Registrars Guidelines

1. Review ALL Returning Teams info with each team manager prior to migrating the team over.  There’s always changes made between one season and the next that need to be updated prior to migrating team info.

2. Set your own policy for drop off & pick up of paperwork and cards and notify everybody including your fellow registrars and the Club.

3. You MUST be responsive to Club, Team, and League inquiries in a timely fashion.

4. Any inquiries you receive that you don’t understand, forward them to me and I’ll do the research.

5. Get familiar with and notify everybody in your region about all Important Dates such as Freeze dates, Transfer dates, State & National Cup related dates, etc.

6. Get to know our District IV Commissioner and Asst. Commissioners.

7. Make timely deposits of all monies collected.  Notify Head Registrar of all deposits made per her approved accounting form.

8. Keep a copy of all accounting records for all player / admin registrations.

9. Head Registrar will make all payments to all Asst Registrars.  Asst Registrars cannot reimburse themselves directly.

10. Notify everybody in advance when you are not going to be available.

11. Make sure you cover each other.

12. All players, coaches and administrators MUST sign off on our NO-TOLERANCE POLICY and provide proof of it in conjunction with their registration forms.

13. All players/parents MUST sign off on a Player/Parent Contract and provide proof of it in conjunction with their child’s registration form.

14. NO SHORT CUTS – NO FAVORS!!  Follow all registration protocol including collecting and depositing of money, accounting, all proper paperwork approvals, etc.

15. Notify the Club immediately in the case of any unruly behavior by team managers, or any and all problems that surface.

16. Stay in regular contact with the Club either by email, text or phone call.

17. ALL team fees MUST be current prior to registering any new players to team rosters.

18. Get familiar with the US Club Soccer Registry system.

19. Once the season has started, every new player registration MUST be checked thoroughly by using the special search program available within the registry system, for potential double registrations.  We want to avoid at all costs, any team being forfeited due to having ineligible players registered to their team because we did not do a thorough background investigation prior to registering the new player.

20. All Team’s MUST have Club President registered to their team as an Asst. Team administrator.
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