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WELCOME!



Welcome New and Returning Team Managers!

Firstly, we would like to thank you for accepting the position of Manager for your team & becoming a vital member of North Texas Futbol Club.

The position of Manager is a very important role within the club as you enable us to have a direct link with all players & parents regarding the general operations of the club.

The Manager also allows the staﬀ the time to perform their primary focus, i.e., “coaching”.

North Texas Futbol Club prides itself on being “politics free”, where soccer decisions are made by the coaching staﬀ, regardless of any parental inﬂuence. If a parent has a concern they should always follow the chain of command. Coach > Director > Director of Operations

We trust that all Managers understand our unique situation & will strive to represent our club in a positive manner both on & oﬀ the ﬁeld.

On behalf of the club staﬀ, once again many thanks and we look forward to working with you.
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SOCCER YEAR TIME LINE (Estimated)

JUNE

Team
!  Recruiting – Working Closely with coaches on inviting players to practices, getting commitments,  scholarships etc.
!  Fact Sheet Due at North Texas Soccer – June 15th, 5pm.
!  Work on Team budget for upcoming year; work with coach on determining tournaments (Check websites for app deadlines)
!  Get Contract Packets Ready
!  New Teams – Report scrimmage scores to your age-­‐group league commissioner  (helps with qualifying seeding)
JULY

Club
!  Tryouts – July 1 – July 10. Each coach will handle tryouts diﬀerently. Please work with your coach.

Team
!  Tryouts
!  Signing Party
!  Qualifying Tournament Applications Due (Check the league websites!)
!  Home Association Registration (GLASA)
!  Register with your League (i.e. Lake Highlands, Classic, Plano or ARL)
!  Order Uniforms
AUGUST

Team
!  Qualifying Tournaments
!  Fall Season Starts


SEPTEMBER

Team
!  Labor Day Tournaments

OCTOBER

Team
!  Register for Futsal, 3v3, 8v8 or Indoor Leagues (All NTFC Teams get discounts in Game On Leagues)



NOVEMBER

Team
!  Thanksgiving Tournaments





SOCCER YEAR TIME LINE (Estimated)

DECEMBER

Team
!  Holiday Tournaments
!  Holiday Party

JANUARY

Team
!  Spring Season Home Association Registration (Add/Delete Sheet)


FEBRUARY

Team
!  Spring Season (U11 – U14)


MARCH

Team
!  Spring Season (U-­‐15 – U19)


APRIL

Team
!  State Cup Roster Freeze / State Cup Applications Due



MAY

Club
!  Club Budget

Team
!  North Texas State Cup
!  Register for Futsal, 3v3, 8v8 or Indoor Leagues (All NTFC Teams get discounts in Game On Leagues)




North Texas Futbol Club

NorthTexasFutbolClub.com



NUMBERS/WEBSITES/

Please Contact Your Coach ﬁrst, Director second and the Club Director third for team related questions.

EMAILS TO KNOW


Steven Shirley – Director (boys)
Phone: 214-­‐636-­‐9231
Email: stevenssoccerskills@hotmail.com


John Hedlund – Director (Girls)
 Phone: 940-­367-­6170
Email: john.hedlund@unt.edu


Arthur – president
972-849-0519





Game On Athletics

Phone: 940-­‐565-­‐1500  Angie Maffey
Email: questions@gameon-­‐athletics.com

GameOn-­‐Athletics.com






Registrars 

GLASA Oﬃce Phone:  972-­‐221-­‐4623        Tammy Salas   940-595-8950                                                    

Denice Malone -­‐   Competitive Registrar    
Email: 
competitive.registrar@glasasoccer.org




Lake Highlands Girls Classic League

LHGCL Oﬃce Phone: 214-­‐360-­‐0669
Rainout Line: 972-­‐988-­‐4188

GirlsClassicLeague.com



6





 (
8
)
NORTH TEXAS FUTBOL CLUB INFORMATION

North Texas Futbol Club is an active Volunteer based Organization. All of the teams are managed by volunteers, the elected board members are volunteers, some coaches and staﬀ are even volunteers, all working
together to coordinate and run club events enhancing the soccer experience for everyone. As a team manager, we would encourage you to get the parents of your team involved early and often. Ask for help!

Things to think about…

Signing Party – This is a great way to kickoﬀ the new soccer year. The organization is up to each team.

Club Tournaments – The club hosts two soccer tournaments each year. The North Texas Summer Classic and North Texas Fall Challenge. All NTFC teams are required to play in both club hosted tournaments. Each team is responsible for getting volunteers to help run these events. Most of these volunteers will signup to either assist with tournament registration, tournament setup or Breakdown or to be a ﬁeld marshal during tournament games. Each of these volunteer positions are vital to the success of our tournaments.

Club Spirit Wear – There is club spirit wear available through Soccer City and through the Club. NO ITEMS SHOULD BE CREATED WITHOUT CLUB APPROVAL.

Team Flag

Team Fund Raisers – Teams are allowed to sell items as fund raisers.





MANAGERS RESPONSIBILITIES

Team Paperwork
North Texas State Soccer Association Forms, Home Association Forms, Club Forms, etc...

Make sure all team paperwork is completed properly. This includes maintaining a team binder that contains a signed team roster, player cards, medical release forms, and birth certificates. Other items to include in your team binder would include this manual.

Keeping track of all the paperwork
Make lots of copies of your oﬃcial team roster – you will need to turn one into the club director and one for
the North Texas Competitive Club Application and lots for league registration and tournaments.

Attend Manager Meetings – VERY IMPORTANT
Club/Team decisions are decided at these meetings. If you cannot attend it is your responsibility to send a representative.

Website -­‐   Team Pages -­‐   Make sure team website is kept updated (good team volunteer opportunity). Maps to all Fields may be found on the club’s web site at www.northtexasfutbolclub.com.
Club Event Responsibilities -­‐   Make sure the volunteers are in place for club events, such as tournaments.

Photos -­‐   You will need headshot photos for the travel cards (see travel card regulations); team photo for website;
team action photos for the team parties and web site. Thank goodness for digital cameras.

Money -­‐   Get a good team treasurer. You will be responsible for making sure club payments, creating budgets for the upcoming soccer year.

Reporting League Scores -­‐   Keeping track of game scores; tournament scores (will need for future tournament applications).






MANAGERS RESPONSIBILITIES

TEAM NAMING CONVENTION
Please use the following team naming convention whenever referring to your team when entering
Tournaments, League Registration or establishing a team website:
•  Club Name: North Texas Futbol Club
•  Team Name: NTFC + Year + Gender + Team Color
•  Example: NTFC 08 Girls Green or NTFC 06 Boys White
•  Consistent naming is key to club and team recognition.
*All teams have a color.

Top Team in an age group = Black
Second Team = Green
Third Team = White
Fourth = Gray



TEAM ADMINISTRATIVE  LIAISON
•  The manager is the team administrative liaison between the parents and the staﬀ. This will allow the Coaches
to focus on team and player development. All player speciﬁc questions please refer all inquiries to the team’s staﬀ Coach. Please ask that parent contact the Staﬀ Coach by phone or e-­‐mail after regular practice hours and not on game days or the day directly after a game day.
•  Ensure the parents all know how to access all pertinent websites and what information is available to them on
these websites.



SIDELINE MANAGEMENT
•  A First Aid Kit. Please have this First Aid Kit with you at all times.
•  It is also recommended that you have a working knowledge of basic ﬁrst aid. For example, learn to recognize
the symptoms of Dehydration and Concussions, and their symptoms.
•  Game Checklist
•  Team binder
•  Game ball & Pump
•  Spare shin guards
•  Pennies & cones 	9
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MANAGERS RESPONSIBILITIES

MANAGER’S CODE OF CONDUCT
Manager, Assistant managers and all volunteers are expected to maintain a higher level of sportsmanship,
professionalism and integrity both on and oﬀ the ﬁeld. The manager’s primary responsibility is for his/her players to have fun, to develop soccer players and to instill a passion for the game. The manager must maintain respect for the game as well as the referees. Managers are responsible for controlling their parents at all times during a match. Managers lead and teach by example: players will be a reﬂection of the manager and the club.

Managers are expected to:
•  Have a basic knowledge of the game.
•  Use positive reinforcement when dealing with players; never use foul language or abusive language. Never abuse a player mentally, verbally or physically.
•  Have respect for the referee and exhibit good sportsmanship both oﬀ and on the ﬁeld. Teach your players the rules of the game, fair play and proper game behavior.
•  If on the players sideline, remain seated during games and allow the Staﬀ Coach to manage the team.
•  If on the player/coaching sideline, ALL managers MUST wear North Texas Futbol Club spirit wear, such as t-­‐shirts, polo shirts or sweatshirts. This is required on the Player/Coach side.

All Players and Parents are required to sign the NTFC Code of Conduct when they sign contracts.





OPEN PRACTICES
& TRYOUTS


OPEN PRACTICES

June of every year is open. Any player is welcome to visit the practices of any other team. They still require a signed guest release to guest play in tournaments. In most cases, coaches will have a pretty good idea of who they want to oﬀer a spot by the end of June.

TRYOUTS
The competitive soccer tryout period is July 1 – July 10th. During that time period players are free to attend scheduled try-­‐outs with clubs. A team fact sheet must be given to every player/parent to read that attends a try-­‐out. Players and parents are no longer required to sign the signature sheet.



Make sure you are prepared with the following:

•  Copies of Fact Sheets -­‐   you need to make sure all parents read the fact sheet.







Please DO NOT refer to June Open Practices as Tryouts. This is against North Texas Soccer Rules.







FACT SHEET

Fact Sheets are completed online. Each team manager is responsible for completing the Team Club Fact Sheet and submitting it online prior to the June 15th Deadline.
The 2015-­‐16 Team Club Fact Sheet link can be found on the North Texas Website at the bottom of the Youth Forms page. www.ntxsoccer.org


Here are the answers to club speciﬁc questions in the fact sheet.

Fill out all ﬁelds in the online fact sheet and submit. Please allow 48 hours for North Texas Soccer to email the approved copy, which you must show to the parents of all players visiting open practices and open tryouts.


Club Website Address 	www.northtexasfutbolclub.com


Club President's Name & Phone Number 	Arthur Hamilton 972-436-1756


Club President's Email Address 	ntfc.pres@verizon.net


Club Vice President's Name & Phone Number       Laura Mountjoy 972-317-7565                                        
Club Secretary Name & Phone Number                  Angie Maffey (940) 202-8267 
Annual Cost:                                                                   $2,000 or more



Annual costs above include the following items: Club Dues: Yes
Team Camp: No Practice Fields: Yes Keeper Training: Yes Team Equipment: No


League Fees: Yes
Coaches Training Fees: Yes Tournaments:  No Mandatory Uniform: No




Fact Sheets only need to be completed by Select Teams (U10 and older).
Academy Teams are not required to complete the online fact sheet. 	12




TEAM
FINANCE & BUDGET PROCEDURES


2015-­‐16 NTFC Club Dues
$2,400 per player

Yearly Expenses – Club Dues & Team Fees
Club Dues & Team Fees – Select Teams (U11 and older)

NTFC Club Dues: The 2015-­‐16 NTFC Select Player Club Dues are $2,400 per player. These dues are paid by each player to North Texas Futbol Club. Club Dues  DO NOT include uniforms or individual Team Fees (see below)

Texas Futbol Club Dues include the following:

•  Lake Highlands or Plano Spring & Fall League Fees, Bye Fees and Field Usage/Maintenance Fees
•  Home Association Fees (Lake Cities or GLASA)
•  Game On Athletics Membership for the player and family members
•  Game On Athletics & UNT Field Maintenance,  usage Fees and lights
•  Coach’s Salary
•  Club Goalie Training
•  Club Director Salaries
•  Coach’s Education
•  Website and Club Marketing costs
•  Miscellaneous  Club Costs

Team Fees / Tournament Fees
These expenses are  not covered as part of the $2,400 Club Fees to the club and will vary from team to team. Payments for these items are handled by the team manager or team treasurer. Budget for everything in advance, not as you go. As you collect these funds you can deposit the money into your team bank account.

Example list:
•  Team Tournaments  -­‐   big expense. Prior to the season sit down with your coach and tournament manager if applicable, and get a list of the tournaments and costs for each. Include the tournament costs in your budget. Do not pay as you go. Budget $575 per tournament if you do not have information on all the tournaments your team plans to participate in this year.
•  Travel cost for coach to tournaments.  Be sure to include airfare or gas allowance for travel, hotel and a per diem for food. A good Gp is to ask the hotel to comp the coaches room, sometimes the hotel will or they may not comp the room but may upgrade to a suite.
•  Travel papers for each tournament -­‐   $25 per travel tournament Travel cards for players -­‐   .25¢ per card -­‐   include manager and coach. Late fees apply if you wait to get these travel cards made. GET THESE MADE EARLY ON!
Oﬀseason Leagues (Futsal, 3v3, 8v8 or Indoor Leagues) -­‐   Approximately  $350 for futsal, 3v3 and 8v8 and $750 per session for Indoor.
•  Gils -­‐   Coach, Players, Team Parties etc.
•  Misc. Equipment such as a canopy, team bench, team game ball, cooler, ﬁrst aid kit etc.

This list is just a guideline to help  get you started, you may not do all the things listed. Items will come up each year that you will not have budgeted so placing a buﬀer in the budget for these unforeseen items is a good idea. Each team should add up all Team Fees and divide up the cost between all players/families.  They will pay the team manager or treasurer directly, not Game On or NTFC.
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CONTRACT PACKET

Contracts – On July 1 (or your signing day) each team manager is responsible for printing out enough copies of each of the required forms for all players/families to complete the signing packet. All players are required to have a signed NTFC Contract before they can be added to the roster.

Contracts -­‐   Here are the items that should go in your contract packet for each player:

•  NTSSA/USYS Membership Form Competitive Player
•  NTSSA Medical Release Form
•  NTFC Player Financial Contracts (Team Manager must turn in all NTFC Contracts to the Club by July 20th.)
•  NTFC Code of Conduct (signed by player and a parent)
•  NTFC Website Registration Reminder
•  Birth Certiﬁcate – All player must provide a valid birth certiﬁcate (Remind them in advance)

Print all required forms and separate and paperclip packets for each player and bring them to your team’s signing.



ALL CONTRACT PAPERWORK IS AVAILABLE ON THE WEBSITE > MANAGERS TOOLS

ALL PARENTS SHOULD ALSO BE INSTRUCTED TO GO TO THE NTFC WEBSITE AND CREATE AN ACCOUNT BY JUNE 10. A WEBSITE ACCOUNT IS REQUIRED. WE COMMUNICATE TO THE CLUB THROUGH THE WEBSITE.





UNIFORMS 	UNIFORMS – Please send each player/parent to Soccer City in Lewisville where they can order there uniform kits.
Uniforms are payable in full when they picks them up at Soccer City.

Managers can print get the uniform order form from the Manager Tools page on the website.


Uniform Orders are placed through Soccer City in Lewisville


Soccer City
1640 S State Highway 121, #130
Lewisville, TX 75067

Phone: 972-­‐420-­‐6115





Each team may choose to have their team manager complete a team order form rather than have each family go to Soccer City to place individual orders. The Team Order Form Template can be found on the Managers Tools page of the NTFC Website. Please work with Soccer City on pricing.





TREASURER DOCUMENTS

North Texas Futbol Club is a non-­‐proﬁt organization, and as such, is required to ﬁle a tax return at the club level each year based on income and expense transactions for the calendar year.

Each team treasurer or manager is responsible for managing your team’s yearly budget and recording all income and expense transactions for the team. This information is submitted  to the club treasurer the ﬁrst week of January each year for the prior calendar year.




TEAM COMMUNICATION
Parents will receive basic budget information on the fact sheet provided with the players contract. This will include the amount of player dues, payment schedule, and basic tournament information. For most parents, this is suﬃcient information. There may be times when parents want more speciﬁc
information. Handle each case individually as needed. Ongoing and open communication is key to
reducing stress in these situations.

Just as with any bill, there will be times when parents forget to pay. To avoid this problem, send a reminder e-­‐mail to all parents a week prior to the due date reminding them of the upcoming payment. DO NOT single anyone out in group e-­‐mails. If payment is not received by the due date, contact the parent privately to remind them and arrange payment.

[bookmark: _GoBack]If a player’s family is ﬁnancially unable to make payments, or falls in arrears for any reason, contact
Angie at Game On Athletics or a Club Director immediately with details to discuss possible solutions.

2015-­‐16 NTFC Club Dues = $2,400 per player. Each team would add in their individual Team Fees for tournaments, equipment, travel etc.





VOLUNTEERS 	VOLUNTEERS

A manager that delegates will be less stressed out. It also gives ownership to more individuals on the team. The following is a list of some volunteer opportunities that you could set up for your team. Some teams require every player’s parent to take on a volunteer role for the year.

Treasurer (required) Tournament Coordinator Travel Coordinator
Social Coordinator
Fund Raising Coordinator
Team Website Admin
Club Volunteer Coordinator Handles assigned Club event
Phone Tree Committee
Equipment Manager
League speciﬁc volunteers – Example – Field Marshalls.
Uniform Coordinator
Photographer

All NTFC Teams are also required to provide volunteers for both NTFC Tournaments. The above list are just ideas, you may come up with some of your own.






TOURNAMENTS

Traveling to soccer tournaments is a huge part of select soccer. It involves a lot of planning and money but it can be a great team building experience.

Create a tournament travel binder. Keep the travel cards, at least 4 oﬃcial team rosters, copies of the notarized medical releases for players, in alphabetical order (in plastic sleeves for easy viewing), copies of the birth certiﬁcates, so it is ready to go. Just add the information speciﬁc to each tournament before you leave.

TRAVEL PAPERS – If you travel out of the North Texas State Soccer Association area, you will need to ﬁll out forms and get their approval. For International travel this requires approval at least 30 days before travel.

TRAVEL CARDS -­‐   You will need travel cards as well. They will be printed by the Home Association Registrar, but you will need to attach a photo (follow the instructions) and have the girls sign their card.

GUEST PLAYERS -­‐   For a variety of reasons you may have guest players travel with you to tournaments.

•  They will need a guest player release form. It requires numerous signatures so plan ahead.

•  You may need a guest card for them – check the tournament requirements. Be sure to return their player pass back to them after the tournament.
•  You will need a copy of their medical release form; you may need a copy of their birth certiﬁcate depending on
the tournament.

•  They will need a uniform.

Sometimes you can borrow the uniform from your own team. If you need to borrow the uniform from another one of our club teams, take responsibility for it – ask the guest player to bring clothes to change into after the last game, collect all the uniform parts, wash them, and then get them back to the owner in a timely manner.

•  Guest players usually only pay for their own portion of travel costs, not entry into the tournament

•  If you are recruiting this individual to your team, you might want to get a thank you card and have your players sign it. Or a small thank you gift.






TOURNAMENTS

HOTELS
It is strongly recommended that you choose a hotel that has inside corridors for safety reasons. Finding a hotel with a continental breakfast included is highly recommended.

•  Depending on your team preferences, girls can be assigned to room together, monitored by nearby adult chaperones and families get their own rooms. OR, families can get their own rooms for the players.

•  Plan ahead on reserving a room block, especially with non-­‐smoking rooms. You may have to block rooms with your own credit card, and parents will have to call in to the hotel to put the room under their own name and credit card.

You are an example for the whole Club. Don’t assume parents will have the same behavior standards. Plan a tournament itinerary for the team. See the attached example.
Volunteer opportunity -­‐   Plan a team dinner for one night of the tournament. Contact the hotel or chamber of
commerce for recommendations for large groups. A place with a separate room is ideal, arrange ahead of time for separate checks or a paying arrangement with the restaurant. Sometimes they will set up limited menu ahead of time to help expedite the process.



AIRLINE/CAR RENTAL
Most airlines will oﬀer group discounts. Car rental companies will also work with you in arranging van rental. North Texas Soccer oﬀers car rental insurance.







FUND RAISING & DONATIONS


OPTIONAL TEAM FUNDRAISERS
Fundraising and donation solicitation are options used by teams to reduce the out-­‐of-­‐pocket expenses for each family.

EXAMPLES OF FUND RAISERS:
Cookie Dough Sales Pajama Sales Cake/Pie Sales
Car Washes
Garage Sales
Working at Kohl’s – Time Donated
Working concessions – FC Dallas/Rough Riders/Car Races/Prof. Teams
Tip Donations – Working at Sonic
Start a team Goal Jar – Cash donations when the team scores a goal
Solicitation of Donations

TRACKING
Fund raising: Track date, name/type of fund raiser, and proﬁt
Donations: Track date, donor name, donor address and proﬁt
Submit this information to the club treasurer the ﬁrst week of January along with team tax information for the calendar year.

Participation vs. Buyout
Teams may oﬀer the option to buy-­‐out, or donate a speciﬁc dollar amount in lieu of participating in the fund raiser. This option and buy-­‐ out amount must be clearly communicated, if oﬀered, prior to the fund raiser.

It is important that the buy-­‐out dollar ﬁgure be determined prior to the start of each fund raiser or at the beginning of the year. To determine a buy-­‐out dollar ﬁgure, a minimum proﬁt goal should be established for each fund raiser. Divide the proﬁt goal amount by the number of players on the roster to determine the buy-­‐out amount. 	20






NTFC LOGO USAGE GRAPHIC STANDARDS

It is very important that we stay focused on the brand & identity of the Club. The following pages are the graphic standards for logo usage for the Club Shield and Logo. This document is also located on the web site along with ﬁles of the logo for your use.

Any use of the logo on products or spirit wear MUST be approved by club management  and given an OK before being produced.



GRAPHIC STANDARDS
Basic Usage Guidelines

UNACCEPTABLE  USES OF GRAPHIC

The Logo and/or Shield may never be altered in conﬁguration or appearance. Do not distort the Logo or NTFC Shield.
Do not attempt  to recreate the Logo or Shield using any other type font.

 (
the
 
t
e
x
t
 
t
o
)Do not change the color of  any color other than Green and White.

STRICT LOGO AND FONTS REQUIREMENTS  WILL BE ENFORCED







NO ITEMS SHOULD BE CREATED WITHOUT CLUB APPROVAL.
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