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STLN Pairing Coordinators’ Instructions 

1. Sign up is online.  
2. When the member signs up; a confirmation email is sent to the member 

and the pairing coordinator. The pairing coordinator should develop a list 
from the emails received. Use this list to develop pairings. 

3. Call the clubhouse to confirm tee times (listed on STLN Webpage under 
Additional Information). Create your pairings. Three-somes should go out 
first. Please make good use of tee times.  

4. When pairings are complete, call the pro shop to give back unused tee 
times or ask for more tee times if needed. If you need more tee times and 
cannot get them, note this on the pairings. List members who are on the 
wait list to play.  

5. If you have openings on your pairings, include a note with the number of 
openings Also advise members to contact you if they would like to fill an 
open spot.  

6. No later than Tuesday midday, complete your pairings and assure the 
following information is included on your pairings: 

 Date of play  

 Course of play  

 Tee times and names of players for each tee time  

 Players should arrive 30 minutes prior to their tee time  

 In case a player needs to cancel, state the pairing coordinator 
name/contact number to contact 

 Include wait list names, if any 

 If number of openings, if any. State the pairing coordinator 
name/contact number to contact to fill an opening. 

7. Save your document as a PDF (if possible) and email it to: 
bleonard@atmc.net;  mikeandjudyhargreaves@gmail.com by Tuesday 
midday.  The list will be posted on the STLN webpage. Once the original 
pairing sheet is posted, a revised copy will not be posted.  

8. If you have cancellations and have a wait list, contact the next person on 
the list to notify them of an opening. Additions/cancellations should be 
made on a hard copy. 

9. Make (2) copies of final pairings. One copy for bag drop; and one copy for 
pro shop. Arrive 30 minutes before the first tee time on the day of play and 
distribute copies.  
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10. If you need to cancel all tee times on the day of play due to adverse 
weather conditions, call the Pro Shop to cancel as soon as possible. Email 
bleonard@atmc.net & mikeandjudyhargreaves@gmail.com to notify them 
of the cancellation. The information will be posted on the STLN web page. 


