Seasonal Checklist for Athletic Departments
FALL PRE-SEASON

1) ____
Plan and conduct pre-season coaches meeting

(a) Physical

(b) Eligibility list

(c) Transportation request

(d) Bus departure times

(e) Schedules

(f) Sports information packets

2) ____
Set up picture day
(a) Inform coaches

(b) Inform media

3) ____
Complete fall supply orders

4) ____
Check in all supplies…check off POs

5) ____
Send EMT and Ambulance service home football schedule

6) ____
Send non-staff coach’s info to MHSAA

7) ____
Send family passes to the Board

8) ____
Double check school and official contracts with computer

9) ____
Check all scoreboards

(a) Football

(b) High school basketball

(c) Middle school basketball

(d) Soccer

10) ____
Send opponent’s info packet

(a) Individual schedules

(b) Red schedules

(c) Rosters – Volleyball/Football/Soccer

(d) Coach’s information
11) ____
Get red schedules printed

12) ____
Check video camera/football headsets

13) ____
Check PA systems in gym and football field

14) ____
Send officials their reminder letters

15) ____
Send spot bus departure list

16) ____
Redo fall football announcement sheet

17) ____
Update family pass and senior citizen pass lists

18) ____
Have football field set-up – lines/pads

19) ____
Put up American flag on football field – unless Vets do it each game

20) ____
Check lights on football field

21) ____
Get volleyball timers/scorers

22) ____
Get football scorer/announcer and chain crew

23) ____
Get ticket takers for Volleyball and Football – Band Boosters

24) ____
Get National Anthem ready for Volleyball

25) ____
Pay all entry fees – cross country, volleyball, soccer, etc.

26) ____
Foreign exchange students – check physical date – may have to get updated physical
27) ____
Work with Royal Publishing Co. on fall programs

28) ____
Send announcement to MS and E1 about conduct at home sporting events

29) ____
Order desk calendar 15 or 16

30) ____
Double check calendar – add or remove dates

31) ____
Add all facility requests to the computer

32) ____
Work on Football scrimmage if home

33) ____
Pay league dues

34) ____
Bring in PA systems and scoreboard controls from Baseball and Softball press boxes

35) ____
Take down batting cages from Baseball and Softball fields

36) ____
Send fall schedule to media

37) ____
Send principals and superintendent an updated facility report

38) ____
Have ice machine cleaned out – do again in two months

39) ____
Order two Port-a-johns for the football field – late August until the end of season

FALL DURING THE SEASON

1) ____
Send check requests – do all season but separated one week at a time

2) ____
Work on JV and Varsity Volleyball Invitationals

3) ____
Have parents night for Football, Soccer, and Volleyball if coaches want this

4) ____
Work on scheduling

5) ____
Work on winter order

6) ____
Do eligibility and send to coaches and parents

7) ____
Double check the next season contracts against your calendar(s)

8) ____
Update Thank You letter to read at last home football game.

9) ____
Get Board request for any winter overnight trips – Wrestling

10) ____
Help coaches plan fall banquets – order trophies and plaques, do certificates, etc. and 

set date on calendar.

11) ____
Get coach’s evaluations and inventory forms to all Head coaches

12) ____
Send in Scholar Athlete info to the MHSAA

13) ____
Inform all coaches of All-League meetings

FALL POST SEASON

1) ____
Do official ratings

2) ____
Check all inventories

3) ____
Get keys from coaches who do not need them for next season

4) ____
Order buses for MHSAA tournaments – Football, Volleyball, Soccer, X-Country

5) ____
Arrange for food money and motel rooms if needed for MHSAA tournaments

6) ____
Send in entry forms, eligibility forms and rosters for all MHSAA tournaments

7) ____
Fall banquets – trophies and plaques, certificates, flowers, milk/coffee, etc.

8) ____
Send in names of winter coaches for Board approval

9) ____
Send All-League Scholar nominations and Goodsport nomination to Madison

10) ____
Take down American flag

11) ____
Send Thank you to EMT’s and Ambulance Company

12) ____
Charge Football head-sets for storage

13) ____
Put award winners on computer

14) ____
Have Wrestling scales certified

WINTER PRE-SEASON

1) ____
Plan and organize coaches meeting including coaches packet.

(a) Physical list

(b) Eligibility list

(c) Transportation requests

(d) Bus departure list

(e) Schedules

(f) Sports information packet

2) ____
Set up picture/media day

3) ____
Order red schedules

4) ____
Do eligibility list

5) ____
Do physical update list

6) ____
Send opponents rosters, eligibility and individual schedules.

7) ____
Get ticket takers for Boys/Girls Basketball, all levels

8) ____
Do rosters.

9) ____
Send official’s reminder letter

10) ____
Send non-staff coach list to MHSAA

11) ____
Pay entry fees for Wrestling and Cheerleading Invitationals

12) ____
Make sure all bus requests are on computer and print-out

13) ____
Winter programs – Royal Publishing – send schedules, rosters, and pictures

14) ____
Have Basketball, Wrestling, and Cheer coach’s meet to schedule gym

15) ____
Get Wrestling overnight permission slips if they have overnight trips.

16) ____
Check calendar for changes

17) ____
Order portable scoreboards for Elliott and MHSAA Wrestling tournaments

18) ____
Have ice machine cleaned.

WINTER DURING SEASON

1) ____
Send check requests – do for all season but separated one week at a time
2) ____
Work on future scheduling

3) ____
Work on officials for the future

4) ____
Do eligibility

5) ____
Work on Elliott Invitational

6) ____
Double check spring contracts for schools and officials against calendars.

7) ____
Inform fall coaches of All-League meeting

WINTER POST SEASON

1) ____
Do official ratings

2) ____
Check in all inventories and get keys from coaches who don’t need them for next season

3) ____
Set up transportation for MHSAA tournaments – Wrestling, Basketball, and Cheer

4) ____
Send in all MHSAA entry forms, eligibility forms and rosters.

5) ____
Send spring coaches list to the Board

6) ____
Order spring supplies – get order from coaches

7) ____
Send All-League Scholar and Goodsport nominees to Madison

8) ____
Send MHSAA out-of-state travel form for Softball/Baseball if they need it

9) ____
Double check spring contracts for schools and officials against calendars

10) ____
Get Board approval for any spring trips for Baseball/Softball

11) ____
Help coaches plan winter banquets – order trophies and plaques, do certificates, etc.

12) ____
Send award winners to the media

13) ____
Put award winners in the computer

SPRING PRE-SEASON

1) ____
Set up physicals for next year with trainers

2) ____
Plan and organize coaches meeting including coaches packet.

(a) Physical list

(b) Eligibility list

(c) Transportation requests

(d) Bus departure list

(e) Schedules

(f) Sports information packet
3) ____
Do red schedules

4) ____
Do eligibility

5) ____
Update physical list

6) ____
Do rosters

7) ____
Send opponents rosters, eligibility list and schedules

8) ____
Set up Media and Picture day – everyone on the same day

9) ____
Send officials reminder letter

10) ____
Do bus requests

11) ____
Pay for Baseball, Softball, Track, and Soccer Invitational fees

12) ____
Check master calendar for any changes

13) ____
Get press box ready for Track

14) ____
Order line and field dry for the fields

15) ____
Pay Golf entry fees and golf course rental fee

SPRING DURING SEASON

1) ____
Send check requests – do for season but separated one week at a time
2) ____
Work on future scheduling

3) ____
Work on officiating needs

4) ____
Do eligibility and send to coaches and parents

5) ____
Work on Softball Invitationals – JV and Varsity

6) ____
Work on Baseball Invitationals – JV and Varsity

7) ____
Double check next season’s contracts against calendar

8) ____
Get overnight permission slips from any team going on an overnight trip

9) ____
Help coaches plan spring banquets – order plaques and trophies, do certificates, etc.

SPRING POST SEASON

1) ____
Do official ratings

2) ____
Check inventory

3) ____
Get keys – update computer list

4) ____
Set up transportation for all MHSAA tournaments

5) ____
Vote on Senior Athlete (male/female) for Honors Night

6) ____
Update awards on computer

7) ____
Send award information to media

8) ____
Order medals, certificates, patches, trophies, letters, inserts for next school year

9) ____
Work on school calendar for next year

10) ____
Order all office supplies for next year

11) ____
Finish fall orders for next year – check with coaches

12) ____
Arrange for trainer for all three seasons

13) ____
Send fall coaching list to Board

14) ____
Take down batting cage nets and put away Baseball and Softball equipment

15) ____
Inform all head coaches about next year’s rules meetings as soon as possible

16) ____
Inform coaches/parents of summer Soccer, Baseball, Softball, etc. leagues.

ENJOY YOUR SUMMER!!!!!!!!!!!!!!!!!!!!!!!

