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Manager Cheat Sheet
Duties:  The team manager is the backbone of every team.  They provide critical support to coaches, the players and their families and allow the coaches to concentrate on game and practice planning and execution.   While some coaches take on some of the organizational duties, a good manager/coach relationship will foster better team communication and planning while allowing the coaches to concentrate on providing the very best on-field experience. 
Pre- Season Responsibilities 
· Let the Club know you are managing as soon as possible. 
· Find a partner – The strength of the team and the Club is built on volunteers who are having fun, and passionate about their role.  Find someone who can help you with certain duties. 
· Complete background checks and new for fall 2011, concussion training.  Information on both is on the club website. 
· Facilitate initial coach, team and club communications.  Use the Club provided team page on the clubs website to load rosters, schedules and contact information for the coach and manager.  
· Work with paid and/or volunteer coaches to establish and schedule pre-season activities 
· Ensure team equipment and jersey’s are in order and picked up from Club Equipment Manager
· Confirm all players have jerseys and that numbers do no conflict
· Attend or coordinate equipment pick up from the Club at the designated time/location
· Attend, or coordinate  attendance of the district meeting by a team representative 
· Bring team number
· Know teams schedule conflicts prior to meeting - can be changed at meeting 
· Get player/coach/manager passes from the Club
· Take/assemble pictures of each player/coach/assistant coach/manager for player pass (size needs to be small ~ 2”x3”, year book picture size generally work)
· Have each pass signed and laminated – MUST BE DONE PRIOR TO SEASON
· Every player/coach/manager must have a player pass EVERY GAME
· Do not let players hold passes.  Only coaches and managers
· Collect medical release forms from each player.  Must be with the team at every game (available on-line and in district packet)  
· Work with coach to 
· Establish schedule for season, collect player schedule conflicts 
· Determine if there are changes required in schedule
· Initiate re-schedule procedure if required (see website and district materials for reschedule procedures)
· Make sure to have/provide Player Card and Health Form when facilitating play-up’s 
· Social
· Work with a parent, or group of parents, to organize and facilitate off field related activities to build the team unity.  
Game Day
· Home games
· Referees are now paid directly from club treasurer – new for fall 2011.
· Must provide a stamped, pre-addressed envelope to referee to submit game report to MYSA – labels will be provided in District Meeting Packet
· All Games
· Provide referee with a signed match report (available in district packet and at MYSA website under managers tab)
· Have player passes available for player check-in 
Other
· Tournaments
· The Club may provide a budget for each age level of travel soccer each season 
· See website for expense submission for tournaments and other out-of-pocket expenses allowed 
· Teams/coaches are responsible for selecting and paying for tournaments and collecting from families any amounts not covered by the Club
· Equipment
· Each team is responsible for balls, flags, pumps and medical kit provided by the Club.  If items are lost, damaged or consumed, the club will make every reasonable effort to replace/replenish.  Contact equipment manager. 
Post Season
· Equipment
· Work with coaches to make sure all club equipment is accounted for and properly returned as designated by the Club
· Identify interested parties to manage, coach or volunteer in other ways and communicate to the Club
Where to learn more
· MYSA Website  www.mnyouthsoccer.org 
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