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Preseason tasks

The following tasks need to be performed prior to the start of the season.  See the next section to figure out when each task needs to be completed by.

1.1 Form a committee

People needed to:

· Monitor phone and update outgoing messages (weather cancellations)

· Recruit captains

· Help run/organize Tourney

· Maintain waitlist

· Confirm field permits (see field contact list at end of document)

· T-shirt design

· Help create application

· Help with mailing

· Help with team creation party

A few suggestions for the person recruiting captains: 1) recruit more captains than necessary.  This way, if one of them doesn’t get their application in on time, a replacement can be chosen.  2) Decide when the captain’s meeting will be ahead of time and inform the potential captains of it.

1.2 Create application

· Get previous season template from Director of League Operations (often referred to as “Dolo”), currently Bill Dill

· Update all references to previous season

· Verify Dues.

· Ask about anything specific (Co-ed incentive prizes)

· Give a doc/pdf version to person in charge of web-site (currently Stephen Elliot, but ask the Dolo) to put up on the web.

1.3 Mail applications

This has been a somewhat time consuming task in the past.  However, with online applications, it should be quicker since applications will only be mailed to people who don’t have e-mail addresses.  Prior to the mailing you need to:

· Purchase stamps and scotch tape.

· Get labels from the BUDA clerk, currently Tommy Proulx (and find out how many before hand)

· Create application

· Bring applications to copiers and have them folded in thirds.  Have them print additional applications, so they can be sent out to people requesting them.

· Recruit people to help stamp, label and mail applications.

1.4 T-shirts

· Find someone to design T-shirt.  Ian Hart has done it the past few seasons and Mike Galvin has done it as well.  Check with Dolo to get a list of people who have indicated an interest on past applications to design a shirt.

· Talk with Colin Blight about getting the shirts printed.  He’s printed them for the past few years. (Current contact info at: http://www.buda.org/admin/bigbuda/tshirts.html) That link also contains other printers.

· There is often much debate with regards to what sizes to get printed up.  Generally for a 16 person team, we have 18 shirts made up. In the past we’ve had 8 X-Large, 8 Large, and 2 Medium.  With an emphasis on co-ed, you might consider more mediums.  Maybe 7/7/4 or 6/6/6.

· To my knowledge, Colin has taken care of the colors.  Just remember that colors can repeat in different leagues and if the schedule is worked out correctly, a league can even have multiple teams with the same shirts color if they don’t play each other.  (For instance, the Waltham division usually consists of two separate pools of teams who don’t play each other, each with 8 teams.)

1.5 Team creation

This is the meeting where the teams and schedule are put together.  If not organized correctly, it can take over 6 hours.  Try to hold the meeting at someone’s house that has a computer and printer since it will be easier if you have can print out the schedules at that point. Try to get about 4 to 6 people, including the Dolo to show up.  You will also need a copy of the league database.  (Currently, this can be obtained from either Tracy MacNeal or Tommy Proulx.)  It also helps if before the meeting you already have a list of all the captains, whom they will be paired up with, and how many teams there will be per division.

There are two main tasks that need to be completed.  Fortunately, they can be pretty much done in parallel – Creating the schedule and creating the teams.

1.5.1 Creating the schedule

Once you know how many teams there will be in each division, have a bunch of people come up with a schedule.  Check with the Dolo for templates from previous years since it’s quite possible the scenarios you are looking for might already have been used.  You might also want to consider having some teams play all early or late games and other only on certain days. Create the schedule in an excel spreadsheet which can be added to the captains packet.  Also create one in ???? format that can be given to the web folks. (Stephen?  What format would you like?)
1.5.2 Creating the teams

There’s a PC program called mteams.exe, which will automatically create teams from a comma-separated database, which is currently extracted from the league.wk4 spreadsheet.  The process consists of the following steps:

1) Pre-assign captains to teams in the league.wk4 file.

2) Export the database to the mteams program.

3) Run the mteam program.

4) Review the log, looking for errors and any chain requests.  Make any necessary changes to the database and repeat step 2 until no more changes are necessary.

5) Optionally pre-assign any people with special requests to teams.  (Make sure that these people weren’t bumped from the league because they got their application in too late.)  Repeat step 2.

6) Import the data back into league.wk4.

7) Generate and print phone list and team rosters.

8) Send the rosters to the web folks to post online.

1.5.3 Taking the coed policy into consideration.

BUDA has instituted a policy, where we will have open and coed divisions.  The open divisions are filled on a first come first serve basis (regardless of gender).  The coed division will have an equal number of men and women. If a division has enough of each gender signing up to be coed, it will be coed.  However, a division needs have at least 6 teams to avoid the teams from replaying another team multiple times during the season.  

Perhaps the best way to explain this is by examples. Say Lexington only has enough field space for 10 teams.  If we try to break it up into a coed and open division, that means there would be something like a 6 team division and a four team division.  There would not be enough teams in either division to allow the teams to play enough different teams, so the division would have to be either all coed or all open. In order for the division to be coed, with 16 people/team, there would need to be at least 80 men and 80 women sign up for the teams.  If the numbers are close, you could consider making teams of 14 people, but it wouldn’t be wise to go much below that.

Now take JP, where we have enough space for at least 16 teams.  The most likely scenarios will a division with be either 10 coed and 6 open teams, 16 coed teams, or 16 open teams.  In the first case, the first 80 men and first 80 women who sign up for the coed division will be placed in that division.  The remaining will be bumped into the open division.  In the second case, the first 128 women and 128 men who sign up will be placed in the coed division.  In the last case, we need to figure out the maximum number of each gender to sign up before we can make it coed.  A 6 team coed division sort of seems not worth it.  So, ideally at least 64 people of each gender should sign up, before making a coed division.  If we don’t get that number, just assign all people to the division on a first come, first serve basis.

1.6 Captain’s meetings

The past few years, the captains meetings have been held at Doyles Café in Jamaica Plain and Dilboy VFW post in Somerville.  (Prior to that, it was held in someone’s home, so that’s still an option.) Dilboy requires that we guarantee a certain amount of money will be spent at the bar, but they have plenty of room.  In the past, we have ordered in pizza from dominos. Space at Doyles is pretty tight.  We are cramped in the back room with some regular patrons.  However, there is less of an expense for BUDA.  People also seem to enjoy the food and drink better.

To reserve Dilboy, contact: (617) 666-8794 (Jerry, do you have contact name?)
To reserve Doyles, phone: (617) 524-2345 

The following should be discussed at the captains meeting.

· Hand out captain’s packets.  They should contain rosters, phone lists, rules (including 10th edition changes and BUDA kick block), field permits, etc.

· Give out T-shirts and Cones.

· Go over rules.  We use UPA 10th Edition with the exception of no foot blocks.

· Vote on theme for team names if one hasn’t already been determined.

· Miscellaneous topics like, spirit program, any field issues, etc.

2 Calendar

The above mentioned tasks should be complete by the following dates, relative to the start of the season.  Just pick a date when you want the season to start and work backwards.

Captain’s meeting – The Tuesday or Wednesday of the week before the first game.

Team creation – The Thursday before the captain’s meeting.

Application due date – The Friday before the team creation meeting.

Mail applications – Approximately 2-3 weeks before they are due.

First committee meeting – About 3 weeks before the applications will be mailed.

Have T-shirt designed and sent to printers – Shortly after the first committee meeting.

Update web-site with information about season dates, times, locations – As soon as you know them.  (Hint: About 3 months before the season starts, ask the webmaster to place a message on the web-site saying to send e-mail to address@buda.org to be placed on the mailing list along with an approximate start date.  Otherwise, you’ll receive tons of e-mail from people asking silly questions.)

3 Regular Season tasks

Once the season gets underway, there’s not really that much to do.  Everything basically runs itself.  However, there are still a couple of things that need to be addressed.

3.1 Dealing with refund requests.

Do the numerous requests for refunds, we established a policy for refunds.

1) If someone signs up and gets waitlisted we'll refund them if they either don't get put on a team or ask to be removed from the waitlist and be refunded.

2) If the person can not play as a result of an injury (ultimate or otherwise) and they ask to be removed from the league or refunded we'll refund them.

3) If the person asks to be removed and refunded before the first game, we’ll refund them.

4) If the person asks to be removed and refunded for some other reason (or doesn't give a reason) we won't refund them.  (They don't have the time is not a viable excuse.)

5) A person with another reason can still be refunded at the commissioner or Dolo's discretion.  (For example, they are a past commissinoer or have made BUDA's officials live's easier at some point.)

3.2 Dealing with rain

It BUDA’s policy that we don’t want to damage fields.  So if there’s standing water on them or they are wet enough for a footstep to leave an impression we will want to cancel the games.  Some fields have stricter policies than others.  For instance, Danehy will shut down if there is almost any rain during the day.  The JP fields will almost never shut down.  (Danehy has a hotline number to call to see if the park will be open if the weather is questionable.  The number is: ????)  (Tommy, what is it?)

It’s best to make the call a few hours before game time, so for evening games, try to leave a message on the hotline by 4:00PM and for weekend morning games, by 8:00AM. You should have already assigned someone to monitor the phone and leave outgoing messages, so make sure they are part of the process.  Also, try to get the web page updated.  The webmaster should have it set up to you to change information on the main league page.

3.3 The Tournament

Make sure you tell the captains to remind their players to bring the following items with them to the tournament:

· Team shirts

· An extra dark/light in case one of your opponents is a similar color

·  Cleats

· Another pair of shoes (if held at Devens, since cleats aren’t allowed in the Conference Center)

· Water bottles

· Leashes/cleanup equipment for dogs

· Warm clothes and/or sunscreen depending on league

· Give out a start time that’s 45 minutes or so earlier than the actual start time.

If you need to purchase anything for the tournament, BUDA has a Costco card.  See Tommy Proulx or Jim Siewert for one.

Here’s a list of tournament tasks.  If possible, arrange for someone who’s not playing in the tournament to be the tourney director or to help you, if you decide to take on the roll.

· Hand out bagels, bananas, and water.  (Water will be supplied in the Gatorade colors with the trailer.)

· Have captain’s meeting ½ hour before start of tournament.  Go over rules.

· If having a cookout on the fields, have someone assigned to grill.

3.3.1 The BUDA Trailer

BUDA has a trailer, which contains a lot of things you’ll need for the tournament.  The following is a list of what it contains.

Num
Description
Num
Description

600+
Cones
20
8.5”x11” Clipboards

3
Large Whiteboards
tons
50 Gallon Trash Bags

1
Small Whiteboard
10
Cases of Orange Field  paint

12
Flip a score Scoreboards
1
500’ Measuring Tape

2
5 Gallon Water coolers
2
200’ Measure Tape

29
10 Gallon Water Coolers
4
Measuring Wheels

30
Buckets (for cooler bases)
3
Paint Machines

4
6’ plastic tables
1
Paint Wand

2
Really large ice chest coolers
1
Field Liner Kit: Lining twine, spikes, lining tools

3
10’x10’ Popup Canopy Tents
1
Tourney Tote: Airhorns, markers, pens, paper, scissors, duck tape, stapler, latex gloves, plastic bags for ice pack, etc

2
Goaltimate Kits



In addition, 3 large gas grills and 5 gas propane tanks can be delivered to the field at the same time, but they don’t fit in the trailer.

If the tournament is held at Devens, the post tournament party can be held at their conference center.  They will supply the food (Pizza) and drinks (beer and soda).  The contact person at the conference center is Tinlee(sp?) at 978-772-0188

4 Miscellaneous Things

As commissioner, you are responsible for finding your replacement. We ask that you hold the position for at least two seasons and then serve on the committee in an advisory role the following season.

Come up with a budget.  (Don’t worry, it’s not difficult, you’ll be given a copy of the previous year’s budget)

4.1 Field contacts

The following people are contacts for the various fields we have used.  If you need to use that field or want to contact someone there, please go through the following people, as BUDA tries to have a single contact for each field.

· Fernald – Bill Dill (bdill@buda.org)

· JP – Geoff Doerre (gdoerre@partners.org) ???Does he have a BUDA Address???
· Cambridge (Danehy, Donnelly, Hoyt) – Raphael Savir (rsavir@buda.org)

· Chapel Hill – Tommy Proulx (tproulx@buda.org)

· Devens – Tommy Proulx (tproulx@buda.org)

· Tufts – Jose Invencio (jinvencio@buda.org)

· Burlington – Julie Donahue (jdonahue@buda.org) 

Fields acquisition should be taken care of way before the season starts.  Contact the appropriate people around the following time frames

Spring League – Around January 1st.

Summer League/Learning League – Early Spring (Tommy, do you have a more accurate date?) 

Fall League – Early June. (Is this the right time?)

Winter League – Mike, when do you contact the John Smith folks?
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