guests.

5) Souvenirs – Tournament T-shirts.  You will need about 250 set aside for players, staff and sponsors.  The remainder to be sold at event.

MISCELLANEOUS 

Entertainment – some events have used musicians and singers to entertain the audience before and in between matches on semis and finals nights.  This can make the event seem much more than just a squash tournament  - a complete all round entertaining experience!

You will more than likely wish to present a Trophy and flowers.  

	MAJOR PORTABLE COURT EVENT ($50,000 on-site prize money & above)
	$

	INCOME 
	

	SPONSORSHIP
	

	Title Sponsor
	100,000

	Presenting Sponsor
	50,000

	Associate Sponsors (minimum 4) 
	80,000

	Corporate boxes/hospitality  (maximum 8) 
	30,000

	
	

	TICKET SALES
	

	Total tournament sales – approx 1500 @ $25 
	37,500

	
	

	TOURNAMENT PROGRAMME
	

	Advertising
	10,000

	Sales (250 x $10)
	2,500

	
	

	MERCHANDISE
	

	Tournament T-shirts (750 @ $15 each)
	11,000

	
	

	MISCELLANEOUS
	

	Sales Stands – see notes
	10,000

	Gala Dinner – see notes
	

	Corporate Challenge – see notes
	

	
	

	TOTAL INCOME BUDGET
	331,000

	TOTAL EXPENSE BUDGET
	206,500

	SURPLUS
	124,500


NOTES:

SPONSORSHIP

1) Title sponsor – You must ensure that your title sponsor receives all the benefits he is entitled to.  He is the main source of funding for your event….

2) Presenting sponsor – his name goes into the title of event – does not have full benefits of Title sponsors.

3) Associate sponsors – state very clearly what this level of sponsorship is entitled to - it will be only a quarter of what your other sponsors get.

4) Corporate Boxes - Businesses often like to entertain clients and these could be an attractive vehicle for them, if they are sold at the right level.   The amount of boxes available will depend on the space around the court.

TICKET SALES

You need to know your local market to know at what level to pitch the price of your tickets.  You should certainly aim to sell out quarters through to the finals.  Early rounds may not be full.  Think about ways and means of getting in local schools to fill the early rounds.  A packed arena always has a better atmosphere and the players prefer it.

You need to keep a track on complimentary tickets.  The more you give out, the less income you get in.

TOURNAMENT PROGRAMME

1) Advertising – this should really pay for the production of the programme.  

2) A good quality programme will sell as long as it is not too expensive – be very conscious of what you charge.  Remember the more copies you give out free means less income.

MERCHANDISE

A tournament T-shirt can bring in some good revenue – provide a good product at a reasonable price.

MISCELLANEOUS

1) Exhibition area – if the venue lends itself, it is a good idea to have an area set aside for sporting manufacturers etc to exhibit – this is an easy way of income.  

2) Gala Dinner – this type of function can bring in quite a bit of income.  Approximately 300 people at approx $750 per table.  You will need a certain amount of tables for sponsors etc but look to sell 25 tables.  This type of function is often attractive to the local squash and business community.  Link it to a Charity – which nearly always guarantees good publicity and promotion.

3) Corporate Challenge – one way of getting local businesses involved.  If using a portable court schedule Challenge competition for when the court is not being used for practice and matches for the main event.

REMEMBER, REMEMBER

The figures quoted in the above draft budget are only a guide as costings, depending on the level of the event,  will vary from city to city, country to country.  

(revised 24th July 2006)

1

