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Elected Positions

President and Chairman 

· Attend and help out with the Travel Try-outs
· Take on any additional non-elected Board positions as needed

· Assemble monthly board meeting agendas

· Soliciting items from other board members

· Send out agenda to board prior to the meeting

· Preside/conduct board meetings (if unable to attend ensure Vice-President can attend and has the agenda)

· Usually the third Sunday of each month from 7:00-8:30pm, with the following exceptions…

· Perform role call (make sure there is a majority quorum present)
· Lead discussions using agenda topics
· Approve prior Month’s Meeting Minutes
· Age Level Coordinator Updates

· Old Business Items

· New Business Items

· Around the Table

· Adjourn (announce next meeting date/time/location)
· Call for votes on motions
· Attend bi-annual Minnesota Babe Ruth / Cal Ripken meetings (Winter-December & Spring-February)
· Communicate tournament dates/locations to Coaches and Board members 
(Districts, State, Regions, and World Series)
· Request to host State/Regional tournaments if applicable

· Communicate rule changes to Travel Coordinator (to forward to Coaches) and other Board members

· Nominate and elect new current yearly board positions (January) 

· President is typically the prior Vice-President (two year term)
· Nominations for Vice-President are accepted and voted on (two year term)
· Nominations for Treasurer are accepted and voted on

· Nominations for Secretary are accepted and voted on

· Determine/Assign Other Board Positions and Age Level Coordinators
· Create Waite Park Babe Ruth League Charter annually (January)

· http://www.baberuthleague.org/ 

· Establish user-id and password logon

· Update board members

· Estimate number of teams within each age level

· Order BR/CR patches, rule books, and score books

· Submit for approval

· Print off invoices and submit to Treasurer for payment to be sent

· Setup new Season (February)
· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools 
· Select Season Admin icon

· Go to Create Season tab
· Select the Spring of the current year

· Enter in Start Date (usually March 1st)

· Enter in End Date (usually August 31st)

· Select ‘Make Current Season’ to “Yes”

· Determine pricing for the upcoming year with recommendations and motions from the board (February)

· Team Sponsorship (currently $300 for Silver, $600 for Gold)

· Travel Fees (currently $250 for Baseball and $175 for Softball)

· In-House Fees

· Meet with the City of St. Cloud – Recreation Programmer (March)

· Reserve 90’ baseball fields (i.e. C-2, 10) for the 13 year old and 14-15 year old in-house league games (typically the first week of June through the last week of July ( Mondays through Thursdays)

· Add to the City of St. Cloud to the WPBR insurance as second provider (see below) 

· Meet with the City of Waite Park: Mayor, Public Works Director (March)

· Provide them with an updated Accident Certificate, Accident Policy, Liability Certificate, 
and prior year’s financial report
· Discuss and approve any changes to the contract (renew every three years, last done in 2013)

· Sign miscellaneous contracts (March)

· BR/CR Regional Tournament
· Official Photographer 
· St. John’s Field House / Fields
· St. Cloud Park and Rec – Whitney Fields

· High School Softball

· Technical College Softball
· After all the teams are entered in the WPBR Website, update Insurance Policy numbers (March)
· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Go to Roster Wizard

· Check, I am ready to begin

· Click on Insurance tab

· Click Insurance Management

· Accident Insurance Co: K&K Insurance Group, Inc

· Accident Policy#: SPP-000000-00 (get number from Insurance Certificates)
· Liability Insurance Co: K&K Insurance Group, Inc

· Liability Insurance Co: RPG-000000-00 (get number from Insurance Certificates)
· Hit the Update All Insurance Fields >> button

· Babe Ruth Online League Administration Updates (April)

· http://www.baberuthleague.org/ 

· Establish user-id and password logon
· Go to ‘Officials’ then ‘League Administrators’

· Edit teams

· Update with correct number of in-house teams

· Order additional CR/BR patches

· View Insurance Certificates

· Needed for Travel post-season roster books

· View Charter Certificate

· Additional Insured

· Add City of St. Cloud (400 – 2nd Street South, St. Cloud, MN  56301)

· Owner of premises utilized for league activities
· After updates are approved by Babe Ruth, print off invoices for Treasurer to send payment 
· Approve all financial-need scholarship awards for both in-house and travel (April)

· Use free or reduced school lunches as a guideline

· Communicate to Treasure

· Approve in-house ‘play-down’ (i.e. medical, disabilities) requests (April)

· Approve all In-House [regular] rosters (May)

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Under ROSTERS, click on the Roster Wizard icon

· Check, I am ready to begin

· Select the Rosters tab
· Click on, View/Submit Rosters

· For each team click view
· Verify 12-15 players, a manager, and up to two coaches

· Verify insurance information is updated

· Enter in name of League President

· Hit Submit Roster

· Repeat until all In-House teams (at all levels) have been approved
· Approve all Travel [tournament] rosters (June)

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Under TOURNAMENTS, Click on the View/Submit Tourn. Rosters icon

· Select tournament for Travel teams

· For each team click view
· Verify 12-15 players, a manager, and up to two coaches

· Verify insurance information is updated

· Enter in name of League President

· Hit Submit Roster

· Repeat until all Travel teams (at all levels) have been approved
· Post Season Eligibility (June)

· Send an Email to Minnesota State Commissioners (both Cal Ripken and Babe Ruth)

· Go to http://www.minnesotababeruth.com/, then select Board & Commissioners on left side

· Include all of the names (by age level) competing in advancing play

· http://www.baberuthleague.org/ 

· Establish user-id and password logon

· Go to ‘Officials’ then ‘League Administrators’

· Print out League Letter of Tournament Eligibility Form (Cal Ripken & Babe Ruth)

· Generate and sign any 501(c)(3) donation tax deduction letters (November)
· Accountable for the completion of all other Board position responsibilities (including maintaining this document) 

Vice-President

· Attend Board meetings as a voting member
· Attend and help out with the Travel Try-outs
· Take on any additional non-elected Board positions as needed

· Fill in for President when President is unable to fulfill duties (see President section for responsibilities)

· President successor when term is completed (or if position is resigned)

· Track and monitor access to WPBR Properties 

· Give out keys as needed to people needing access to the following:

· Main Complex Concession / Restrooms

· Main Complex fields

· Main Complex Garage/Shed

· Old Concession by River’s Edge

· Bartz Shed

· Old Police building storage (Equipment / Supplies)

· PO Mail Box

· Maintain a list Board Members, Coaches, and/or non-board members having keys in their possession

· Ensure all keys are collected at the end of each season

· Maintain a list of all WPBR properties, work with  Grounds Crew / Concessions Manager to update
(Website: Board Members ( Corporation Docs ( Inventory of Property Owned by WPBR.doc)

· Background Screening Coordination (executed annually before each new season starts)
· Get criminal background checks (using official WPBR Confidential Screening and Consent Form) from:

· All Board members

· Travel Coaches through the Travel Coordinator

· In-House coaches through the Age Level Coordinators 
· Go to ( http://www.mncourts.gov/publicaccess 
· Scroll to bottom of page and hit “I Accept”

· Click ‘Criminal/Traffic/Petty Case Records’

· Filling out the online form 

· Select: Defendant

· Enter: Last Name, First Name, and DOB
· Click: Search
· Verify criminal offenses against the Disqualifying Crimes section within the WPBR Confidential Screening and Consent Form
· Track information in the WPBR Criminal Background Check Excel spreadsheet
· If needed, additional (more detailed) information can be acquired from the county for “hits”

· Don’t need multi-state checks (Minnesota Hockey did for years and never found anything)

· Scott Gray (612-349-9512 or sgray@metrolegal.com) will run out-of-state forms for us if needed
· Appeal Escalation Process

· 1st Level: Vice-President 

· 2nd Level: Committee of Treasurer, Secretary, Travel Coordinator, and In-House League Registrar 
· 3rd Level: Board President
· Place paper forms in folders by year and store with financial document filing cabinet in equipment room
· Oversee In-House League Registrar and Travel Coordinator duties
Treasurer

· Attend Board meetings as a voting member and provide a Financial Update/Report
· Attend and help out with the Travel Try-outs
· Take on any additional non-elected Board positions as needed

· Lead Finance Committee (when applicable) 

· Create a budget for the upcoming year, get board approval, and communicate to Financial Services Provider 

· Work with our Financial Services Provider (Carlson Advisors LLP) to complete the following:

· Manage Financial Records and report to board for review, including a prior year & budget comparison

· Generate reports on Mar, May, Jun, Jul, Sep, and Dec

· Manage all Employee Payroll
· Ensure compliance with employee liabilities and expenses

· Process bi-weekly payroll checks during season

· Grounds Crew and Concessions Manager

· Concession Employees and Field Maintenance Employees

· Umpires

· One-time salary payment to Umpire Chief and Umpire Coordinators per “Umpire Chief and Coordinator” section below
· Report all payroll in accordance with laws and regulations 
· Ensure 990 tax form is completed and approved by board before mailing it to the Fed
· Ensure Workman’s Compensation insurance policy audits are relied back to
· Ensure 501(c)(3) renewals are completed

· All other Financial Services tasks as defined in their roles in the Non-Board section
· Provide the following information to our Financial Services Provider at the end of each month

· Detailed list of deposits (date, amount, plus the following)

· Sponsorships: company name and type (i.e. Silver, Gold)

· Tournament Fees: note team name/association, age level, and division

· Travel Fees: note team name and player’s name

· In-house Mailed Registration fees: note player’s name

· Concessions: day/week ending

· Fund Raising / Donations: note person/company, reason (which Travel team, if applicable)
· Debit Card Transactions (note the date, vendor, the amount, and the purpose)

· Manual Checks (note the date, to who, the amount, and the purpose)
· Check PO Box (at least 3 times a week during the season, at least once a week during the offseason)

· Pay invoices on time

· Sponsorships go to the Marketing Coordinator

· Tournament applications go to the Tournament Coordinator

· Coaches Criminal Background Checks go to the Vice-President

· Checks need to be deposited

· Manage vendors orders and accounts (i.e. Apparel Provider, Official Photographer)

· Work with Field Coordinator on all non-WPBR field rentals 

· Work with Marketing Coordinator to track all sponsorships, donations, and fund raising
· Work with Travel Coordinator to track travel team registration fees, fund raising, donations, and expenses

· Fees must be paid for player to be eligible to play in post season tournaments

· Work with In-House League Registrar to track In-House Player fees

· Update master registration file when payments are made

· Logon onto the WPBR website (www.waiteparkbaberuth.com) using your personal NGIN account

· Click the Admin Control Panel (yellow triangle) in the upper-right corner

· Click on the Registration tab, click on current Registration Name, then go into the Saved Reports tab

· Click on “Unpaid” report (work with Website Administrator to create if not there)

· Find player’s name for the check received after registration

· Click on the Order paperclip, left of the name (make sure not to select the Entry paperclip)

· Under the Action column, click on Mark Paid (click browser back and repeat steps as needed) 

· June 1st: Mail out invoice to for all unpaid registration fees (include a SASE)
· June 15th: Follow up with an email to have them pay the mailed invoice 
· July 1st: Contact via phone for unpaid registration fees

· July 15th: Escalate to Board President
· Work with Equipment Coordinator to budget and purchase player/team equipment

· Work with Field Coordinator (and Ground Crew & Concessions Manager) on daily operations 
and Main Complex expenditures 
· Concession Stand merchandise/supplies

· Field Maintenance costs
· Equipment repairs and replacement costs
· Manage transactions/receipts from sub-account credit card

· Send in State Tournament fees for Cal Ripken and Babe Ruth post-season teams (June)

· One check made to Minnesota Babe Ruth for $13 per 9-10, & 11-12YO teams
Separate check made to Minnesota Babe Ruth for $275 per team participating in State
Send to: Cal Ripken State Commissioner (Moe Web, 528 Spruce Grove Ln NW, Bemidji , MN 56601)

· One check made to Minnesota Babe Ruth for $13 per 13 & 14-15YO teams
Separate check made to Minnesota Babe Ruth for $275 per team participating in State
Send to: Babe Ruth State Commissioner (Dave Fogel, 1127 24th Ave So, Moorhead, MN 56560)

· Write other checks as needed
· Monitor Banking Relationship with Plaza Park Bank

· Routing#: 091909178, Checking Account#: 65448506, Ground Crew & Concessions Acct#: xxxx1801
· Online Access: http://www.plazaparkbank.com/asp/services/service_2.asp 
· User ID: WPBRinc, Security Key: Baseball, Password: “WPBR1988”
Favorite team: Twins, WPBR Founded: 1988, Last name of Darrell’s field: Rapp
· Maintain PayPal Account:  Email Address = waiteparkbaberuth@gmail.com and Password = “WPBR1988”
· Manage Files for fiscal years

· Keep sub Folders for Bank, Carlson Advisors, and Receipts

· Keep 7 years of history plus current year

· Store files in Old Police Shed with equipment

· Oversee Equipment Coordinator, Field Coordinator, Apparel Coordinator, and Marketing Coordinator duties
Secretary
· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Take on any additional non-elected Board positions as needed

· Take minutes at each board meeting (if unable to attend, find a substitute)

· Document attending and absent board members (also track on attendance log)

· Document all motions with result

· Send out completed meeting minutes to Board at least one week prior to the next meeting 
and ensure the Website Administrator adds to website (Board Members ( Meeting Minutes)
· Update the Board Meeting Attendance Log on the website at Board Members ( Meeting Minutes

· Ensure any board documents are properly stored on the www.waiteparkbaberuth.com website under the ‘Board Member’ folder/tab

· Oversee Website Administrator duties
Age Level Coordinators

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Identify one Team Manager (Head Coach) and at least one Assistant Coach (up to two per team)
· Work with the Vice-President to ensure all coaches completed background form and are cleared to coach
· As best as possible put together equal teams

· Keep in mind the travel players
· Honor any requests (team, coach, player, car pool)

· Add Coaches and Players to team rosters

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Go to Roster Wizard

· Check, I am ready to begin

· Click on Players tab (In-House League Register will have already loaded all of the players)
· If you still need to add an additional player to the league, click Add a Player, enter in all of the required (*) fields, and hit the Submit button at the bottom of the page (repeat for each new player)
· If you need to update player information, click Edit Players, find (or search) for the player name, hit the Edit button, make necessary changes, and hit the Modify User Info button

· Click on Coaches tab
· If you need to add a new coach to the league, click Add a Coach, enter in all of the required (*) fields, and hit the Submit button at the bottom of the page (repeat for each new coach)

· You can also upload a file of multiple new coaches by clicking Upload Coaches

· Hit the Browse… button and navigate to folder where your MS-Excel (.xls) file is located

· Select the Sample File link to see format of file to upload

· Hit the Upload Coaches >> button

· Click on Rosters tab

· Click on Create Roster
· In the Division & Teams List section (upper left corner), click on a team within a division

· Drag players from the left window into the right drop area window

· Click Save Roster

· Repeat for all In-House teams at all age levels
· Click on Add Coach to Roster

· Click on the add/Modify Coach(es) tab

· Hit the Modify button next to the correct team

· Select Manager

· Select Coach (up to two additional per team, along with the Manager)

· Hit the Submit button

· Create Age Level Division schedules including field assignments and start times 

· Do not schedule any games before the Jamboree
· Use the template in Board Members ( NGIN info (work with Website Administer to load to team pages)

· Post hard copies at the fields / concession bulletin board

· Reserve fields with Field Coordinator

· Work with the Umpire Chief/Coordinator to assign umpires to games (if applicable)
· Review/Update the In-House Age Level Rules (when needed)

· Coordinate an In-House Coach’s Meeting

· Hand out equipment (organize with Equipment Coordinator)

· Go over league rules and hand out schedules

· Hand out team rosters (including player registration forms with medical information)

· Distribute Team T-Shirts and hats to Team Manager for players/coaches (organize with Apparel Coordinator)
· Distribute Team picture forms to Team Manager for players (organize with Marketing Coordinator)
· Manage the rainout process with Field Coordinator
· The oldest Age Level Coordinator of the night will decide if games are cancelled due to weather

· Have the Website Administrator put the following message on the home page:
“All baseball and softball games scheduled to be played in Waite Park and St. Cloud are cancelled due to rain for mmm dd.  Cancellations for games scheduled in other towns will be decided on shortly.”

· The Age Level Coordinators with teams playing in different towns (i.e. Cold Spring, Litchfield, Kimball, etc…) can add the cities to the list above, once they find out if those games have been cancelled
· Contact WJON (320-257-7191) and leave a message to have them post the Weather Closings 
· Email both the Umpire Coordinator and Umpire Chief so they can communicate the cancellation with the  umpires (email addresses are listed below in the Non-Board member contact section)
· Notify Grounds Crew & Concessions Manager so they can let the workers know too
· Work with Website Administrator Manage League Standings

· Create Age Level Division play-off brackets including field assignments, start times, and umpires
· Hand out medals to the league and play-off champions (2nd and 3rd place when applicable)
· Work with the Equipment Coordinator and coaches to turn in equipment bags 

6-7-8 Baseball Coordinator

· No additional duties from the above Age Level Coordinator section
9-10 Baseball Coordinator

· Coordinate player evaluations using the 9-10 year old evaluation form (hitting, infield, outfield, playing catch)
· Set up weekend date for Jamboree (usually the first Sunday in June)

· Lock up main complex fields, concession stand, and restrooms after games are completed
11-12 Baseball Coordinator

· Set up weekend date for Jamboree (usually the first Saturday in June)

· Lock up main complex fields, concession stand, and restrooms after games are completed
13 Baseball Coordinator

· Coordinate with Cold Spring (and/or other local 13 year old Babe Ruth Associations)

· Ensure each team receives a dozen new baseballs for home games, in addition to their equipment bag
14-15 Baseball Coordinator 

· Coordinate teams and schedule with the Central Minnesota Babe Ruth League Commissioner
· Ensure each team receives a dozen new baseballs for home games, in addition to their equipment bag
8U Softball Coordinator 

· No additional duties from the above Age Level Coordinator section
10U Softball Coordinator

· Coordinate additional teams with Sauk Rapids and Sartell (including field rental charge and ump fees)
· Lock up main complex fields, concession stand, and restrooms after games are completed
12U Softball Coordinator

· Lock up main complex fields, concession stand, and restrooms after games are completed
14U Softball Coordinator

· Coordinate team(s) and schedule with the St. Cloud J.O. Softball League
· Lock up main complex fields, concession stand, and restrooms after games are completed
16U Softball Coordinator

· Coordinate team(s) and schedule with the St. Cloud J.O. Softball League

· Lock up main complex fields, concession stand, and restrooms after games are completed
Fall Ball Coordinator

· Update/Maintain League Rules

· Update Fall Ball flyer / registration form

· Distribute to 8 through 11 year olds for Baseball and Softball

· Work with Marketing Coordinator to advertise (i.e. 2-minute warning, Email blast, etc…)
· Collect registration forms as the come in

· Create equal teams (as best as possible) and assign a Head Coach (provide a roster)

· Create a schedule of 8 games (4 weeks, double headers, Saturdays in September starting after Labor Day)

· Coordinate ordering T-Shirts with the Apparel Coordinator
· Coordinate umpires with the Umpire Chief and Coordinator
· Coordinate fields with the Field Coordinator 

· Coordinate concessions with the Grounds Crew / Concessions Manager
· Coordinate pick-up (and return) of equipment bags with the Head Coaches and Equipment Coordinator

· No need to track records or give out medals
Other Board Positions

In-House League Registrar

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Set up Online Registration (February)
· Logon to NGIN WPBR website (https://waiteparkbaberuth.sportngin.com/register/form/847129823)  
· User ID “WPBR” and password “WPBR1988”
· Request a new Online Registration

· One the Welcome page, hit Continue

· Enter in a Registration title (i.e.  2014 In-House League Registration)

· Check ‘Self’ on types of registrations…

· Click ‘Yes’ on registration is a copy…copy in last year’s registration link

· Make sure WPBR website is listed, Minnesota selected, and ‘No’ for organization’s first time…

· Tami Olson (Sales), Carl Hipp (Client Onboarding Manager), and Luke Ingles (Developer)
· ‘No’ to Hockey, Soccer, Dibs, maximum registrants…, background checks, and Apparel

· Select 5-day standard (free option), then hit Continue button

· Collect funds from registrants = Yes

· Organization used NGIN = Yes

· Registrants pay processing fee = No (build fees into cost of 3% + $1)

· No to Canada, and select to use Sport NGIN Merchant Account for funds

· Allow both ‘Pay in full online’ and ‘Pay offline’ payment options

· List out age level fees and verify WPBR address

· No to price changes and hit Continue button

· Enter in contact name/Email/phone, choose No to notified…, and hit Continue button

· Check agree to terms and hit Review button

· Click Complete Registration button

· Someone from Sport NGIN will contact you to get more details and then will have you review form

· Once the form looks good, Enable the session to generate a URL (link)
· Have board members use/test the form before making the link public
· Work with Website Administrator (Homepage & Email Blast) and Marketing Coordinator to publish link

· Create Registration Reports to monitor registration

· Logon to NGIN WPBR website (https://waiteparkbaberuth.sportngin.com/register/form/847129823) 
· User ID “WPBR” and password “WPBR1988”

· Click on active registration link, then go to Saved Reports tab

· Hit CREATE REPORT button

· Report Name = All Info
· Hit Fields triangle and select all fields:
Player and Guardian, Emergency Contact, Legal, Registration, Extra, and Financial 

· No Filters, Hit Create Report

· Click Export to Excel to create a file for the Treasurer and Age Level Coordinators
· Report Name = Babe Ruth Export File
· Hit Fields triangle and select the following fields from Player and Guardian Information:
First Name, Middle Initial, Last Name, Guardian Address 1, Guardian City, Guardian 1 State, Guardian Zip, Phone Number 1, Email, Gender, and Birthdate
· Click Order Columns in the upper-right corner
Drag fields to match Babe Ruth Sample file (see ROSTERS Wizard section below), Hit Save

· Click Export to Excel to create a file for loading rosters on the WPBR website
· Coordinate registration sign up communications (February/March)
· Work with the Website Administrator  to update the Home page
· Work with Marketing Coordinator to communicate Registration 

· St. Cloud Times 2-Minute warning (multiple times), Radio station (i.e. WJON)
· Create flyers for local schools 

· Street signs

· Track number of teams and number of players within each division

· Update trend reporting from prior years (MS-Excel document)

· Create In-House Divisions (April)
· Determine number of teams for each Age Level league

· Get team names and any special requests from the Marketing Coordinator

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Go to Roster Wizard

· Check, I am ready to begin, Click on Divisions/Teams tab

· Click under Divisions, Click to create or edit a Division

· Create Division

· Enter in Division Name, Enter in Display Order (i.e. 0=first, 1=second, 2=third, and so on)

· Select the proper Age Group

· (0) WPBR Baseball 6-7-8 = Cal Ripken Rookie

· (1) WPBR Baseball 9-10 = Cal Ripken Minor

· (2) WPBR Baseball 11-12 = Cal Ripken Major /60

· (3) WPBR Baseball 13 = Baseball 13 Prep
· (4) WPBR Baseball 14-15 = Baseball 13-15
· (5) WPBR Softball 8U = Softball Rookie – 8U

· (6) WPBR Softball 10U = Softball Minor -10U

· (7) WPBR Softball 12U = Softball Major – 12U

· (8) WPBR Softball 14U = Softball 14U

· (9) WPBR Softball 16U = Softball 16U

· Create the official In-House Team Rosters

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Go to Roster Wizard

· Check, I am ready to begin

· Click on Divisions/Teams tab

· Click under Team Area, Click to create or edit a Team

· Select Division ID (i.e. WPBR Baseball 9-10, WPBR Softball 12U)
· Enter in up to 10 teams

· May need to do this twice if more than 10 teams in the division (i.e. American/National leagues)

· Hit Submit

· Upload NGIN registration export file into WPBR website

· Under ROSTERS, go into Roster Wizard
· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Go to Roster Wizard (under ROSTERS)

· Check, I am ready to begin, Click on the Players Tab, Click Upload Players
· Important Note:  Do NOT use the Transfer Players option, as it will cause multiple entries
· Open up Sample file to ensure is matches with the NGIN report

· Browse to find location of saved NGIN export file

· Click Upload Players >> button

· Verify players, Click Commit to database now >> button, hit OK to confirm

· Validate transferred with no errors (if errors, identify issue and re-perform) 

· Click I’m finished for now >> button, close out window

· Email softcopy of exported report to Age Level Coordinators

· Generate Player page profiles for the coaches roster handouts

· Save the InHouse Registration Numbers file (Board Members ( Seasons ( Current Year) to your PC

· Save the InHouse Team Roster Player Pages file (Board Members ( Seasons) to your computer

· In Word, open the InHouse Team Roster Player Pages file (you just saved)
· Press the Yes button on “Opening this document will run the following SQL Command” pop-up 

· Press the OK button on the “Error has occurred...” pop-up window

· Press the OK button on the Data Link Properties window

· Press the OK button on the “Error has occurred...” pop-up window

· Press the Find Data Source button on the pop-up window

· Navigate to the folder where you saved the InHouse Registration Numbers Excel file

· Press the Open button

· Select the ‘Player Info$’ tab and press the OK button

· In Word, press the Mailings tab/ribbon

· Click on the Finish & Merge icon, then select Edit Individual Documents option

· Select All (or the range of the records you want to create Player pages for) and press the OK button

· A new Word document will be generated (i.e. Letters1)

· Either print it out or save it to your computer using a unique name

· Email this newly produced Word file to the Age Level Coordinators for them to give to the coaches
· Work with the Website Administrator to create a Team page for each In-House team by age level / division

· Add coaches names and contact information

· Click on the Edit link within each coach page element

· Add: First Name, Last Name, Title (Head Coach, Assistant Coach), E-mail Address, and Phone 

· Click on Save Changes (repeat for each coach)

· Add player rosters

· Click on Roster button

· Click Add Player

· Select Add Player from Network Member Directory

· Type in last name until the name appears in the list, then select the desired name

· A new window will appear, press the Save Player button (repeat for each Player)

· Work with Marketing Coordinator to distribute team picture schedule to Age Level Coordinators so they can get it out the families and coaches
· Order medals (i.e. All-Star Trophy, 320-259-6347, awards@allstartrophy.net) for play-off/league  champions (plus 2nd, 3rd, and 4th place when applicable), distribute to Age Level Coordinators (June)
· First place champions should be a gold medal with a blue ribbon
· Second place should be a silver medal with a red ribbon
· Third place should be a bronze medal with a white ribbon
· Fourth place should be a black medal with a yellow ribbon

· Oversee the Baseball and Softball Age Level Coordinators (including the Fall Ball Coordinator) duties
Travel Coordinator 

· Attend Board meetings as a voting member

· Schedule tryouts for two separate days in the Fall, one main day and one supplemental day, to mitigate any possible conflicts with other activities
· Work with the Marketing Coordinator to send out communications to families 
· Schedule, coordinate, and run the tryouts

· All board members are expected to assist, either by evaluating or aiding in running the drills at each tryout station

· A minimum of 11 people are needed to properly run tryouts

· The same evaluators need to be at both the main tryout and the supplemental tryout to ensure consistency with the scoring
· Maintain the WPBR “Travel Tryout Scoring Form”, password = “Rapp”
· Outfield, infield, hitting, and running are the categories in which the players will be evaluated  
· Technique, consistency, accuracy, strength, and speed are some of the criteria evaluation areas
· Enter scores from the travel tryout scoring forms into the WPBR scoring program for each age group

· Only the Travel Director and the board President (or Vice-President if the Travel Director role is held by the President) will be able to review the results

· No other board members or coaches will have access
· Ensure WPBR scoring program (MS-Excel) is up to date
· After the tryouts are completed and the results have been tabulated, a special executive board session will be called to appoint the AAA Team Manager (or head coach) for each age group
· Give each Team Manager a list of their top-8 players (locks) and the remainder of the players that tried out in their age group along with those players scoring information
· AA Team Managers will be selected after the AAA teams are formed

· A Team Managers will be selected after the AA teams are formed
· Need to make sure the Team Manager (along with all of their assistant coaches):

· Fill out the WPBR “Confidential Screening and Consent Form” and be classified as ‘cleared’ to coach
· Complete an online Coaching Educational module (Cal Ripken) and successfully pass the exam to earn their coaching certification (only if first year coaching, as the certificate does not expire)
· Complete the Concussion training certification (need to update every two years)
· Team Fund Raising Coordination
· Work with Marketing Coordinator to find new team Fund Raising opportunities

· Communicate with Travel Team Managers (Head Coaches)

· Work with Treasurer to track funds by team
· Work with the Website Administrator to update the Travel Rosters on the Travel Tab
· Work with the Website Administrator to create Team Pages for each travel team 
· Add Manager (Head Coach) and Assistant Coach contact information

· Load player rosters
· Give each Team Managers permissions to manage their own sites
· Create Tournament Team Rosters for each team competing in Cal Ripken / Babe Ruth post season play

· Logon to WPBR website (http://wpbr.baberuthonline.com) and go to League Admin Tools

· Select Tourn. Teams icon

· Under the Create Team(s) tab

· Select Age Group (i.e. Cal Ripken Minor)
· Select Tourn. Age Group (i.e. Cal Ripken 10 Year-Old)

· Enter in a Team Name (i.e. 10AAA Blue, 10AA Red, 10A White)

· Select the team Manager

· Select Coach 1 and Coach 2

· Upload a Team Image

· In the Image Caption, enter in player and coach identification w/ jersey #s (i.e. front row, left to right)

· Verify Insurance information is current

· Hit Submit

· Select Create Tourn. Roster (after the In-House rosters have been approved by the President)
· In the Age Groups & Teams section (upper left corner), click on a team within a division
· Drag players from the left window into the right drop area window
· Click Save Roster

· Repeat for all travel teams at all age levels

· Final Roster Validation

· Click on View/Submit Tourn. Rosters

· Double check coaches, players, and insurance information

· Add uniform number for each player/coach (position is not needed)

· Repeat for all travel teams at all age levels
· Plan the agenda (i.e. Babe Ruth & WPBR website info, fund raising, forms, roster book, skills/drills, Q&A) and facilitate a Travel Coaches meeting (January)

· Work with the Team Managers to compile a Cal Ripken / Babe Ruth team roster book for post season play (i.e. State, Regions, and World Series)

· Manage/update ‘Coaches Corner’ page on website

· Documents include a travel roster, in-house roster & schedule, birth certificates, consent to treat forms, coaching certificates, concussion testing, boundary maps, and a few other items
· Make sure all teams advancing to the Midwest Plains Region or World Series have a 3’x5’ state flag

Equipment Coordinator

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Keep a documented inventory of all of the supplies

· Make recommendations to the board for new equipment annually

· Replace worn out or out of date gear

· Assemble equipment bags for each team

· 6 helmets

· 12 practice balls in a separate smaller bag
· 2 bats for 6-7-8 & 8U (only 1 bat for other age levels)

· Catcher’s Equipment (mask/helmet, shin pads, chest protector, glove)

· Scorebooks and game balls when applicable

· Coordinate with Travel Team Managers to check out (and return at season end) team equipment bags

· Coordinate with Age Level coordinators to check out bags to In-House coaches

· Coordinate with Age Level coordinators and In-House coaches to return bags at season end
· Coordinate with Fall Ball Coordinator to check out (and return at season end) team equipment bags

Marketing Coordinator

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Determine Communications types/methods

· Work with the Website Administrator to send out Email blasts
· Work with the Website Administrator to update the Home page of the WPBR website

· Work with the Website Administrator to update Facebook

· Billboard sign by the fields

· Local elementary and junior high schools (both public and private)

· District 742 school website 

· Radio (i.e. WJON)

· Advertisements in the local newspaper (i.e. St. Cloud Times 2-Minute Warning)
· Priority #1: In-House Registration Communications (February)
· Recruitment Marketing Plan
· Use all of the communication methods to advertise registration sign-up

· Work with In-House Registrar
· Retention Marketing Plan

· Priority #2: Team Sponsorships (February)
· Work to solicit new sponsors

· Have other board members help using their connections and network

· Look at registration file (update as needed) for people wanting to sponsor a team

· Sponsorship Types

· Silver: $300 (In-house Team Jersey Sponsorship, Website Advertisement)

· Gold: $600 (Silver + Fence signage 4’x6’ on “Darrell Rapp Field”)

· Platinum: $1,000 (Gold + Travel Team Player Sponsorship T-Shirt)

· Maintain an Excel document with all of the current league sponsors

· Company Name, Address (street, city, state, zip), Contact Name, Phone Number

· Number of Sponsorships (include total dollar amount), Invoice#, Notes (i.e. team requests, color)
· Invoice number is 5-digits

- First two are the year (i.e. 14)

- Third digit identifies where the invoice was initiated (i.e. 0 = sponsorships, 5 = field rentals)

- Last two digits are a speedometer (i.e. 01..99), start with 01 and add +1 for each invoice created
· Update the Sponsor Request Letter and Invoice Word document (Board Members ( Seasons)
· Using Mail Merge create the following:

· Sponsor Request Letter

· Sponsor Invoice

· Mailing Labels

· Using MS-Word, go to the Mailing tab

· Hit the Start Mail Merge button (selecting step by step mail merge wizard)
· Select Labels, then Hit next

· Hit the Label options…
· Select a 30 label per page template (i.e. Avery 15660 Address Labels), Hit next

· Browse for where ever you saved the attached Excel file and hit ok, Hit next
· Click Address block… then hit the update all labels button, Hit next

· Edit/format as needed, then hit Next (to complete the merge)

· Put label paper in the printer and print them out
· Purchase stamps (two per sponsor), #10 envelopes (4-1/8” x 9-1/2”), #6 envelops (3-5/8” x 6-1/2”), 
and computer printer address labels (30 per page)

· Create return address labels: WPBR Sponsorships, PO Box 552, Waite Park, MN  56387
· Insert the Sponsor Request Letter, Invoice, and a #6 SASE into a #10 envelop, then add address labels

· Mail out in February and keep track of returning sponsorships (follow-up as needed with Treasurer)

· Work with the Website Administrator to create/update new sponsors on Sponsor Tab

· Logon to WPBR website (http://www.waiteparkbaberuth.com) 

· Go to Our Sponsor page 
· Add a sponsor

· Scroll down to correct sponsor section (i.e. Silver, Gold, Platinum)

· Click Add Page Element

· Click Sponsor element

· Enter in Sponsor name (Name/Company)

· Enter in URL of the sponsor’s website (don’t need to include http://)

· Press the Browse… button to navigate where you stored the sponsor’s logo (Choose Image File)

· Click on Create This Page Element
· Modify sponsors

· Scroll down to find sponsor

· Click EDIT
· Change: Name, Logo, or URL

· Click Save Changes
· Delete sponsors

· Scroll down to find sponsor

· Click the trash can (delete)
· Confirm by pressing the OK button
· Tournament Support (February)

· Find possible tournament sponsors

· Work with Tournament Coordinator to solicit teams 

· Work with Tournament Coordinator to create and produce tournament programs

· Work with local media to get coverage (i.e. St. Cloud Times, WJON)
· Coordinate team picture schedules with the Official Photographer (May)
· Get picture forms from the Official Photographer and give them to the Age Level Coordinators

· Get league master schedules from Age Level Coordinators

· Post team picture schedule on WPBR website (coordinate with Website Administrator)

· Hand out team photo Sponsor plaques provided by the official photographer (usually in July/August)

· Coordinate Travel Tryout Communications with the Travel Director (August/September)

· Continually determine new sources of revenue for WPBR 
(i.e. Fund Raising, Donations, Endowments, Golf Tournament, Corporations)

· Manage Marketing Committee

· Set up meetings as needed

· Follow up on deliverables

Tournament Coordinator

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Work with the Website Administrator to:
· Load updated promotional flyers and tournament applications on the Tournament Tab
· Load updated tournament rules (as necessary) on the Tournament Tab
· Work with the Marketing Coordinator to:

· Solicit teams 

· Find possible tournament sponsors

· Work with local media to get coverage (i.e. St. Cloud Times, WJON)

· Manage the team entry applications as they come in

· Coordinate yearly Waite Park tournaments

· 10 & 11 Year Old tournament (usually the 3rd weekend of June)

· 12 (60’ & 70‘) Year Old tournament (usually the 4th weekend of June), Star of the North games
· Misc. Softball tournaments

· Apply for the baseball tournaments to be State Qualifiers at each age level below 

· 10AAA, 10AA, 11AAA, 11AA, 12AAA (70’), and 12AA (60’) Year Old baseball tournaments
· MBT in December (https://www.mbl.bz/mbl/mbt/contactUs) 
· MSF in January (http://msf1.org/?cat=14) 
· Reserve fields with Field Coordinator

· Coordinate field maintenance and concessions stand with Grounds Crew / Concessions Manager

· Grill (hamburgers) or coordinate pizza (Dominos)
· Player/Coach (and family) Picnic if applicable
· Coordinate umpires with Umpire Chief/Coordinator

· Set up tournament brackets (team pairings, times, fields)

· Put on website (update throughout the tournament)

· Create large poster board and display on the of side of main complex building

· Hosting State and/or Midwest Plains Regional Tournaments

· Work with Visitors Bureau to ensure tournament attendees have an enjoyable experience

· Reserve/hold rooms at an area Hotel (determine tournament headquarters)

· Work with District, State, and/or Midwest Plains Commissioners

· Work with Official Photographer

· Work with Apparel Provider to create souvenir T-Shirts

· Work with Marketing Coordinator to create and produce tournament programs

· Opening Ceremonies

· Skills competition

· Host Families (Babe Ruth Midwest Plains Region only)
· Gate fees (set up between Pepsi & Miller Builders entrance and Pepsi Miller-Carlin entrance)
· Official book score keepers (electronic score boards)
· Read Babe Ruth Player’s Code of Conduct before each game

· Set up PA audio sound systems (speakers) if applicable 
· Conduct team check-in (verify credentials)

· Select, purchase, and pick-up trophies for 1st, 2nd, and 3rd place teams
Field Coordinator

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Create/maintain a master field schedule
· Fields include:

· Main Complex (Plaza Park Bank, Darrell Rapp, Anderson Trucking, Miller Carlin, Pepsi, Miller Builders)
· River’s Edge (Field 1, Field 2), City Hall Park
· Bartz and Whitney (C-2, Field 10)

· Work with the Website Administrator to load game schedules
· Work with St. Cloud Park and Recreation to reserve fields (March/April)

· Whitney (fields C-2 & 10) for Babe Ruth league games (Monday thru Thursday, June thru Mid-August)

· Contact Steve Krueger: 320-650-3053 or Steve.Krueger@ci.stcloud.mn.us 
· Supervise Umpire Chief/Coordinator in scheduling umpires for (March/April): 

· Tournament games (work with Tournament Director) 

· League games (work with In-House Age Level Coordinators) 

· Coordinate all Waite Park fields with Grounds Crew / Concessions Manager
· Work with non-WPBR associations wanting to rent our fields

· University of Minnesota Duluth Softball (travel partners of SCSU)

· St. Cloud Technical College Softball
· St. John’s Prep JV Baseball (Bartz)

· St. Cloud Tech High School Softball (9th, JV, Varsity)

· Cathedral High School (Softball, 7th & 8th grade baseball)
· MN State High School League Softball (Sections)

· PAA 5th & 6th Grade Baseball/Softball

· Star of the North Games (Softball)
· Maintain the Inventory of Property Owned by WPBR (Board Members ( Corporation Docs)

· Work with Treasure on field rental invoice process, mail/email as needed (Board Members ( Finance) 

· Using the template fill in all YELLOW highlighted fields (i.e. date, company, contact name, address)

· Invoice number is 5-digits

· First two are the year (i.e. 14)

· Third digit identifies where the invoice was initiated (i.e. 0 = sponsorships, 5 = field rentals)

· Last two digits are a speedometer (i.e. 01 thru 99), start with 01 and add +1 for each invoice created

· Enter in Quantity, Description, Unit Price, and Amount
· Put a grand total at the bottom-right

· Work with Treasure on payroll for Field Crew, Concessions, and Umpires

· Work with Age Level Coordinators to schedule fields (Practices, Jamboree, Playoff games)

· The In-House Registrar and Website Administrator will load the league game schedules via NGIN

· Work with Tournament Coordinator to schedule fields

· Work with Travel Head Coaches to schedule fields for practice (Waite Park fields only)

· Update Field Maps on Waite Park website as needed

· Oversee the Tournament Coordinator, Ground Crew / Concessions Manager, and Umpire Chief/Coordinator
Apparel Coordinator 

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Board liaison with the Apparel Provider

· Provide travel team names, coach’s full names, and correct spelling of player names

· Provide In-House team names and colors (work with Marketing Coordinator for any special requests)
· Coordinate Travel Gear for Coaches and Players
· Hats – personalized with number and first name
· Main jersey (Royal Blue / official WPBR) – personalized with number and last name

· Alternate jersey (Red / official WPBR) – personalized with number and last name
· Pants, socks, and belts are optional
· Coordinate In-House Uniforms with the Apparel Provider
· T-Shirts with WPBR logo on front and Sponsor name (along with number) on back

· Work with Marketing Coordinator to get team names

· 6-7-8 Year Olds do not have Cal Ripken patches sewn on to the T-Shirt sleeve

· In-House hats for players and coaches

· Deliver team uniforms to Age Level Coordinators so they can get them to the Team Managers
· Coordinate State/Regional T-Shirts with Tournament Coordinator and Apparel Provider
· Coordinate Apparel Catalog with the Apparel Provider
· Put order form on the website

· Three order dates annually

· March 1st – after registration and before season starts
· June 15th – mid season order
· November 30th – for possible holiday gifts

· Work with Website Administrator to update Apparel Tab as needed

· Work with the Fall Ball Coordinator and Apparel Provider to order T-Shirts for Fall Ball

Website Administrator

· Attend Board meetings as a voting member

· Attend and help out with the Travel Try-outs

· Monitor Waite Park Babe Ruth Email account (daily during the season, weekly in the off season)
· Log onto Google (https://www.google.com)

· User ID (waiteparkbaberuth@gmail.com) and password “softball”
· Go to Email tab, Respond to Emails or forward them on to the proper board member(s)

· Work with GoDaddy.com when domain issues arise

· Current contract is good through March 27th, 2024
· User name: WPBRinc, , Password: “WPBRi1988”, Customer#: 79745053, PIN: 1988

· Manage users and access to the website

· Logon to WPBR website (http://wpbr.baberuthonline.com)

· Go to Approve Site Users (under USER ADMIN)

· If there is a number in parenthesis next to the icon (1), attention is needed

· Hit the Approve or Decline button for the selected users want access to the WPBR website

· Go to Edit Users (under USER ADMIN)

· Search for a user, Hit the Admin button

· Check the ‘WAITE PARK CAL RIPKEN LEAGUE league admin’ box for board members

· Work with Babe Ruth Headquarters to resolve any website issues

· Work with the following Board Directors

· Secretary: Meeting Minutes, corporate documents
· Age Level Coordinators: Posting Rainouts the Home Page

· “All baseball and softball games scheduled to be played in Waite Park and St. Cloud are cancelled due to rain for [mmm dd].  Cancellations for games scheduled in [xxxx, list other towns] are [cancelled too] ‘or’ [still on].”
· In-House League Registrar: Email blasts, Registration communication, Team pages
· Travel Coordinator: Travel Tab admin (rosters), Team pages

· Marketing Coordinator: Home page, Email blasts, Sponsors, Picture schedule

· Tournament Coordinator: Applications, Rules

· Field Coordinator: Field Calendar
· Apparel Coordinator: Update Apparel Tab

· Other: Misc. Home page requests, documents, pictures, contact information
· NGIN Support/Admin
· Report NGIN Support Issues/Requests via Client Services (888-255-7840 x2391 or help@sportngin.com)
· Set up and manage Members / User Permissions

· Admin Control Panel ( Members tab ( Groups section ( Global

· Click on Board Members ( Use “x Remove” by name or Add Members button)

· Maintain Home Page

· Top row button management

· Click on “Edit Top Nav” gray box, Drag and drop menu to change order of buttons

· Click “Add New Page”, Select type to add (i.e. General Page, Team Page)

· Left-side column button management

· Click on “Home” red box, Drag and drop menu to change order of buttons

· Click “Add New Page”, Select type to add (i.e. General Page, Team Page)
· Website Tools Maintenance 
· Sport Management

· Schedule Upload

· Page Management

· Creating a Layout Container

· Click on ‘Add Layout Container’

· Select desired lay (i.e. single panel, double, or triple)

· Press ‘Create Layout Container button’ 
Note: the new container will be placed at the bottom of the page
· Click and hold on gray bar to move container up/down the page

· Select Edit to change the layout and the garbage can icon to remove it from the page

· Content: Click ‘Add a Page Element’ within a Layout Container to create new element on page
· Text Block: 

· Enter in Subtitle (verbiage to be displayed in bold blue, top-left of box)
· Type in text or copy formatted text form Word

· Click on ‘Create This Page Element’

· Single Photo: load a picture to your site
· Navigate to the folder of where the picture you want to upload is stored

· Alt Text does not display on web page

· Enter in an Image Caption if applicable (will be displayed on web page)
· Click on ‘Create This Page Element’

· Document: upload a document for users to browse
· Enter Document Title if applicable (will be displayed on web page)

· Navigate to the folder of where the document you want to upload is stored

· Click on ‘Create This Page Element’

· Link: create a URL to redirect to a different page/site
· Enter in the URL

· Enter in the Link Title (this will be the hyperlink on the web page)

· Enter a Description if applicable (will be displayed under the hyperlink) 

· Click on ‘Create This Page Element’

· Contact: add a contact with email and/or phone information
· Click on ‘Create This Page Element’

· Sponsor: need a URL and logo
· Enter in First and Last Name

· Title, Phone, Email, and Photo are all optional

· Click on ‘Create This Page Element’

· Options Menu

· Click on ‘x Delete Page’ to remove page (warning: everything will be removed)

· Next to Page Details, click ‘Edit Page Details’ to change name, press ‘Save Change’ button

· Setting up Permissions/Groups

· Add Group (i.e. Board Members), check Edit box

· Make as Private (vs. Disabled or Public)
· Create Treasure Report to monitor registration payments
· Click the Admin Control Panel (yellow triangle) in the upper-right corner

· Click on the Registration tab, Click on active registration link, then go to Saved Reports tab

· Hit CREATE REPORT button

· Report Name = Unpaid
· Hit Fields triangle and select the following fields from Player and Guardian Information:
First Name, Last Name, Guardian First Name, Guardian Last name, Guardian Address 1, Guardian City, Guardian 1 State, Guardian Zip, Phone Number 1, Parent/Guardian 1 Phone Type, Phone Number 2, Parent/Guardian 2 Phone Type, Email, Parent/Guardian 1 Email Type, Email 2, Parent/Guardian 2 Email Type,

· Hit Fields triangle and select Registration Fee from Registration:
· Hit Fields triangle and select Gross Outstanding from Financial:
· Filters: Rule ( ‘Payment Type’ – ‘is’ – ‘Offline’

· Sort : Add a sort ( select Last name, Add a sort ( First Name

· Hit Create Report

· Click Export to Excel to create a file for the Treasurer to collect payments
· Setting up multiple Calendar appointments

· Go to Admin Control Panel ( Website Tools ( Schedule Upload

· Go into Mapping Codes tab

· Select Non-league Teams in Filter

· At the top right, Click to use default ID, this generates the mapping codes

· Scroll to bottom and press Save Mapping Codes button

· At the top right, click on Export to CSV

· Save the file to a folder on your computer

· Go to Admin Control Panel ( Website Tools ( Schedule Upload
· Go into the Schedule Upload tab
· Click ‘Upload a CSV file based on the Schedule Upload Template.’ to assist with field formatting 
· Go to Board Member Documents ( NGIN Info

· For a PC, open up the Event Upload CSV Template PC document and save your computer
For a MAC, open up the Event Upload CSV Template MAC document and save your computer
· Using the template and comments on each field header, add events (and save when done)

· Tags can be found on the Mapping Codes tab on the Schedule Upload page

· Click on Schedule Upload Template for a complete description of all the fields

· Update template with game/calendar information

· Format = “SPORTNGIN”

· Start_Date_Time = mm/dd/yyyy hh:mm

· End_Date_Time = mm/dd/yyyy hh:mm [you can us this formula ( =B2+TIME(1,30,0) ]
· Event_Type = “Game”

· Tags = mapping code for ball field name

· Team1_ID = mapping code for visiting team

· Team1_Is_Home = “0” if away (or “1” if home)
· Team2_ID = mapping code for home team
unless Team2 is not a WPBR team, then fill in Team2_Name (leave Team2_ID blank)
· Location (field location and identification)
· All other fields to be left blank

· Navigate to location where updated template.csv file is located
· Press the Upload and Process File button

· Confirm/QA a few events to ensure they were properly loaded

· Modifying documents

· Click on the document you want to open, Make your changes

· Save the document to your computer

· Edit the ‘Page Element’ of the document you selected

· Press the Choose File button to navigate where you stored the document

· Press the Save Changes button
· Sending out group emails
· Go to Admin Control Panel ( Members tab ( Groups

· Click on the Group Name, Select Message tab

· Press the Send New Message Button, Click on All

· Select Rich Message and press the Continue to Compose Message button

· Enter in Subject and Body (recommend to send as Rich Message)

· Add page element ( Test Block

· Enter in a Subtitle and Content, then press the Create this Page Element button

· Press the Preview & Send Message button

· Press the Send Message button (if everything looks good, otherwise revise as needed)

· Facebook

· https://www.facebook.com/, email logon: waiteparkbaberuth@gmail.com, Password = “softball”

· Every month (or so) accept friend requests and add posts when applicable

Non-Board Positions

Grounds Crew & Concessions Manager

· Work with WPBR Board

· Manage both expenditures and employees to stay within budget for field maintenance 
· Manage both expenditures and employees to stay within budget for concession stand
· Notify WPBR Board through Field Coordinator as soon as non-budgeted costs or cost overruns are identified or expected

· Attend monthly board meetings, third Sunday of each month

· Maintain the following fields:

· Main Complex baseball (Darrell Rapp, Anderson Trucking, Miller Carlin, and Pepsi)

· Main Complex softball (Plaza Park Bank and Miller Builders)

· River’s Edge (Field 1 & Field 2)

· City Hall Park field

· Bartz 90’ baseball field

· Lead Spring field prep work with WPBR board members, volunteers, and part-time employees on:
· Get all machinery started, running and working properly 

· Contact City of Waite Park and coordinate:

· Turning water on

· Main field netting setup

· Line up flowers for flower bed in entrance

· Identify and fix all plumbing issues that arose during winter 

· Identify and fix all irrigation issues that arise when system is started 
(typically several sprinkler heads need repair and/or replacement) 

· Add infield dirt (i.e. aglime) and level all infields before season 

· Edge infields that need it 

· Obtain quotes for fertilizer and delivery
· Apply fertilizer for Spring application 

· Get batting cages set up with netting and L screens
· Set up outfield fences on Rivers Edge 1&2 

· Mow and weed whip entire complex 

· Drag fields daily for evenings activities 

· Clean bathrooms, concession, scorers room, bleachers, garbage receptacles, garbage in parking lot 

· Coordinate maintenance with WPBR Field Coordinator on field usage
· Manage concessions for all HS and college games 
· In-Season Job Duties (Mid-May through August)
· Clean concession, bathrooms, bleachers, park grounds 
· Complete orders for concession stand

· Hire/Schedule field maintenance and concession staff.
Should look at overlap of job duties for field maintenance and concession staff for efficiency. 

· Drag infield and chalk for games daily 
· Mow grass per typical Schedule:  

· Fields Monday ,Wednesday, Friday

· In between fields once a week (Monday or Tuesday when needed)

· Thursday -  Rivers Edge 1&2 when needed

· Around the Splash Pad area
· Weed whip entire complex as needed
· Fix any of the machinery that breaks down 

· Change oil and grease machinery on schedule, keep maintenance schedule posted in garage of each piece of equipment (including types of repairs and time spent on repairs)
· Fix all irrigation issues that arise throughout Summer 

· Prepare and maintain complex and fields during tournaments 

· Clean up after tournaments
· Coordinate scheduling of employees for weekly work and tournaments
· Work with city of Waite Park (various things as needed) 

· Coordinate weekly game schedules with WPBR Field Coordinator. 
Field Coordinator will provide a schedule.
· Work with various Age Level League Coordinators to regarding upcoming games and events 

· Maintain field quality for season (edging, dirt work, infield leveling) 

· Line up delivery and apply Summer applications of fertilizer
· Fall Job Duties (August through September)

· Begins after In-House tournaments are completed

· Maintain mowing schedule  

· Weed whip complex on schedule 

· Prep fields for Fall ball 

· Prep field for St. Cloud Technical College Fall practice 
· Develop list of repairs and clean up needed.  Coordinate with WPBR board for assistance in completing necessary tasks
· Fall maintenance on all machinery 

· Blow water out of irrigation, restrooms, concession stand 

· Winterize all drains, sinks, toilets (bathrooms and concessions)
· Edging and any Fall projects that need to get done 

· Set up delivery and apply Fall fertilizer 

· Clean out concession stand, bathrooms 

· Work with WPBR Equipment Coordinator to make sure team bags are sorted and put away
· Clean out all storage rooms (old Police Department, old concession)

Umpire Chief and Coordinator

· Umpire Chief to schedule umpires for Babe Ruth (annual salary of $250):
· Work with Age Level Coordinators for League home game

· Work with Tournament Director for State/Regional tournaments

· Work with Treasurer to pay umpires

· 13 year old In-House League games = $35 per ump per game
· 14-15 year old In-House League games = $45 per ump per game
· Babe Ruth State tournament games = $50 per ump per game
· Babe Ruth Midwest Plains Regional tournament games = $50 per ump per game
· Baseball Umpire Coordinator to schedule umpires for Cal Ripken (annual salary of $1,750):

· Work with Age Level Coordinators for League home game

· Work with Tournament Director for WP and State/Regional tournaments

· Work with Treasurer to pay umpires

· 9-10 and 11-12 In-House League games = $25 per ump per game

· 10 & 11 year old tournament games = $30 per ump per game
· 12 year old tournament games = $35 per ump per game

· Cal Ripken State tournament games = $40 per ump per game
· Cal Ripken Midwest Plains Regional tournament games = $45 per ump per game

· Softball Umpire Coordinator (annual salary of $750):

· Work with Softball Age Level Coordinators for League home game ($25 per ump per game)

Accounting Services
· Perform the following tasks as described below for a fee of $3,200 annually

· Process payroll bi-weekly for all employees including Field Crew, Concession Employees, and 
Field Maintenance / Concession Manager

· Produce General Ledger reporting including financial statements for six month-ends

· March, May, June, July, September, and December

· Include a comparison from prior year and show how actuals are running vs. budget

· Prepare 990 Tax Return for board approval and subsequent filing

· Due May 15 or extended to August 15 or re-extended to November 15

· Complete annual report filing for Minnesota Attorney General 

· Due July 15 or extended to November 15
· Complete annual registration with Secretary of State 

· Due by December 31 of each year
· Generate and mail out W2s and, if necessary any 1099’s annually by January 31st for the prior year
· Transmittals to be prepared for Federal filing by February 28

· Handle Workman’s Compensation insurance policy audits and 501(c)(3) renewals
Apparel Provider
· Work with Apparel Coordinator to meet miscellaneous apparel needs (see Apparel Coordinator section)
· Sponsor one In-House team
Official Photographer

· Create In-House team picture taking schedule and coordinate with In-House League Registrar
· Take and process In-House team pictures (coordinate orders with In-House League Registrar)
· Work with Tournament Coordinator to be official tournament photographer at tournaments
· Sponsor two In-House teams and create sponsor plaques

· Provide WPBR 15% of proceeds
Travel Managers (Head Coach)

See Coaches Corner website page
http://www.waiteparkbaberuth.com/page/show/1177870-travel-coaches-corner 

Board Organization Chart
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Board Member Contact Information
	Name
	Voting Board Positions
	Phone
	Email

	1) Darin Amundson
	6,7,8 Baseball Coordinator
	(H) 320-230-4575
(C) 320-267-7713
(W) 320-203-6574
	Darin.w.amundson@ubs.com 

	2) Pat Bechtold
	Secretary

8U Softball Coordinator 

10U / 16U Softball Coordinator
	(H) 320-363-4989

(C) 320-309-3199
	bechtoldbp@aol.com 

	3) Joel Botz
	14-15 Baseball Coordinator 

Fall Ball Coordinator
	(H) 320-230-2585

(C) 320-292-4276
	joelbotz@hotmail.com 

	4) Ron Dietl


	Apparel Coordinator

Marketing Coordinator
	(C) 320-291-4913
	rdietl73@gmail.com 

	5) Todd Dingmann
	Treasurer

10U Softball Coordinator

14U Softball Coordinator
	(C) 320-250-6612

(W) 320-240-5087
	tdinger2312@hotmail.com 

todd.dingmann@wolterskluwer.com 

	6) Dennis Eiynck
	Vice President
6,7,8 Baseball Coordinator
	(C) 763-232-2364
	dreiynck@yahoo.com 

	7) Derek Ertl
	13 Baseball Coordinator
	(C) 320-980-5860
	twenty9inarow@hotmail.com
Derek.Ertl@isd742.org 

	8) Scott Gohman
	Equipment Coordinator


	(H) 320-255-5422

(C) 320-260-9531
	sgohman@hotmail.com 

scott.gohman@grainger.com 

	9) Chad Hausmann
	President

Travel Coordinator
11-12 Baseball Coordinator
	(C) 320-293-3656
	Chad.Hausmann@co.wright.mn.us 

	10) Paul Hess
	Marketing Coordinator

12U Softball Coordinator

6,7,8 Baseball Coordinator 
	(C) 651-216-9586
	paul_hess2005@yahoo.com 

	11) Scott Kressin


	14-15 Baseball Coordinator
	(H) 320-281-3091

(C) 320-345-0813
	siouxfan1@charter.net
scott@tullytube.com

	12) Rick Neu
	Website Administrator
In-House Registrar
11-12 Baseball Coordinator
	(C) 320-249-4747
(W) 320-534-5116
	RCNeu3@yahoo.com 
ericneu@ebureau.com

	13) Ryan O'Hara
	9-10 Baseball Coordinator
	
	ryano@mwcoin.com

	14) Adam Proshek
	Tournament Coordinator

13 Baseball Coordinator
	(H) 320-229-9322 (C) 320-339-0739
	Pro617@gmail.com
adam.proshek@co.stearns.mn.us 

	15) Scott Sufka
	9-10 Baseball Coordinator
	(H) 320-240-9695

(C) 320-310-1951
	ssufka@gmail.com

	16) Todd Theisen
	Field Coordinator
	(H) 320-253-7886 (C) 320-249-3660
(W)253-1600x2719
	ttheisen66@gmail.com
Todd.theisen@isd742.org


	Name
	Non-Board Positions
	Phone
	Email

	Jason Kotschevar
	Grounds Crew / Concessions Mgr
	(C) 320-761-3182
	Jasonk13@ymail.com 

	Tim Pratt
	Umpire Chief (Babe Ruth)
	(H) 320-253-7978
	Umpiretim2003@yahoo.com 

	Mike Giambruno
	Umpire Coordinator (Cal Ripken)
	(C) 320-267-0366
	Mike.jenny2005@charter.net 

	Mary Bechtold
	Umpire Coordinator (Softball)
	(C) 320-309-3007
	

	Joe Maiers
	Accounting Services (Carlson Advisors)
	(W) 320-203-0254
	jmaiers@carlson-advisors.com 

	Frank Ringsmuth 
	The Camera Shop
	(W) 320-251-4687
	frank@thecamerashop.com
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