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June 2016 

Welcome to the Concorde Fire Team Managers page. This page is designed to provide our team managers 

with guidelines and resources to assist them in their manager role. Many of the following suggestions/

guidelines are from current or previous managers. 

Important Contacts or links you will need: 

For all General Concorde Fire Questions:   ElizabethJohnson@ConcordeFire.com 

For all Finance Related Issues at CF:   LauraMcCoy@ConcordeFire.com 

Georgia Soccer:      GeorgiaSoccer.com 

ADG/ Affinity Soccer:     http://www.gs.affinitysoccer.com 

Concorde Fire website:     ConcordeFire.com (manager; soccer) 

Uniforms:      BestBuySoccer.com 
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Thank you for volunteering to serve as a team manager. Your role as team manager is instrumental to the 

success of your team and the Concorde Fire Club. We want you to be successful and we have put together 

this manual to give you the necessary tools and “how to’s” to do so. These are only suggestions; please do 

what works best for you and your team. This is also a “working” manual; it will be continually revised. The 

team manager role is a commitment. If you feel you cannot fulfill the responsibilities alone, please enlist 

another parent to share the responsibilities with you or talk with the coach to see if another parent would 

be better suited to assume the role. As you work as the team manager, if you discover short cuts, helpful 

information, or other successful ways to improve the Team Manager responsibilities, please share them 

with us so we are able to share best practices with other managers. Your role entails a great deal of 

managing, organizing, and paperwork.  Thank you again for volunteering and for helping to make this a 

great year in club soccer at Concorde Fire. 

Team Manager Responsibilities 
Every soccer team has at least one designated team manager responsible for administration and 

coordination of the team’s activities and communication between the families and the coach(es). The team 

manager is critical to the success of the season and directly impacts the positive experience of the families 

involved. The coach is to instruct the players in their soccer skills and direct the players at practices and at 

games. The team manager handles the “off the field” activities.  Each coach has a different style and may 

want to do some duties him/herself.  Discuss the duties listed below with the coach so that you are both 

clear about who does what and when. 

 Make sure the season runs smoothly 

 Communicate with the coach and families 

 Handle official business, including all paperwork connected with registering the team, weekly game 

cards and tournament applications 

 Make sure all documentation and supplies are at games 

 Report scores to the scorekeeper online via the Georgia Soccer website 

 Collect and disburse funds 

 Make sure all the players have uniforms, schedules, updates and current information 

 Plan details of tournaments 

AND create peace and harmony within a group of people from different schools, neighborhoods, etc... 

Notes/Questions 
 

Introduction 
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First Steps for Managers 

Organize Official Team Paperwork 

You will be the keeper of a lot of information and gear. We’ve found that the best way to keep all of it 

organized is to create a team notebook. A 3 ring binder that has a zipper to keep everything inside and dry 

is best. Additionally, it is recommended to use sheet protectors to protect rosters, birth certificates (these 

do not need to be kept in the notebook—they can be kept at the team manager’s home), medical releases, 

etc. A zipper pouch is useful to hold pens and keep player pass cards secure. You will need to carry all 

necessary forms while traveling with the team. Keep them in your notebook. Here are some suggested tabs 

for your notebook: 

Contact Information 

Contact information – (team roster in excel format, provided by coach) Provide a copy for all players and 

parents.  This team roster should include players’ name, address, and jersey number, parents’ names, 

address, email addresses and all phone number (home, work, cell). Contact information for coach with 

phone numbers, email, etc. should also be included. 

Club Contact Sheet – make sure you keep contact information for the office manager, field status hotline, 

coach and director in your notebook for emergencies. 

Official State Roster 

You will receive this official roster late August for the fall season.  You will need copies of this at all games 

and for tournaments. 

Schedules—Schedule of all practices, games, etc. 

Copy of game schedules 

Information on opposing teams’ contact information is posted on Georgia Soccer website, 

www.GaSoccer.org.  Click on Youth and then on Teams. 

As soon as you accept the role of Team Manager, contact your team coach and exchange contact infor-

mation. Discuss how you will communicate with each other (phone, email, text). Also get a copy of the team 

roster , including all players’ contact information, from your coach.  Finally, make sure Elizabeth Johnson, 

Concorde Registrar, has your correct contact information. 

Pre Season Responsibilities (June—August) 

 

Notes/Questions 

http://www.GaSoccer.org


5  

Pre Season Responsibilities (cont.) 

Player paperwork 

Medical Release Form – Team managers must have one for each player.  These forms no longer require 

notarization.  The forms are good for one year from the date of signature.  Make sure you and the coach are 

aware of any players’ health problems.  Available under RESOURCES from the HOME tab.  

Copy birth certificate/passport  

Copies of birth certificates or passports are accepted; baptismal records or hospital certificates are not.  You 

will use these mainly at tournament check-in, but may be requested during a regular season game if there is 

any question about a player’s age.  There is no need to carry these in the team notebook. 

Player passes  

These ID cards will be furnished to you along with the official state roster by the registrar.  Attach a small 

photo and laminate these cards.  Look for cold laminating pouches at Target or an office supply store.  You 

may want to place the passes on a key ring.  Include an identification card (business card, etc) so that if the 

passes are lost they can be returned.  Some teams create a color-copied set of duplicate passes to use in an 

emergency or, in the case of Academy teams, each Team Manager in an age group can have a copy for 

guesting players across the age group.  Player passes must be presented to the referee before each game.  If 

a player does not have a pass, he/she cannot play. 

Hold a Team Meeting 

Work with your coach to schedule a team meeting prior to the season start.  Holding this before/after a 

practice may work well depending on your coach’s schedule.  Discuss all of the above and the following: 

Team Jobs – Get parents involved?  Jobs should be delegated, each family should contribute time and effort. 

Site coordinator for Concorde Fire Challenge Cup (February) and Nike Select Cup (August) 

Volunteer donations for Gala Night 

Website/team reporter 

Team Tournament coordinator 

Team Travel coordinator 

Team treasurer 

Team photographer 

*most important—discuss your team’s policy on if all pay for tournaments or just those who attend. 

AND create peace and harmony within a group of people from different schools, neighborhoods, etc... 

 

Notes/Questions 
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Uniforms 
Team uniform orders are processed through Best Buy Soccer for the 2016-2017 Season.  Within a few 

weeks of the signing date for players, you will receive notice from the office to begin the uniform ordering 

process for your team.  Before you can begin this process, you must determine or assign jersey numbers to 

all players.  Returning players usually keep their numbers year to year, so once you determine those you 

can move on to assigning number to new players.  The informational email from the office contains all the 

other information you need to complete your duties for uniform orders.  Each individual family orders and 

pays for their player’s uniform, which is shipped directly to their home or picked up at Best Buy Soccer. 

Karl Haggon is the Concorde Contact for Uniform questions. 

Game Day and After the Game 
All Team Managers must provide a Game Card to the referee at the beginning of each game.  Game Cards 

may also be referred to as “Game Play Sheets”.  

 Select teams (Athena and Classic): Print game card from the Georgia Soccer website.  You will sign in 

with your ADG username and password.  

See the PDF titled “Instructions_for_printing_Game_Day_lineup_sheets_090108” on how to do this. 

 Academy teams:  Contact Elizabeth Johnson for a Game Card in Excel 

 Provide game cards and player passes to referee (unless coach wishes to do this). 

 Have team notebook available in case medical releases are needed. 

 Retrieve player passes and appropriate copy of game card from referee after the game is completed. 

 Select teams: Report score – after each game the score must be updated at GeorgiaSoccer.com.  This 

should be done by the coach or team manager as soon as possible after the game, but not later than 

Monday following a weekend game.  See the PDF titled “Instructions_for_adding_Scores_081908”. 

 Rescheduling games – Select and Athena teams must contact their age group coordinator at Georgia 

Soccer and submit the request via Georgia Soccer website.   

 Emergencies/Injuries – If a player is seriously injured, someone should call 911.  Use the “Georgia 

Soccer online Incident Report” to report injuries to Georgia Soccer. 

Notes/Questions 
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 Between the fall and spring season keep in touch with your team.  You will be the contact person for your 

team in regards to the spring. 

 After the spring season you may be asked to help at tryouts.  This should only include helping with 

paperwork or answering general information questions.  Managers are not involved in selecting players for 

the team at tryouts. 

 After tryouts the coach will choose Team Manager.  You will be the main contact for parents, players and the 

Concorde Fire Office.  Remind parents of Signing Day deadlines and procedures.  The team manager should 

keep a copy of the list of players chosen by the coach at tryouts.  This helps in organizing the registration 

paperwork that comes in and will be required throughout the season.  Managers should follow up with the 

registrar to make sure that the registration is complete for all players on the team.  Please note that if a 

player is not properly registered and up to date on payments, the player’s pass will not be released. 

Tournaments 
Most teams will play at least one pre-season and one post-season tournament.  The Concorde Fire Directors 

provide suggested and required tournaments to coaches at most ages.  Work with your coach to determine as 

soon as possible which tournaments your team will play in.  Parents will need notification as soon as possible to 

reserve the date on their family’s calendar. 

Once your coach has told you which tournaments your team will play in, you must collect the appropriate fees 

(see Club Guidelines for Individual Team Finances) and get your team registered.  Go to the club or tournament 

website and follow the instructions for applying, making payment and check-in.  You may need to set up an 

account at Soccer In College (www.soccerincollege.com) in order to create a tournament roster, game cards and 

player releases for your team.   

If necessary, speak with your coach about guest players.  Make sure coach knows team policy on whether guests 

pay so that there is no uncomfortable situations.  Coordinate with other team managers to secure the necessary 

documentation to allow these players to guest with your team.  Make sure the guest players have Concorde Fire 

jerseys, and the number of the guest player does not conflict with other players.  Make sure you follow individual 

Tournament rules for guest players. 

Tournament Finances 

Coach’s fees for tournaments are the responsibility of the families on the team.  This is an additional service 

provided by your coach and you must compensate him/her.  The following will serve as a guideline to help you 

determine how much you need to collect from each family for each tournament: 

In-Town Tournaments: 

 $50.00 per tournament game coached for U11 and older teams 

 $40.00 per tournament game coached for U08-U10 games 

 No hotel or travel expense reimbursement; however, if an in-town tournament requires a coach to drive an 

excessive distance, teams may provide the coach a travel expense reimbursement of up to $50/day  

 Food – teams may choose to give the coach up to $40 for each 24-hour period during the tournament.  

 

Post Season Responsibilities 

http://www.soccerincollege.com
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Tournaments (cont.) 
Out-of-Town Tournaments: 

 $50.00 per tournament game coached for U11 and older teams 

 $40.00 per tournament game coached for U08-U10 games 

 Room expense including tax is reimbursed based on one night for each day of the duration of tournament.  

The coach is not reimbursed for personal phone calls, room service, and all personal expenses, such as 

laundry, in room movies, etc.  

 Food allowance of $40 if given to coach for each 24 hour period during tournament.   

 Transportation reimbursement is based on the following: 

Automobile – If the coach drives his/her own car, the team with reimburse the coach $.54 per mile 

round trip to and from tournament city. 

Airplane – If the coach flies with the team, the team will reimburse the coach for the actual cost of 

the airline ticket.  If the team drives and the coach decides to fly, only standard car allowance is 

reimbursed. 

Bus transportation – If a bus is rented and coach accompanies team on the bus, the coach is not 

reimbursed for any transportation expenses.  If the coach decides to drive, the coach is not 

reimbursed for any transportation expenses. 

Ride with parent – If a coach accompanies team and rides with a parent, the coach is not 

reimbursed for any transportation expenses.   

Shared Expenses: 

 Each team pays the appropriate fee per game coached. 

 Teams share/split the coach’s expenses for room, transportation and meals.  The team managers for each 

team should outline, discuss and agree upon these shared costs before going to the tournament. 

 Determine in advance if the team will split the cost of guest players, or if guest players will be included in 

the fees expected to be shared. 

Club Guidelines for Team Finances 
We recommend that one person act as the financial manager for your team.  This does not need to be the 

team manager.  Funds to cover tournament fees, including coaching fees need to be collected 1-2 months 

prior to the tournament date.  You should maintain a simple ledger of funds coming in and going out and 

provide it to any team families or the coach if asked.  Additional funds remaining at the end of a season 

should be disbursed back to families or can be used toward a team party. 

Notes/Questions 
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Frequently Asked Questions? 
How do I add a player to my team? 

The coach must make the request to the Registrar to add a player to a team.  All the necessary data and fees 

must be provided to the office.  This must be given to the office by Tuesday at 11:00 am in order to have a 

player registered for the following weekend.  It is the team’s responsibility to pick up the player pass and new 

roster at the Concorde Fire Office. 

 How do I release a player from my team? 

Have the parent of the player to be released contact the Registrar.  There are three reasons that a player can 

be voluntarily released: 

 The player has violated rules of the US Soccer Federation or the United States Youth Soccer Association or 

the National State Association Member (Georgia Soccer) through whom the player is registered. 

 The player has moved beyond a reasonable travel distance.  Determination of what constitutes reasonable 

travel distance is subject to definition by the National State Association (Georgia Soccer). 

 The player is injured in such a manner that the player will not be able to participate for the remainder of 

the season. 

 How do I transfer a player to or from my team? 

This is always a sticky subject.  First of all, make sure you are aware of recruiting rules and do not break them!  

(See Georgia Soccer’s Rules and Regulations #3300 Recruitment for Select Program). 

Once it is established that a player will transfer please provide the following to the office (transfers onto or off 

of a Concorde Fire team may require a fee): 

 Player Transfers are now entirely online.  Registrars from both clubs communicate to work this out. 

 How does a player apply for financial aid from Concorde Fire and what is covered? 

Concorde Fire has a limited financial aid fund that is available on a need-only basis.  A Financial Aid Application 

should be completed by the player’s parent.  The application form and process is posted online at 

www.ConcordeFire.com.  Depending on what money is available; all, none or a portion of the registration fees 

may be covered.  Additionally, as a form of financial assistance, some families may be permitted to extend the 

payment terms for the registration fee without incurring a processing fee.   Financial assistance recipients are 

expected to pay for their team fees and uniforms.  The coach or team manager should not take the liberty of 

dividing team fees in any other way without the consent of all parents.  

 

Notes/Questions 
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Concorde Fire Office Address: 

5881 Glenridge Drive 

Suite 210 

Atlanta, GA 30328  

Concorde Fire Mailing Address: 

Concorde Fire Soccer Club 

860 Johnson Ferry Road 

Suite 140-329 

Atlanta, GA 30342  

Concorde Phone Number: 

404-847-0096  

Concorde Fax Number: 

404-420-2930  

Concorde Field Status: 

 770-786-6886 (NEW) 

 CF Facebook Page 

 ConcordeFire.com 

Notes/Questions 

 


