DUTIES AND RESPONSIBILITIES OF A TRAVEL TEAM MANAGER

The Team Manager has total responsibility for the administrative functions of the team.  First and foremost feel free to delegate any of the below duties.

· Attend the Mandatory Coach’s and Managers meeting at the beginning of the season.  Schedule the start of year meeting with all parents and players.  This is a meeting where the coach sets the table for the year.  Discusses expectations and answers any questions.  This takes place within the first week or so of the season.

· Manage the team's budget for ancillary team expenses and handle the team checking account, if such an account is necessary.  Checkbook to be provided by ACYHA Treasurer.  (Sample budgets provided)

· Work with the ACYHA Equipment Manager for team equipment.  Make sure all equipment is properly used, maintained, and returned at the end of the year.  This included jerseys, water bottles, medical kit, and puck bags.

· Be a communication liaison for the ACYHA Board of Directors to all the families on your team.  Communicate the teams ice times for practices and games.  Keep team records such as league standings, overall team records and statistics with respect to team - performance as requested by the Coach.  These can be posted on the website.  (See website for more functionality)

· Make team records available at each league game and tournament. The Team Manager must retain, throughout the season, copies of original birth certificates and insurance verification forms for all players and team rosters.  The association registrar will provide this BOOK to you.  You must bring it to every game and/or tournament and return it at the end of the year

· Schedule non-league games/scrimmages in conjunction with the coach’s request and obtain referees for these games (this is a team expense).  The association schedules all league games, which includes pre-paid referees.

· The home team is responsible for a scorekeeper and timekeeper. The Team Manager shall perform this duty or assign it to a parent on the team.  Many teams have a rotating schedule.  The website is a useful tools to manage, track, and inform families of their responsibilities.

· Report scores of all league games after each game (you will be given instructions at the Mandatory District 3 Coaches and Managers Meeting)

· Handle team travel arrangements for out of town tournaments.  Most out of town arrangements have been pre-booked and the specific ACYHA Level Coordinator will communicate this to you at the beginning of the season.

Key websites:

www.minnesotahockey.com - Minnesota Hockey, Governing Body of Minnesota Hockey

www.d3hockey.org - District 3 Website, 

www.d3hockey.org/page/show/25465-referee-scrimmage-request - Referee Scrimmage Request

www.armstrongcooperhockey.org/page/show/42696-board - ACYHA Board of Directors

