Randolph Girls Basketball - Standard Operating Procedure

Travel End of Season Get Together 



PURPOSE

The purpose of this document is to detail the steps required for holding the Travel Basketball End of Season Get Together

CONTENTS

At the end of each Travel Basketball winter season an End of Year Get Together will be held. There will be a Committee Member assigned to work with the 8th grade travel team parent to coordinate this event. 

· Agree on date for event with all coaches – The team parent and committee member shall discuss the proposed date for the event with all of the travel coaches to determine the best date for all teams.

· Once a date(s) is determined, contact the Recreation Department to reserve a facility (Community center, HS Commons, etc) All requests for any facility must be made through the Recreation Department.
· Work with the Recreation Department to ensure we have access to the microphone and loudspeaker system for the event. 

· Send out invitations to all players’ families. Note within the invitation the following:

· Items to bring

· Dress code

· Need to return uniforms

· Send out invitations to any guests. Examples are:

· HS Coach(s) 

· Guest speaker

· Other

· Put together a program for the event.  Include:  

· Girl’s Basketball Committee member listing

· Team Rosters

· Agenda

· Recognize the people who work behind the scenes:

· Travel gym scheduler

· Travel Parent – Coach Liaison

· Referee confirmation people 

· Recreation Office staff including, Russ Newman Recreation Supervisor

· Provide outline to travel coaches for their team presentations

· Recap of overall season

· Recognition of each player

· Thank you to parents and volunteers

· Coordinate with Committee and Recreation Department to order the gifts for the 8th graders

· Organize what people are bringing.  Items needed:

· Dinners

· Salad

· Soda

· Juices

· Deserts (cake/cookies/brownies etc)

· Coffee and coffee pot

· Milk

· Sugar

· Table cloths

· Decorations

· Center Pieces

· Balloons

· Napkins

· Forks, Knives, Spoons

· Cups 

· At the end of the event the travel coaches for each team will collect the uniforms from their team and give to the committee. The uniforms will be check against the inventory, boxed and stored.

· The team parent will work with the committee to document and submit receipts for any expenses incurred so that they can be submitted for reimbursement.
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