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Team Manager Organization
Team Manager’s Checklist

 FORMCHECKBOX 
  Intent to Play filed

 FORMCHECKBOX 
  Fee Paid to AYSO Region 605

 FORMCHECKBOX 
  Player Registrations submitted

 FORMCHECKBOX 
  Ensure Roster is correct – Player Names, Jersey Numbers, Birth Dates, Team Name, Coach & Assistant Coach Names, Team Manager Name & Contact Info.  (Cross-check player info to player cards.)
 FORMCHECKBOX 
  Volunteer Forms submitted for Coach, Assistant Coach and Team Manager

 FORMCHECKBOX 
  Uniform requirements collected & submitted, by deadline:       
 FORMCHECKBOX 
  Original 1”x1” photos obtained (photo paper required, size appropriate to see complete head).

 FORMCHECKBOX 
  Player cards with photos submitted, by deadline:       
 FORMCHECKBOX 
  Travel safety and hotel guidelines, read & communicated to parents
 FORMCHECKBOX 
  Volunteer service requirements met and signed off (see team matrix)

Team Manager’s Notebook – beginning of season
 FORMCHECKBOX 
  copy of Intent to Play for current season
 FORMCHECKBOX 
  copy of AYSO Certificate of Insurance in lieu of state permission to travel

 FORMCHECKBOX 
  5 original, current Official Rosters signed by Registrar or RC, plus 10 photocopies
 FORMCHECKBOX 
  Coach Copy of Player Registration Forms (considered a Medical Release form)
 FORMCHECKBOX 
  Copy of Birth Certificates for each player

 FORMCHECKBOX 
  Complete, signed, laminated player cards
 FORMCHECKBOX 
  Team records:  WLT record from most recent season;  teams played & scores from recent tournaments
 FORMCHECKBOX 
  Pocket for each Tournament for documents (below)
Tournament Checklist

 FORMCHECKBOX 
  Locate tournament info (usually websites), prepare budget for parents, collect in advance.

 FORMCHECKBOX 
  File tournament applications & pay by deadline – applications will require team records.
 FORMCHECKBOX 
  Copy of tournament application & proof of payment.  Follow up for team acceptance.
 FORMCHECKBOX 
  Registration (check-in) location, date & time

 FORMCHECKBOX 
  Registration documents required

 FORMCHECKBOX 
  Official Tournament Rules

 FORMCHECKBOX 
  Hotel reservations made, in compliance with guidelines.  (May recruit another parent for hotel bookings.)
 FORMCHECKBOX 
  Name, phone, address &/or directions to hotel to distribute
 FORMCHECKBOX 
  Game Schedule and Field locations – actual addresses for GPS, or complete directions to distribute
