Tournament Planning Checklist
Initial Planning (6-12 Months Before)
1. Define the tournament’s scope
· Determine the sports to be included.
· Decide on the tournament format (single elimination, double elimination, round-robin, etc.).
· Establish age and grade divisions.

2. Select dates and venues
· Choose potential dates and confirm with school administration.
· Reserve venues and ensure they have the necessary facilities (fields, courts, locker rooms, restrooms, etc.).

3. Form a planning committee
· Assign roles: Tournament Director, Registration Coordinator, Marketing Coordinator, Volunteer Coordinator, etc.
· Schedule regular planning meetings.

4. Create a budget
· Estimate costs for venue rental, equipment, officials, marketing, awards and other expenses.
· Identify potential revenue sources (registration fees, sponsorships, concessions).
Intermediate Planning (3-6 Months Before)
5. Secure sponsors and partners
· Create sponsorship packages.
· Reach out to local businesses, community organizations and potential sponsors.

6. Develop marketing and promotion plan
· Design promotional materials (flyers, posters, social media graphics).
· Plan social media campaigns and press releases.

7. Open registration
· Set up online and paper registration forms.
· Announce registration opening to schools, teams and the community.

8. Organize volunteers
· Recruit volunteers for various roles (registration, setup, scorekeeping, concessions, etc.).
· Schedule volunteer training sessions.
Detailed Planning (1-3 Months Before)
9. Finalize schedules and brackets
· Create match schedules and tournament brackets.
· Ensure enough time between matches for rest and venue turnover.

10. Order equipment and supplies
· Order sports equipment, uniforms, first aid kits and other necessary supplies.
· Arrange for delivery and storage.

11. Arrange for officials and referees
· Hire and schedule officials for each sport.
· Provide rulebooks and training as needed.

12. Coordinate with venue management
· Confirm venue arrangements and facilities.
· Plan for venue setup and cleanup.
Pre-Tournament Preparation (1-4 Weeks Before)
13. Confirm registrations and payments
· Verify all team and individual registrations.
· Ensure all registration fees have been collected.

14. Distribute tournament information
· Send schedules, brackets and venue maps to participants.
· Provide information on rules, code of conduct and emergency procedures.

15. Plan for medical and emergency services
· Arrange for on-site medical personnel.
· Prepare emergency contact lists and procedures.

16. Organize merchandise and awards
· Order and organize tournament merchandise (t-shirts, hats, etc.).
· Ensure medals, trophies and certificates are ready.
Tournament Day(s)
17. Setup and opening
· Set up registration tables, signage and equipment.
· Conduct a briefing with volunteers and officials.
· Welcome participants and conduct opening ceremonies.

18. Manage matches and activities
· Ensure matches start and end on time.
· Handle any disputes or issues that arise.
· Provide regular updates on scores and standings.

19. Monitor safety and compliance
· Ensure all participants follow rules and conduct codes.
· Address any injuries or emergencies promptly.
Post-Tournament
20. Closing and cleanup
· Conduct closing ceremonies and award presentations.
· Clean up venues and return any rented equipment.

21. Collect feedback
· Distribute and collect feedback forms from participants, parents and volunteers.
· Review feedback for future improvements.

22. Financial reconciliation
· Finalize all financial transactions.
· Prepare a financial report detailing income and expenses.

23. Post-event report
· Compile a comprehensive report summarizing the tournament.
· Include successes, challenges and recommendations for future events.

24. Send thank you notes
· Thank sponsors, volunteers, officials and participants.
· Recognize exceptional contributions and support.

