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1)

GUIDELINES FOR HOSTING COUNTRY AND PARTICIPATING COUNTRIES

PREPARATION PROCEDURE

A. FOR THE HOST :

1.

The Host association is to confirm the dates &

advance.

Place the order for the replica of the Queen Sirikit Cup with the Secretariat. (The present cost of

areplicais Baht 35 ,000. -) The original Queen Sirikit Cup is to be kept with the Secretariat.

Send out invitation  letter and various forms with dead line to member  countries at least 4 months

in advance. The preliminary acceptance form is to

participation to the host country, so that advance arrangements can be made. (See sample

forms in Appendix)

The following general information should be sent out 2 months a head to all member

associations/ unions :

4.1 Timetable of events & Dress code

4.2 Accommodation and transport facil ities for overseas supporters. Invi tation to participate in
the Pre-Queen Sirikit Tournament and relat ed functions should be extended to 2 delegates
from each country as guests. Additional supporters should be allowed to j oin in by
subsidizing their own  costs. (See sample entry form)

4.3 Climate conditions - Time zone difference

4.4 Meals and Shopping facilities

4.5 Sightseeing or places of interest - complimentary arrangement

4.6 Currency exchange rate, airporttax rate

4.7 Special custom import restrictions (if any)

4.8 Immigration/ visa requirement i Host association shoul d coordinate with the concerned
authorities to provide for speedy immigration procedure so that the teams are not held up

too long on a

rrival  at the airport.

4.9 Electrical outlet / current

Special tournament logo should be created to signify the championship. The following items are

to be included in

Secretariat :

the offici al souvenir book and items 5.1 -5.7 can be obtained through the

51 H. M. Queen Siri

kitos

5.2 Rules & Conditions of the Championship

5.3 Photos from

last Championship

photo

venue

be

I



5.4 Record of tournament results

5.5 Photograph of the Cup

56 Theme song of the AWomendés Spirito
5.7 Article onthe Championship

5.8 Hole-by-hole layout of the golf course

59 Teams and players6é biodata

510 Acknowl edgement for the R&AOGs contribution and | ogo.

6. Entry form is to be completed and return ed 6 weeks before tournament dates, together with
biodata of players 6 t e a m caaditheiaphatographs.
7. Travelling information form to be returned at least 2 weeks before tournament dates.
8. The Ambassadors of all participating teams should be invited to the Opening Ceremony, the Pre -
Queen Sirikit Cup tournament and related functions.
9. Send out the List of  Participating Teams and Players to all countries directly with a copy to the
Secretariat, at least 2 weeks before the tournament.
10. As the R&A allocates annua | subsidy to cover the teamsd accommod e
handled through the Secretariat, the host association is to provide its bank details to the

Secretariat for the purpose.

11. At the conclusion of the Championship a report on accommodation costs i stobe madeand5 % of
its balance is to be given to the Secretariatés Fund, i
12. An invitation i s t o be extended t o t he R&Abs del eg

acknowledgement of their support.

B. FOR PARTICIPATING COUNTRIES :

1. Agenda for the Captainsd Me e t3idmgeks irs adiamce Hy ¢he s eSedretawat t
Additional topics can be submitted by the members or the host association / union.

2. Participating teams that find it difficuld totmeienr plha
biodata may send the photos of their potential players ahead and inform the host of the final
playersod6 selection when known.
Players should be prepared to bring small souve nirs for exchange with fellow players .

4. Teamsare topresenta team show atthe Farewell Dinner.
Team captains are to exchange smal/l souvenirs at t he

Teambs memento to the host association.

2) TOURNAMENT ORGANIZATION

1. Make arrangements for the following :
1.1 Provide practice balls a nd facilities to all teams. Set up practic e schedule, if necessary due
to limited practice area.
1.2  Set starting times for practice rounds.
1.3  Storage of golf clubs to be arranged.
14 Caddie assignment and caddie vests with therademe of
number on the vests. (Caddie vests are available from the Secretariat)

15 Lockers to be assigned and playerds name put up for



2. The length for the course sho uld be between 6,000 -6,200 yds. long with the minimum course

rating at 72, or s  lope rating of 120.

3. Pin positions sheet to be provided each day.

4. Sand bunkers around the greens should be attended to or rakes provided throughout the course.

5. Results after 9 holes to be posted

6. Daily re sults sheet shall be distributed

7. Final results shall  be prepared and distributed to all teams, together with copies of the scorecards
to be taken back by the team captains.

8. Mobile hand boards are to be provided for the leading 3 groups on the final  round .

9. The main scoreboard should follow the sample format with the necessary headings.

10. Rules committee & marsha Is are to be stationed during play at certain spots on the course.

11. Crowd control measure should be planned if a large turnout is expected.

12. Official photographer is to be arranged to take group photo and action photos for future use.

13. Draws on the first 2 days are to be mixed among teams . Draws for the final round are to follow
the Rules and Conditions of the Championship.

14. Pl ayerdés code is to be put in front of t hamennamdraw The
sheet.

15. Course markings and Local Rules to be clearly made.

16.The Starter should announce the playerdés name and her
Tee.

17 . Board displays for the R&A at the 1 st and 10 " Tees.

3) PRIZES - tobe arrange d for the Team and Individual events.

1. Replica cup forthe team winner plus 3 prizes for the players in the winning team.

2. Symbolic prize forthe  2nd team plus 3 prizes for the players.
3. Symbolic prize for the 3rd team _ plus 3 prizes for the players.
4. Individua | prizes to include :
4.1  Winner
4.2 1% Runner -up
4.3 2" Runner -up
5. Daily prize for each round, preferably 3 different p rizes in case the same player wins more than

one prize.

6. Hole-in-One prize to be prepared for possible winner.

7. Memento of the Championship isto b e given to all players and team captains.

4) ACCOMMODATION & TRANSPORTATION
1. Hospitality committee member should be assigned to look after the teams
2. Playersd information pack aaceommaodatian fasilies,rdiess s ¢ todedinvitatos |,
to so cial functions and/or sightseeing , name tag, etc., are to be given to participants upon arrival.
3. Information on accommodation , transport  and other faci lities should be made known to overseas

delegates as well as  information for applicable costs for guest t o join.



5) CEREMONIES AND FUNCTIONS

1. Team Capt ai nsdtodareangechogthel = day in the afternoon after the official practice

round. Table flags and stands of all member countries are to be put up at the table. Copies of

past y e a rted and Mé Agenda are to be prepared. Mailing addresses are to be updated.
Financial statement of the Secretariat Fund to be presented. Annual fee to be collected by the
Secretariat and receipt issued by the Secretariat

2. A Team Capt ai nerdinheunistheeomosted before orafter the meeting.

3. Rehearsal for the Opening Ceremony -is to be conducted after the Capta

anthems to be checked to ensure correctness.

4. Pre-Queen Sirikit Cup Tournament - A social tournament is to be held prior to the Opening

Ceremony for team captains, sponsors and guests. Inclusion of players is optional, depending on
the allocation of practice round. Suggested format is along the line of a Pro -Am or a Stableford.
Some prizes are to be arranged a nd given out at the Welcome Cocktails or Dinner.

5. Opening Ceremony i isto be con ducted in the following order :

5.1  Group photograph of the teams (Optional before or after the ceremony).

5.2  Teams to line up behind their country banners.

53 The theme song,piiwomenibs So be played while the teat

54 M. C. to announce the team, captaindbs and playersd nc¢

55 Flag Raising to the national anthems in alphabetical

5.6 Raising of the Queen Sirikit Cup tournament flag by the Tournamen t Director with the
playing of fAWomensd Spirito

5.7  Welcome speech by the Chairman of the Organizing Committee.

58 The hand over of the Queen Sirikit Cup by the |l ast

5.9 Guest of Honour to declare open s the C hampionship and meet s the teams. (The theme

song is to be played)

5.10 If a special show or exhibition is arranged, it can be presented before the teams march out.
5.11 Teams to march out to the music , AWomensd Spirito

6. Welcome Function - to be arranged after the O  pening Ceremony (Cocktails or Dinner).

7. Prize Presentation and Closing Ceremony - to follow the following format :
7.1  Teams to march in with their signboards and in team uniform

7.2  Prize presentation to the winners
7.3  Speech by the Champion Team Captain
7.4 The next year 6s host i s t-pou speekheon abehalho# all kekams and extend the

invitation to the next tournament

~
(6)]

All flags except the winning country to be lowered together to the theme song.

7.6 The winner 6s ovetedvgth heonatibnal adthem

7.7 The Queen Sirikit Cup flag to be lowered with the theme song (with singing) a nd handed
over to the next host

7.8  Tournament to be declared close

7.9 Teams to march out



8. Farewell Dinner 1 should be held at the hotel where players are accommodated and include the
following functions :
8.1 Presentation of souvenir s to the host from the Team Captains

8.2  Team performances and/or entertainment

8.3  Group singing of the theme song by all players . Lyrics of tShpei r i W@ metnod s

handed out

8.4  Dress code shoul d be informal for the players

6) Other Points of Interest

1. Suggest ion on tipping of caddie to be made kn own at the Captains & meeting, or in the Advance

information sheet

2. Arrangement for First  -Aid

3. Publicities to be made through
3.1 Poster, banner, backdrop or board display to include the R&A
3.2 The symbol of the Championship

3.3 Tournament souvenir ~ program and scorecard

4. A group photograph of the teams is to be taken befor e or after the Opening Ceremony.

5. National anthems of all participating countries in CDs to be checked for correctness.

6. National flags should be of th e same size.  Supply available from the Secretariat . If needed.

7. Condi tions of Pl ay for the Capt ai shwuldae dlearh enlade gpat.t e s 6 C
Invitation to state the number of guests allowed. The cost for extra supporters is to be made
known.

8. Team captai ns are allowed to give advice to players during the round, but must identify
themselves before each round and wear the Capt.ainds armband

9. Name tags are to be prep  ared for participants at functions at functions.
10. Golf buggies are to be provided to all Team C aptain s during tournament days with the country

marking on the window.

7) LIST OF ITEMS TO BE OBTAINED FROM THE SECRETARIAT

1. Replica of the Queen Sirikit Cup

2. H. M. Queen Sirikitdéds photo

3. Rules and Conditions of the Championship (updated version)

4. Photo of t he Cup

5. Photos of past Championship

6. Record of past tournament results

7. Lyrics of the theme song AWmn®nodés Spirito and
8. Article on the history of the Cup

9. The Queen Sirikit Cup 1 tournament flag

10. The table flags

11. The national flags

12. Sample national anth ems

13. Agenda for Team Captainsd Meeting and Minutes

[==Y
N

Caddie vests

musi c



8) CHECK LIST FOR ORGANIZING COMMITTEE
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

Confirm dates & venue to the Secretariat
Place the order for the replica cup

Send out invitation letter & entry forms
Send out Advance Informatio n
Preparation of the official souvenir book

Request the photo from the Secretariat

Send out the list of teams & players to the Secretariat

Prepare for extra copies of the past Minutes & Agenda for

the Team Captainsd Meeti

ng

Check on the tab le flags & national flags to be used

Check on the national anthems and band rehearsal
Prizes & memento preparation

Check on the Queen Sirikit Cup flag

Check on the theme song,
Send out Timetable of Events

First - Aid a rrangement

Arrange official photographer

Assign Team Hospitality =~ Committee

Check on arrival details to meet teams

Prepare name tags for committee and players
Invitations to embassies / consulars

Invitation to the R&A

(dsic & CDVo me n 6 s

OooooooOoaoad

pirito
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Samp le of Advance Information Topics

€ éth Queen Sirikit Cup T Asia-Pacific Ladies Invitational Golf Team Championship

(Tournament dates and Venue)

Advance Information

The following information to be included :

1. Entry Visa requirement (if known)

2. Climate

3. Accommodation and Electrical outlet type

4. Pre-Queen Sirikit Cup Tournament

5. Transportation

6. Caddies and Practice Facilities

7. Dress code

8. Airport Tax

9. Hotel 6s facilities and | ocation

10. Sightseeing and details of interesting places to visit
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SAMPLE OF ACCEPTANCE FORM

QUEEN SIRI KIT CUP
The__ _th Asia -Pacific Ladies Invitational Golf Team Championship
(Tournament Dates)

(Venue)

ACCEPTANCE FORM

To be returned by (deadline date)

The Tournament Director,

(Address of tournament office in the host country)

Fax:

Name of the Association / Union :

shall / shal | not send a team to participate in the ___th Queen Sirikit Cup T Asia-Pacific Ladies
Golf Team Championship at (venue) during (tournament dates)

The Team Entry Form will be returned in due cour se.

Date : Signature :

Fax No : Title :

Invitational
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SAMPLE OF TEAM ENTRY FORM

The th  QUEEN SIRI KIT CUP
Asia - Pacific Ladies Invitational Golf Team Championship
(Tournament Dates)

(Venue)

TEAM ENTRY FORM

Name of the Association / Union :

Contact Address :
Fax No. : Telephone :
E-mail :
Contact Official : Title
Team Captain : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ o _________________ H6c
Team Members Representing country :
Name Present Handicap
1.
2.
3.

We hereby certify that the players are amateur golfers under the Rules of Amateur Status of the Royal &

Ancient Golf Club  of St. Andrews.

Date : Signature :

Position :

The Entry Form is to be sent by (deadline date) at the |l atest with Player:

and photographs to ensure inclusion in the official souvenir book.

Return to: (Tournament office of the host association)

(Address)

(Fax no.)
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SAMPLE OF PLAYERG6GS BI ODATA FORM

The th QUEEN SIRI KIT CUP
Asia - Pacific Ladies Invitational Golf Team Championship

(Tournament Dates T Venue)

PLAYERGS BI ODATA FORM

To be returned with the Team Entry Form by (deadline date) to :

The Tournament Director,

(Address of tournament office in the host country)

Fax :

E-mail :

Name :

Handicap :

Date of birth :

Golf Club :

Team represented : No. of years playing golf

List of past

performances & patrticipation :

Event

Year Placing

Attach one Signature :
color
photograph

Date :
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SAMPLEOFTEAM CAPTAI N6S BI ODATA FOR

M

TH QUEEN SIRI KIT CUP
Asia - Pacific Ladies Invitational Golf Team Championship

(Tournament Dates -Venue)

TEAM CAPTAI NG6S BI ODATA FORM

To be returned with the Team Entry Form by (deadline date) to:

The Tournament Director,

(Address of tournament office in the host country)

Fax :

Team Captainds Name : Hécap

Position in the Association :

Team represented :

Signature

Contact address :
Attach 1 color

photograph

Tel.

Fax

E-mail :
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SAMPLE OF TRAVEL INFORMATION FORM

th QUEEN SIRIKIT CUP
Asia - Pacific Ladies Invitational Golf Team Championship

(Tournament Dates _ -Venue)

TRAVEL INFORMATION FORM

To be returned by (deadline date) to:

The Tournament Director,

(Address of tournament office in the host count ry)

Fax : __ E-mall:

Name of Team : - No. of persons : o
Date of Arrival in  (host country) : __ _ Flight: Time:
Date of Departure : ____Flight : ___Time:

Team members are requested to wear their uniform for identification purpose. The teams will be met and

transport provided to the Official Hotel

Name : Association / Union

Contact address :

Telephone: Fax :
E-mail:
Signature : Title :

Date :
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SAMPLE OF ENTRY FORM FOR PRE -QUEEN SIRIKIT CUP

QUEEN SIRIKIT CUP
THE th ASIA-PACIFIC LADIES INVITATIONAL GOLF TEAM CHAMPIONSHIP
(Tournament Dates)

(Venue)

PRE - QUEEN SIRIKIT CUP GOLF TOURNAMENT

(Tournament Dates)

ENTRY FORM
To be returned by (dead line date) to:
The Tournament Director,
(Address of tournament office in the host country)
Fax : _ _ E-mail:
Invitations are extended to the Team Captain an d 2 delegates from each country to play in the Pre -Queen

Sirikit Cup and participate in the related social functions.

The following persons will participate from :

Team Captain : e Hécap____ _ __ __ ______
Delegates : 1. L _HbécCcap____ __ __ _______

2 . - Hécap_____  __ __
Other Support ers who are interested to play in the Pre -Queen Sirikit Cup Tourna ment and attend the

related social functions  are welcome by paying for the costs involved as follows :
1. Golf game + Lunch + Welcome Coc ktails + Dinner =

2. Social functions only =

List of Support _ers :

1. __Hbébcap__________ (For golf pl aye
2. __ _Hbcap__ _ _ _ _golf Playe() Fo r
Date : Association / Union

Signature : Title




16

EXTRA DELEGATE & SUPPORTER OF THE QUEEN SIRIKIT CUP
JOINING FORM

NAME :
CONTACT ADDRESS :

E-mail :

COUNTRY :

PHONE : FAX:

JOINING FEE : (FUNCTION ONLY)
JOINING FEE : (FUNCTION & VIP GOLF)
| ENCLOSE MY PAYMENT FOR :

ACCOMMODATION REQUIREMENT

PLEASE RESERVE FOR MY OWN ACCOUNT SINGLE/TWIN ROOM(S)
FOR AND
FOR NIGHT(S) FROM TO _

TRAVEL DETAILS

ARRIVAL DATE : FLIGHT TIME :
DEPARTURE DATE : FLIGHT TIME :

NAME of Hotel :

Contact address :

Telephones : Fax :

Single Room rate : Twin Room rate :

Date Signature

TO BE SENT TO : The Organizing Committee,




17

SAMPLE LETTER TO THE EMBASSIES

eeeeeeeeeeceeeeeeeeeeeeeeeee.

Your Excellency,

Re: Il nvitation to the é.1th TQAsia ePacifiSladies kvitdtion&l Ggf Team

Championship at ééeeééé

The éééééeéé. . is hosting the éth Queen Sirikit Cup Golf T

during ééééééééécéeéeéeceeé.

This Asia -Pacific Invitational Golf Team Championship is held annually on a rotation basis among 14

member countries. This event will be itohne téh.at oécéc.a.s pl ays host to the
participating countries include national teams from Australia, New Zealand, Indonesia, Thailand, India, Sri

Lanka, China, Hong Kong -China, Chinese Taipei, Philippines, Japan, Korea, Singapore and Malaysia. The
Championship was originated in Thailand and H.M. Queen Sirikit graciously donated the challenge Cup in

Her name for the champion team.

On behalf of the Organizing Committee | would like to invite you to join us at the various functions
attached here with. Your pr esence wil I help boost your national teamds

welcome you.

Yours sincerely,

eeeeeeeeeeeee.

President Chairman
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SAMPLE OF S CORECARD FORMAT
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SAMPLE OF SCOREBOARD FORMAT




