Saint Croix National GC Proprietary Information


Facility

This document outlines the building’s seasonal opening and closing procedures and other pertinent information.

3Security

Closing Procedure
3
Opening Procedure
3
General
3
Light Bulbs
3
Paint Colors
4
Piped Music
4
Power Company Meters
4
Safe
4
Telephone System
5
Television
5
Season Opening Checklist
6
Director of Golf Operations
6
General
6
Balloon
6
Personnel
6
Starters/Rangers
6
Guest Services, Golf Shop, Food & Beverage
6
Banking
7
Tee Sheet
7
Facility
7
General
7
Cleaning Service
7
Propane
8
Sewer
8
Heating & Air Conditioning
8
Fire Extinguishers
8
Fire/Smoke Detectors
8
Pest Control
8
Passes
8
Telephones
9
Telephones – Pay
9
Telephones – Books
9
Road Signs
9
Food and Beverage
9
Bar and Grill
9
Dry Storage
9
Power
9
Halfway House
9
Beverage Carts
10
Cart Barn
10
Renew Licenses
10
Golf Shop
10
Office
10
Radios
10
Rental Clubs
10
Rental Shoes
11
Guest Services
11
Carts
11
Range Balls
11
Chairs
11
Season Closing Checklist
12
Director of Golf Operations
12
Balloon
12
Banking
12
Tee Sheet
12
Facility
13
Propane
13
Sewer
13
Heating & Air Conditioning
13
Telephones
13
Telephones – Pay
13
Water
13
Plants
13
Golf Course
13
Food and Beverage
14
Inventory
14
Bar and Grill
14
Dry Storage
14
Power
14
Halfway House
14
Beverage Carts
15
Cart Barn
15
Golf Shop
15
Inventory
15
Merchandise
15
Guest Services
16
Carts
16
Range Balls
16
Chairs
16



Security

This facility is protected by an ADT alarm system.

Closing Procedure

Depress the top left UP ARROW twice.  

The display will say “Ready to leave.  To Arm, Enter Code:”  

Enter your code 

This code must NOT be revealed to anyone who is not authorized to enter or lock the building.

The display will now read “Armed”, will start beeping, and the red “alarmed” lamp will be lit.  Leave the building immediately.

Opening Procedure

Depress the top left UP ARROW once.  The display will say “Ready to enter.  Enter Code.”

Enter your code

The display will read “Ready, Stay” and the red “alarmed” lamp will be out. 

Note:  St. Croix County ordinance states that after there are three false activation responses in a twelve month period, Saint Croix National will be fined $150.  After four, the fine is $300 and for each one thereafter, the fine is double the previous fine.

General

Light Bulbs


Ceiling bulbs should be replaced at the beginning of the season to ensure maximum life during the season.  To replace the ceiling bulbs, contact Action Rental in Stillwater at 651-439-6592 to obtain an electric lift.  It will cost about $75 for four hours.  


Bulb replacement:



Ceiling – GE 50W Floodlight, Halogen, 2000 hours, PAR38 bulb, Flood beam



Pro Shop – Sylvania 45W Floodlight, Halogen 2500 hours, PAR38 bulb, 30 deg beam

 #15537  45PAR/HAL/FL/30/RP-120V



Soffit – GE Halogen 50W, Halogen, 2500 hours, PAR30 LN (or BR30), 

50 or 60 deg beam

Paint Colors


Exterior


(A) Building – Mautz Driftwood 5382M

(B) Window Trim – Benjamin Moore Revere Pewter (HC 172)

(C) Building Trim and Front Door Dormer Fascia – Revere Pewter (HC 172)

(D) Underside of Front Door Dormer and Eve overhang – Mautz Driftwood

(E) ALL Exterior Color to be LOW LUSTER FINISH
Interior

(A) Ceiling – Mautz Standard Ceiling White

(B) Wall and underside of ALL soffits – Benjamin Moore #1016 (PO 129)

(C) Fascia of ALL Soffits – Benjamin Moore New London Burgundy (HC-61)

(D) Back Bar Wall – Benjamin Moore New London Burgundy (HC-61)

(E) Restroom Doors / Locker Room Doors – Mix to match Shakers Green Matte Finish (Formica 434-58) -- Sherwin Williams, Decorator Colors, Satin Enamel, Base R Neutral 8450-99993 tinted to Shaker Green II.


(F) ALL Interior color to be PEARL FINISH
Awning

(A) Body of awning Taupe (Sunbrella Style #4648)

(B) 8” Valance – Silver (Sunbrella Style #4651)

Telephone Station



Formica Shakers Green – Matte Finish (434-58)


Resilient Restroom Floor Cover – TSI 504 (Brown)

Piped Music


JP Golf Management establishes start and stop dates.  Expect it to be turned on circa April 19th.  


The volume control is in the Golf Shop storage area.

Power Company Meters


There are two power company meters on site.  One is on a pole near the maintenance shop.  It should not be confused with the telephone company’s meter.  The other meter is located between #13 and #17.

Safe


The safe combination is kept at JP Golf Management.  

Telephone System


We have a Toshiba Strata DK-series telephone system.  The McLeodUSA ESI Communications manual is kept in the Golf Shop.  It provides all the information one needs to know to operate the system.  However, it might be best to call the telephone company for advice for other than simple changes.


For problems, call McLeodUSA or the Somerset Telephone company.

Television


The television in the Bar and Grill can receive both broadcast and satellite signals.  There is a remote control that is kept at the Bar and Grill.   The manuals are kept in the Golf Shop.

Season Opening Checklist

Director of Golf Operations

General

1. Ensure this stuff is done.

2. Develop personnel staffing budget

3. Review SOP and rewrite

4. Review Employee Handbook and rewrite

5. Review Forms and modify.

6. Review last year’s data

Balloon


Balloon is kept in the Cart Barn


Key Design, Inc. will clean and repair the balloon.

Personnel


Develop personnel files for all employees to include the checklist and all forms.  Also have new AND returning employees fill out a new employment application.


Provide refresher training to all returning employees

· Group settings

· Solicit employee input to procedures that have changed since the previous year; modify as needed

· Solicit employee buy-in to the new procedures

· One-on-ones


Besides normal refresher training for returnees, ensure:

Beverage Cart employees have received liquor training


Bartenders and those serving alcohol need a liquor license and training.  ?????

Starters/Rangers


Have returning Starters and Rangers:

· review   “Slow Play:  Fast Solutions” book (sections and portions highlighted).  This will instill the importance of maintaining our pace of play

· review the SOP & sign

· review the Employee Handbook & sign

Guest Services, Golf Shop, Food & Beverage


Have returning Guest Services employees

· read the SOP & sign

· read other helpful hints that have been collected over the off season.

Banking

· Have JP Golf Management set up signature cards for Norwest Bank in Houlton.

· A checkbook will be used at the golf course for petty cash needs.  Checks will be written vice cash disbursements; checks provide a paper trail.

· Weekly, fax a list of checks written to JP Golf.

Tee Sheet

USERIDs & Passwords


Call Jay at TeeMaster to set up new USERIDs and PASSWORDS.  This will be dependent upon who in the Golf Shop should have them.  The following personnel have USERIDs and PASSWORDS as of January 3, 2000:


As personnel quit or leave for the season, USERIDs and PASSWORDS will be terminated for subject employees.


Eric at TeeMaster (612) 525-7109 will assist with on-phone or in-person training.

Tee Sheet


Have TeeMaster release tee sheets.  


Set up tee sheets so they are ready for opening.

Tee Sheet Course Message


Change Course Message to reflect current rates, notices, and policies.

Facility

General


Check the facility outside for areas that need painting.

Cleaning Service

Call cleaning service to:



Clean carpets



Wash walls



Wash windows

Spray wash canopy over side entrance (ensure this is done from underneath-out AND before the doors are washed.

Propane


Check Propane.   The gauge is in the pit next to the filler pipe.  We are on a refueling schedule and they come about every three weeks.

Sewer


Ensure Maintenance has pumped the two holding tanks.  Powers Liquid Waste Management, Inc in New Richmond pumps it.

Heating & Air Conditioning


Program the A/C & Heating above the (1) Men’s toilet, (2) in the Bar/Grill, and (3) in the downstairs meeting room.


Change the furnace filters.

Fire Extinguishers


Check each fire extinguisher.   They are located:



Kitchen:  On the wall by the telephone by the swinging entrance door



Kitchen:  On the wall to the left of the grill



Golf Shop:  In the wall to the left of the front entrance

Fire/Smoke Detectors


These are powered by electricity and do not need battery replacement.

Pest Control


Contact Lawrence’s Pest Control in New Richmond at 246-3725 to spray for bees/hornets/et al in the cart barn, around the club house, on the patio, and the first tee. 


Bees have been known to occupy the ceiling of the cart barn.  Need to fog the building more than once a year.

Passes


Season Range



Update the season range pass on PC #1.   Find file “Rangep” in c:\psdwin\projects – it is a PDA File.  Print on “business card forms”


VIP



Reprint the VIP passes


Complimentary



Reprint the complimentary passes

Telephones


Change the telephone greeting message.


Ensure outside telephone lists are up to date.


Ensure intercom lists are up to date.

Telephones – Pay


Northwest Communications handles our pay phones.  Call them in mid-March so they can get the phone lines installed by Somerset Telephone and install the pay phone.  They are also responsible for the beige booths.

Telephones – Books


Obtain White Pages and Yellow Pages phone books from the Stillwater Chamber of Commerce (423 Main Street So.) and/or Hudson Chamber of Commerce (502 2nd St.).  There is no charge. 


Somerset telephone directories can be obtained from the Somerset Telephone Company on Spring street about ½ block west of the Holiday Station.

Road Signs


Check all road signs for wear and tear.  Paint or replace as necessary.

Food and Beverage

Bar and Grill


Wash the walls, ceilings, coolers, sinks, and all equipment.


Sanitize (100ppm water and bleach solution) the coolers, sinks, and food preparation area.


Contact laundry to have linens cleaned.

Dry Storage


Reorganize the dry storage area.


Have linens picked up for cleaning

Power


Turn on all the circuit breakers in the power panel in the Dry Storage room. 


Halfway House


Wash the windows, floors, counter, and restrooms.


Sanitize the floors, counter, and restrooms with a water and bleach solution (100ppm)  

Beverage Carts


Clean and sanitize (100ppm water and bleach) the brown beverage cart container.

Cart Barn


Sweep and mop the cement floor.


Stack and inventory all tables and chairs


Sanitize the grill, bar, key meister, and Alto Sham with a water and bleach solution (100pm)

Renew Licenses


Class B Retail License and the Cigarette and Tobacco Products Retail License comes from the Town of Somerset.  In April, the Town Clerk sends out all the forms to be sent in by June 1st.


The Bartender’s Licenses is also taken care of by the Town of Somerset


The State of Wisconsin License, Permit or Registration for the restaurant is handled by Madison.  Each May, they send out the appropriate forms.


The Wisconsin Department of Revenue Wisconsin Seller’s Permit is handled by Madison.


Each beverage server must attend Serving Responsible Beverages.  The certificates must be on file in Somerset and sent in with the aforementioned forms.  Classes are held at WITC in New Richmond.

Golf Shop

Office

Organize the office and counter areas

Check inventory against year-end inventory

Enter inventory data into system


Clean all garbage cans


Cash register training

Radios


Check out radios and base station unit.

Rental Clubs


Inventory rental clubs against year-end inventory.


Clean and buff golf clubs.


Regrip and repair if necessary.


Order replacement clubs if necessary.  The knockoffs can be obtained from local golf shops (locations TBD).   We need to maintain full sets of golf clubs that are matched.   We should have 9 right handed sets and 1 left handed set on hand.    Golf company representatives may have closeout sales whereby we can purchase good clubs at a reasonable price.

Rental Shoes


Inventory rental shoes to ensure we have a good cross section of shoes.  



Clean and polish all shoes

Replace spikes in all shoes

Rental Golf Shoe Inventory – January 10, 2000

All shoes are FootJoy

Men:  8M,  8.5M,  9M (2),  9.5M,  10M,  11M (2),  11W,  14M

Women:  6M,  7M (2),  7.5M (2),  8M,  9M,  9.5M

Guest Services

Carts


Ensure all carts are clean (wash or dust as appropriate)


Refuel (ensure the amount of fuel is recorded in the log)


Wash and sanitize all coolers.

Range Balls


Driving range balls will be checked for cleanliness (ensure they have been washed), inventoried, and placed in service.  Only good balls will be used.  Those that have cuts or major scuff marks will be thrown out.  A tally of the number of balls placed into initial yearly service will be given to the Director of Golf Operations.  As balls are placed into service, the count will be added to the running tally.

Chairs


Wash the chairs (both green ones and white ones) thoroughly.

Season Closing Checklist

Director of Golf Operations

Ensure this stuff is done.

Balloon


Send balloon to _________________


Check Velcro to see if it needs repair


Have rips repaired


Have balloon cleaned

Banking

Have JP Golf Management pick up the checkbook.


Tee Sheet

USERIDs & Passwords


Call Jay at TeeMaster to cancel USERIDs and PASSWORDS no longer needed.  The following personnel have USERIDs and PASSWORDS as of January 3, 2000:


As personnel quit or leave for the season, USERIDs and PASSWORDS will be terminated for subject employees.

Tee Sheet


Have TeeMaster close tee sheets.  

Tee Sheet Course Message


Change Course Message to reflect current rates, notices, and policies.

Facility

Propane


Have propane tank filled

Sewer

Have sewer pumped by
………..

Heating & Air Conditioning

Change the batteries in the thermostats (1) above the Men’s toilet, (2) in the bar/grill, and (3) in the downstairs meeting room.

Set thermostats at 50o  (HOLD vice PROGRAM).


Change the furnace filters


Telephones


Change telephone greeting message.


Change voice mailbox password.  

Telephones – Pay


Northwest Communications handles our pay phones.  Call them two weeks before the end of the season so they can get the phone lines de-installed by Somerset Telephone and remove the pay phone.

Water


Leave the water turned on.  Maintenance will flush the toilets every now and then.

Plants


Maintenance will water the plants once a week.

Golf Course


Have diver pick pond balls


Review all tee boxes for:



Correct ball washers



Enough ball washers



Towels



Spike cleaners on par 3’s



Enough seed/soil containers



Etc.

Food and Beverage

Inventory


Soft drinks


Liquor


Beer


Open bottles of liquor and open cases of soft drinks and beer can be sold to employees at cost (prorate based on remaining quantity). 

Bar and Grill


Wash the walls, ceilings, coolers, sinks, and all equipment.


Sanitize (100ppm water and bleach solution) the coolers, sinks, and food preparation area.


Call the hood cleaning service to have the hoods cleaned.


Disburse all perishable food products.


Send back all non-perishable foods that can be returned.


All case beverages, i.e., Pepsi products, beers, etc. put in the basement cooler.


Turn off all coolers after they have been emptied.


Clean the above coolers


Store beer tap handles in Dry storage

Dry Storage


Organize the dry storage area.


Have linens and rubs picked up for final cleaning

Power


Turn off all the circuit breakers in the power panel in the Dry Storage room, except for the fire extinguisher. 


Halfway House


Remove all food and beverage products.


Bring all small wares to the clubhouse basement for storage.


Call Pepsi and have them come out to:



Blow the lines on the soda machines, and



Winterize the cooler.


Wash the windows, floors, counter, and restrooms.


Sanitize the floors, counter, and restrooms with a water and bleach solution (100ppm)  


Remove soap from all dispensers


Lock all the doors


Maintenance will blow the water lines.

Beverage Carts


Empty beverage carts


Clean and sanitize (100ppm water and bleach) the brown beverage cart container.


Clean the carts thoroughly

Cart Barn


Sweep and mop the cement floor.


Stack and inventory all tables and chairs


Take skirting to the dry cleaners.


Clean the grill.


Clean the portable bar and have lines blown.


Clean keg meister and have lines blow.


Clean Alto Sham


Sanitize the grill, bar, key meister, and Alto Sham with a water and bleach solution (100pm)


Return all small wares to the clubhouse basement for storage.

Golf Shop

Inventory


Scorecards


Equipment Rental Agreement forms


Golf Cart Rental Agreement forms


Brochures



Events



Golfing

Radios, chargers


Merchandise (see below)

Merchandise


Inventory everything.


Pack all clothes in boxes.


Store in storeroom


Move the displays to one end of the building


Vacuum the floor


Clean and sanitize (100ppm water and bleach solution) restroom floors, toilets, sinks, and urinal.


Empty and clean inside and outside of lockers.


Clean and sanitize (100ppm water and bleach solution) the locker room toilets and sinks.


Clean all garbage cans

Add usable lost and found clubs to sparse rental club sets; give remainder to charity or sell to second hand sports stores


Give lost and found articles to employees who want them; give the rest to charity or throw away.

Guest Services

Carts


Thoroughly wash all carts


Rub out scuff marks


ArmourAll the body and all rubber except the steering wheel, gas and break pedal, and floor.


Wash all coolers


Record the meter usage for each cart on the Usage Meter Sheet.

Range Balls


Range balls will be hand cleaned and washed. Only good balls will be used.  Those that have cuts or major scuff marks will be thrown out.   The total number of balls will be given to the Director of Golf Operations.

Chairs


Ensure the loose grim is pressure washed off the chairs (both green and white).  The chairs will be cleaned thoroughly in the spring.
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