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JHBC Manager’s Duties & Responsibilities

1) Team Roster

2) Team Schedules
a) Regular season games (16)

b) Tournaments (4)

c) Playoffs

3) Team Finances

a) Team Budget Outline

b) Team Budget Spreadsheet

c) Team Checkbook – Manager assign to team treasurer.  JHBC Treasurer will be co-signer on all team checkbooks.

4) Manager Book (provided by JHBC)

a) Roster

b) Schedule

c) Birth Certificates

d) Consent to Treat

e) Official D6 Roster

f) Coaches Cards (copy front and back of all cards)

g) Tournament Details

h) Game Labels (size 2x4 )(Avery #8163)

5) Update Team Web site Information

a) Input schedules (league, tournament, playoffs)
b) Team Roster

c) Game Schedule
d) Scores

e) Tournament
6) Reimbursement to Coaches

a) Hotel

b) Food ( tournaments)

c) Mileage to out of town Tournament

d) Equipment 

7) Ice for Sale  -  Web: www.rinkfinder.com  

8) Ice Swap on Jefferson web site.  

9) Tournaments

a) Send in rosters.

b) Pay for JHBC Tournament (Midwest or Squirt).

c) Bring birth certificates and official roster.

d) Register team.

e) Find hotel and reserve rooms for out of town tournament.

i) Negotiate team rate.

ii) Inform team of reservation deadline.

iii) Book and pay for coach’s room.

iv) Directions to rinks.

v) Some teams assign Tourn. Coordinators.

(1) Door Tags

(2) Player Functions

(3) Team dinners

(4) Parent Social Hour

f) Collect team final budget payments (Jan )

g) Assign Team Duties at team meeting.

i) Timekeeper, scorekeeper, penalty box.

ii) Team party.

iii) Yearbook.

iv) Year end party.

v) Sponsor Coordinator.

vi) Etc.

h) Scrimmages – MUST have referees for all scrimmages.
i) Schedule referees on D6 Web site.
ii) Write checks for Referees (check D6 rates).
10)   Chuck-A-Puck

a) Chuck-A-Puck Coordinator will assign a varsity game to each team.

11)   ManagerTemplate sheets – On web site under Teams/Manager Resources/Documents
a) Team Roster
b) League Game Volunteer 
c) Game Stickers
d) Team Budget
e) Parent Volunteer 
f) Billfold Cards
g) Scrimmages Log sheet
h) Codes of Conduct
i) Players
ii) Parents
iii) Coaches
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