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WHY IS GOOD SCHEDULING  

IMPORTANT? 

• Your   

•   

 •   
•   
•        

•   
 



PRE-EVENT PLANNING (BEFORE 
OPENING ENTRIES) 

• Good scheduling only happens from good planning. 

• No plan will equal bad scheduling and subsequently a bad event. 

• What do you need to have in order to plan? 

• What do you specifically want to achieve from the event? 

• How many venues do we want to use? 

• How many venues can we sufficiently staff? 

• Number of courts available at each venue 

• What time do we want to start and finish matches? 

• What is the scoring and draw format of each event (singles, doubles, mixed 

doubles)? 



  

VENUES 

•  
•  
• 

 
•  

 
• 

 

•  
 



  

VENUES (CONT) 

•  
  

•    
•  
•  
• 

 
•  

 
•  
•  
•   week and evening social competitions 



  

SCORING FORMATS (MATCH LENGTHS) 

•  

• Average    per match 
• 

•  
• Average      

•  
• Average      

•    
• Average    per match 



NOW THAT ENTRIES HAVE CLOSED 
• Double-check that venues and courts are booked 

• Check and contact the unpaid list in TP 

• Finalise the match plan based on acceptance lists 

• Plan an event staff meeting 

• Good communication between the TD and Referee will help to 
achieve a good schedule 

• Communicate with your relevant Officiating Development 
Coordinator to make sure you have the correct officiating coverage 
especially if you have to add extra venues. 



  

SCHEDULING FUNCTION IN TP 

• Go to Tournament > Properties >  Times 
•    
•  
•  
•  



  

SCHEDULING FUNCTION IN TP(CONT.) 

 
 

• Go to Tournament > Properties >   
•  
•  
•  

   minutes 



  

SPECIFYING DRAW  LOCATIONS 

•   
•  

  



  

PUTTING TIMES ON THE DRAW 

•  choose 

either the “Schedule  

 



  

SCHEDULE EACH MATCH  INDIVIDUALLY 

•

 

 



  

SCHEDULE BY ENTIRE  ROUND 

•  
 



  

OVERVIEW OF  SCHEDULE 

•

-hand side menu bar 

•  
 



APPROVING & COMMUNICATING THE 

SCHEDULE 
• If compiling the schedule without the Referee, communicate with them before 

publicly releasing the schedule 

• Publish the event, with updated website message 
o Internet > Publish 

• Email all entrants with important information 
o Export player email addresses from TP to excel spreadsheet 

• Alphabetical Player Times Report 
o Report > Matches > Alphabetical List 

• Print and promote at all venues 

• Update other communication channels – club website, social media (Facebook 
and Twitter) 



MODIFYING THE SCHEDULE AT THE 

EVENT 
 

• Required based on weather delays (rain or heat) 

• If major changes are required, review the overall match plan 
before worrying about making changes in TP. 

• Find a quiet place away from the event desk 

• Plan to have a person responsible for coordinating the schedule 
and not have them undertake too many other tasks. 

• Communicate on all channels (website, social media, email/SMS) 
a time when the revised schedule will be released and ensure it is 
delivered by then. 



SCHEDULING TIPS 
 

• Plan and schedule largest draws first 

• Players generally prefer singles before doubles, but customer feedback is 
they are open to creativity here 

• Consider the number of events you will allow a player to enter on your 
ability to create a friendly schedule – e.g., allowing players to enter 3 or 4 
events will make scheduling an event difficult. 

• Scheduling should ensure that all players are treated equally and receive 
adequate rest between matches 

• Individual match times for each event should be posted at least one round 
ahead of play. 

• Try to avoid, where possible, players having first and last matches on any 
day. 



EVALUATING THE SCHEDULE 
 

• Keep a document and list the start and finish times of each day of the 
event for each venue. 

• Keep a note as to how far behind or ahead of schedule you were on 
each day 

• Track customer feedback about the schedule throughout the event.  
And after the event via a feedback survey. 

• Evaluate scoring & draw formats for the events and the impact on the 
number of matches that can be played 

• Start planning for the next event sooner rather than later. 



 


