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LMHA TEAM MANAGER’S MANUAL

Version 1.7 - 2008

(Adapted from ‘Hockey Canada - Team Manager’s Manual’)

                                                      
LMHA (Lewisville Minor Hockey Association)
TEAM MANAGER’S MANUAL



The Team Manager is a central figure in creating the flow of communication – not only within the team (players, parents and coaches), but between the team and all support systems such as the Lewisville Minor Hockey Association (LMHA), Team Directors, League Coordinators, other teams, referees, officials, etc.  Ultimately, the manager is responsible for ensuring all the off-ice tasks are completed. This does not mean that the manager has to do it all; he or she needs to make sure that it gets done via delegation.  Also, it should be noted that some coaches will take on some of the activities that the manager is normally responsible for overseeing.


By taking on the operational aspects of the team, the manager enables the coach to focus on player development and on-ice instruction to provide the players with rewarding hockey experiences. This manual provides information to aid Team Managers in the smooth operation of the team by discussing the need to delegate and by identifying key topics that the Team Manager will need to address. Numerous appendices including samples and templates are included to assist the Team Manager in pre-planning and organization.

Team Manager Checklist
STARTING OUT

First Parent Meeting 
□ Communication of team and coach philosophy

□ With team, create team rules and policies 

□ Identify and delegate roles 

□ Review safety and risk management issues 

□ Provide players and parents with information and handouts 

□ Follow-up: Collect signed forms, pass out newly created rules/handouts 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Financial 
□ Collect fees 

□ Prepare initial budget 

□ Set up team account 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

THROUGHOUT SEASON / EVENTS 

Record Keeping 
□ Team registrations and rosters 

□ Accident and insurance reports 

□ Contact lists




□ Game reports 

□ Schedules




□ Evaluation sheets 

□ Player medical forms



□ Monthly financial reports 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tournaments 
□ Away tournaments 



□ Organize and host a tournament 

□ Applications and payments


□ Application to Association 

□ Fit with seasonal schedule 


□ Facility bookings 

□ Costs




□ Format 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Travel Organization 
□ Travel permits



□ Meals 

□ Permission slips



□ Costs 

□ Equipment




□ Arena Maps 

□ Accommodation 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Team Activities 
□ Fundraising 

□ Team photos 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

END OF SEASON 
□ Year end celebration 

□ Year end financial report 

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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I. TEAM MEETINGS
I. Team Meetings

An initial meeting should be set up shortly following the formation of the team – for many this will be the first time they meet other players, parents and coaching staff. Ideally, the manager should be in place before the initial team meeting, which should also discuss the seasonal plans and preliminary budget. This helps to ensure that all parents understand the commitment, both time and financial (including tournaments), up-front and before the season commences. 
As well, have extra copies of any handouts or forms that need to be circulated to parents and players (such as Fair Play Codes – Appendix 1: Fair Play Codes). Having information in handout form for parents to take away will assist with the retaining of dates and details.

Many of the duties covered in this manual could actually be carried out by the parent volunteers and not directly by the Team Manager.

A basic outline for the ‘First Parent Meeting’ is included in appendix two. Many of the topics listed in the outline will be discussed in more detail throughout the following sections of the manual. Appendix 2: First Parent Meeting Outline.

II. VOLUNTEERS /

DELEGATION

1. Volunteers / Delegation

The most important thing the Team Manager can do is delegate. Having parents take a hand’s on approach with their child’s team will increase communication among the parents. A strong parent base will make for a strong team.

Additionally, the association want to ensure that the volunteers (and players) are in a safe environment when performing their tasks. Police checks are used by LMHA to help identify which person is right for which position (i.e. Coach, Assistant Coach, etc.); this is especially important when volunteers are working closely with minors or with large sums of money.

Once different positions have been determined, the Team Manager should circulate a schedule and a parents’ contact list to all parents.  Appendix 3: Parents’ Contact & Responsibility List.

Parent Volunteer positions may include:

• Games Volunteers (time keepers, stats sheets, 50/50 ticket sellers)

• WEB site coordinator
• Team Safety Person

• Post-Ice Snacks

• Phone/Communication
• Tournament Prime
• Fundraising Coordinators

• Social / Events Committee (celebrations, photos, etc.)

The LMHA website (lmha.goalline.ca) is the official website of the Lewisville Minor Hockey Association. The funding and the selection of website hosting services were made by the approval of the Board of Directors of Lewisville Minor Hockey Association. The website is intended solely to support the objectives of the Lewisville Minor Hockey Association, any other use of the Website is forbidden.  Please refer to the "Website Acceptable Use Policy" document located at http://www.lmha.goalline.ca/page.php?page_id=294 for additional information.
III. TEAM RULES / SAFETY

1. Equipment / Apparel

Sweaters:  Each team manager must ensure that the sweaters are returned at the conclusion of the Minor Hockey season in clean condition and on hangers. Competitive teams will have 2 sets of jerseys each (home and away) and recreational teams one set each. Any jersey sponsorships must be coordinated with the LMHA Board of Directors or the Association’s Fundraising Coordinator and/or Equipment Coordinator. All equipment and jerseys remain the property of LMHA.

Pucks and Pylons: Initiation and Novice teams will be supplied with pucks. Other division teams will be responsible for purchasing their team pucks. The LMHA will provide pylons for team use. These pylons will be located at the Kay Arena, behind the penalty box area.
Water Bottles: Discuss what the water bottle policy will be at the beginning of the season. It is recommended that each player has his or her own water bottle that they bring to practices and games – that is well marked with his or her name.

Other Equipment: First aid kits and all other equipment judged necessary for the team usage are the responsibility of each team.

Goaltending gear:  LMHA provides goaltending gear for Initiation, Novice, Atom and Peewee players only. The Equipment Manager will allow equipment to be signed out to the Coach and/or Team Manager of a goaltender.

Team Jacket and Garments Policy:  The basic approved colors for all Association purposes are – Black, Royal Blue and White. All authorized use of the Lightning name and logo will also reflect this color policy. All team garments must be first reviewed and approved by the Equipment Coordinator.

2. Safety Program / Speak Out

Hockey Canada has a variety of programs that teams participate in to encourage a safe and enjoyable experience for all those involved in hockey today. It is important for all team members, not just the Team Manager, to encourage the team to follow guidelines such as those outline in these programs.

Safety Program: The Hockey Canada Safety Program is a development initiative of Hockey Canada. The emphasis of this program is on injury prevention and safety through risk management and education. It is the goal of this program and the members of the Hockey Canada Safety Program committee that hockey be made as safe and enjoyable as possible. This will be accomplished by providing Safety people with the risk management, safety tools and information to allow them to implement effective injury prevention and risk management programs where safety is the first priority at all times. This will be accomplished by every team having a qualified Safety Person on the bench at all times who will be focused on the safety and well being of the players.

The program is available to any person who is interested in being a Safety Person on their team. The six hour program is a simple approach to safety and injury prevention. For further information on the program visit www.hockeycanada.ca

Anyone interested in becoming the Safety Person for their team should contact their local Branch office for clinic information. Appendix 4: Hockey Canada Branches Directory.

Speak Out: In February 1997, Hockey Canada established what was known as the Speak Out Committee. Using input from parent focus groups, the expertise of leaders in this field, and a review of research and literature, the committee developed a plan focused on preventing harassment and abuse in Hockey Canada.

Over the last nine years, a comprehensive program of training, education, and awareness of bullying, harassment and abuse has been accomplished through workshops, resource materials, and Branch and Association initiatives. All of these factors have focused on coaches, managers, safety people, parents, players, and administrators.

Note:  Speak Out is mandatory for all Coaches, Assistants, Trainers and Managers.

For information on the 'Speak Out' program in your area, contact your local Branch office or visit www.hockeycanada.ca. Appendix 4: Hockey Canada Branches Directory.

Note:  Facility Safety Checklist and Emergency Action Plan should be located at the front desk of each facility.

3. Hockey Canada Insurance Program

Hockey Canada has constructed a National Insurance Program to provide financial resources to help deal with the cost of risks which confront organized hockey. The insurance programs eliminate or minimize the potential financial burden our members may face in the event that they are injured or implicated in a civil action arising from their participation in Hockey Canada programs.

IV. RECORD KEEPING / DISTRIBUTION

1. Team Registration / Rosters

A roster should be completed for each team.  While the coach should have a copy for each game, it is a good idea to have a spare in the Team Manager’s records. Referees have the right to review the roster if any player disputes arise. Tournaments may also require this information. Appendix 5: Roster.
2. Medical Information

Each player / parent should fill out a medical information sheet. While it is important for coaches and staff to review this information and be aware of any medical concerns, it is not likely they will remember every detail about every player. Having the medical sheets close can provide important information in the case of an emergency, as well as provide contact information for family physicians and emergency contacts when the parents are unavailable. Coaches also need to fill out the medical form. Appendix 6: Player Medical Form.
At the very least, the medical information form should include:

• Player’s Health Care Number

• Doctor’s name and contact information

• Emergency contact information

• Important medical conditions / allergies

3. Accident and Insurance Reports

In the case of an accident a report must be submitted immediately following the incident or injury to the team’s Branch (must be received within 90 days of the date of the accident). The reports are standard and can generally be obtained at the arena, or from the team’s Association or Branch. Blank copies of the form should be kept in the Manager’s binder. Should an accident occur, it is easier to fill the form out at the time of the accident than it is to track down details afterwards. 
Note:  Injury Report should be located at the front desk of each facility.

4. Game Report

Following each game the winning team (or home team in case of a tie) is required to: a) phone in the game score to the team’s Association or League within 24 hours; b) submit a hard copy of the game report (deadlines for submission should be confirmed with the Association). Before submitting a game report, it must first be signed by the referees and by both teams. Note that some Associations may only use a scorer's game sheet.

Game reports have multiple purposes:

• Evaluation for the seeding round

• Determine positions for playoffs

• Identify suspensions in the case of a major penalty

• Used for posting official standings (website)

• Report to media

Note:  Game Report should be located at the front desk of each facility.

5. Evaluation Sheet

The team’s Association or Branch may provide coach evaluation sheets to the Team Manager who in turn will distribute to the players or parents. The Manager will need to work with the Association regarding instructions and time frames.

V. APPLYING FOR

TOURNAMENTS

At the beginning of the season the team may decide to take part in tournaments or exhibition games, whether hosting, away or both.
Before deciding to attend a tournament the team should consider the following issues:

	
	AWAY

	Time Restrictions
	-Will the tournament fit into the team’s regular schedule?

-When do fees need to be paid?

	Costs
	-Travel (transportation, permits)

-Entrance fee

-Will the coach be reimbursed for expenses (if no kids on the team)?

-What funds would have to be raised?

	Format
	-How many games is the team guaranteed?

-What is the set-up? Any unique rules?

-Is same day travel an option or is accommodation required?

	Other
	-Does a team roster need to be sent or any other documents?

-Mandatory LMHA Rules:

· LMHA teams are only permitted to participate in no more than five (5) tournaments/jamborees. Provincial Championship Tournament or League Championship Tournament does not count towards this maximum

· Initiation and Novice teams are only permitted to attend one (1) away tournament, one (1) local tournament and our own jamboree.

· Atom and Peewee teams are only permitted to attend no more than two (2) away tournaments.

· Bantam and Midget teams are only permitted to attend no more than three (3) away tournaments.


Note:  It is suggested to schedule your team to be in tournaments when there will be no ice times available at the Kay arena due to local tournaments or other activities.

VI. ORGANIZING TRAVEL

Prior to team travel the Team Manager should determine if any of the following issues are applicable to their team.

1. Travel Permits

Permits may be required for a team to play in games or tournaments outside of their area. If required, permits can usually be obtained in advance from the Association. Appendix 7: Travel Permit Sample. Travel Permits must be entered online under forms. 
2. Arena Maps

If the destination is not familiar to the team, it is a good idea to print off an arena map and contact information prior to heading out. The websites www.arenamaps.com or www.mapquest.ca can be used to print off maps or obtain directions.

VII. TEAM FINANCES

The Team Manager is also responsible for the team’s finances. Responsibilities include collecting, banking and distribution of all funds.
1. Budgeting

Budgeting issues should be discussed with the parents at the beginning of the season to ensure that team expectations are reasonable. Determine what expenses cannot be avoided, what additional activities the team would like to participate in and their additional cost to the team and then, how the necessary funds will be raised and distributed. Various budget spreadsheets are provided in the appendix to aid in number crunching. Appendix 8: Budget.

Each team must submit a team budget and balance sheet 2 times per season to the LMHA Auditor Coordinator and the team parents.  Once in December and at the end of the season within 2 weeks of the last game. It must include income and expense details such as number of tournaments, fund raising, etc.

Expenses: There are numerous expenses that the team should be aware of when budgeting. It is a good idea to provide a small cushion in the funds should something unexpected arises.

• Games / practices

• Events / tournaments

• General operations

• Miscellaneous payments

Income: In most cases, it is up to the team to raise their own funds. Fundraising efforts should be determined on need and parents’ commitment.

Team members may also pay team fees; it is the responsibility of the Manager to inform members of these fees, as well as collect them. At the beginning of the season there should be a clear outline of:

• How much the fees are

• What will be covered and will not be covered by the fees

• Payment options

• Deadline for paying the fees and consequences for late payments

• Who the fees must be paid to

Note: Please note that local tournaments require volunteering but are a great source of revenue.  Local tournament revenues are usually shared amongst the teams from within the division / level that hosted the tournament and could be a significant portion of their team budget.

Fund Raising Guidelines: All teams and participants have a responsibility to project a positive image of the team, and our Minor Hockey Association.

From time to time, parents and players will be expected to make direct contribution to meet team and Association expenses through fund raising efforts. Ensure a team consensus on the team’s budget at the beginning of the season as well as on the activities and how the proceeds will be used/distributed.

1. Direct public support can be requested through activities such as candy sales, car washes, 50/50 draws, bottle drives etc., provided that they are in good taste. Alcoholic beverages or logo related material may not be used as prizes.
2. All fund raising will be made under the team name and division, not the Association per say.
3. Team management is responsible for ensuring that the LMHA guidelines and Municipal By-laws are followed.

4. Teams must plan, budget and fund raise providing it does not conflict with existing sponsors. Fundraising could include the following purposes:

· Tournament team registration fees.

· Team hockey socks

· The cost of hotel/motel room(s) for coaching staff at an away tournament, if they are not parents of players on the team.

· Additional ice time.

· Team articles such as pylons, pucks and first aid kit.

· Costs for end of the year trophies/awards within reason.

· Other team expenses such as faxes, phone calls and correspondence.

· Framed Team photographs for the sponsor.

· Tickets to sporting events.

· Name tags for hockey Jerseys.
· No fundraising can be used to purchase jackets or track suits.
5. All funds raised by any team, are for team use. Under no circumstances will funds be reimbursed / returned to individuals. Avoid exceeding the funds required OR falling short, meaning parents will have to pay extra.  If you have a year end surplus options are donate back to LMHA, purchase plaque on behalf of team to put on seats in arena.
6. Each team should open an account where 2 members must sign for cheques (one coach and the manager) It should never be run out of a parents own personal account. Most banks require a letter from LMHA stating you can open the account on behalf of XYZ hockey team.  
7. It is highly recommend you give receipts to parents when you receive any funds from them.
8. You maybe subject to random audits from the LMHA auditor where all receipts ect are required.
VIII. TEAM ACTIVITIES

The off-ice activities of the team can have a great impact on how a season unfolds. Some activities may be decided upon from the very start, such as fundraisers and team photos. Others may be more impromptu, such as team celebrations. Regardless of the goal, each activity is a great way to build team spirit. When organizing team activities note that some on-ice and off-ice activities need to receive approval from the Association as a sanctioned event to ensure insurance coverage.

1. Fundraisers

Almost every team will have to raise funds throughout the season. As a team, it is important to discuss what set costs and what extra costs the team will face throughout the year (from officials fees to a yearend celebrations). The Team Manager needs to ensure the team’s goals are reasonable and that the team has the ability and dedication to perform the chosen fundraising initiative.

Some fundraising suggestions (the Team Manager should check with local and provincial gaming regulations prior to the selection of a fundraising activity):

Please remember to apply for a lottery license with Service New Brunswick if selling raffle tickets ect that you feel will raise more than $500.
 http://www2.gnb.ca/content/gnb/en/services/services_renderer.544.Charitable_Lottery_Licences_and_Permits.html
• Auctions / raffles (donated items, auction off players to perform community chores)

• Sponsors

• BBQ or sit down dinner

• Sales: chocolates, magazines, pizza, cookies, etc.

• Car wash

• Bottle drive

With certain fundraising activities it is important to build community support for future years; therefore it is important not to step on the toes of any other groups or to pressure anyone into donating funds.

Note:  Effective immediately any team requesting to do any type of special event for fundraising i.e. bottle drive, etc.  They will be required to fill out the Special Events form (Appendix 9: Special event form) and send to LMHA President who will take care of forwarding to HNB.  Special events is on the LMHA website under forms.  Should send it at least 3 weeks before your planned event.
2. Photos

Often photographers and photo sessions are organized by the Association. The Team Manager will need to liaise with the Coach Coordinator to verify if any policies currently exist and pass the information on to the team.

3. Celebrations

Team celebrations, planned or impromptu, are a great way to increase team spirit. The team continues to act in a respectful and sportsman-like manner as long as they are representing the LMHA association in public. As well, if team funds have been committed to the event, the Team Manager will need to make any necessary payments. Other off-ice events for team building include Holiday parties, pizza parties, movies, bowling, gym training, swimming, etc.

Year End Wrap-Up Party: A year end wrap-up party is a great way to thank all the parent volunteers and coaching staff for their dedication and assistance throughout the year. The team may want to consider creating or purchasing a thank you card / gift for those volunteers that went above and beyond to help the team. A final financial report should be presented at the year end (should be done even if there is no planned party), along with any rebates to players, and the bank account should be closed. This brings final closure to the season.

 Appendix 1: Fair Play Codes

Fair Play Code

... for COACHES 

• I will be reasonable when scheduling games and practices, remembering that players have other interests and obligations. 

• I will teach my players to play fairly and to respect the rules, officials and opponents. 

• I will ensure that all players get equal instruction, support and playing time. 

• I will not ridicule or yell at my players for making mistakes or for performing poorly. 

• I will remember that players play to have fun and must be encouraged to have confidence in themselves. 

• I will make sure that equipment and facilities are safe and match the players’ ages and abilities. 

• I will remember that participants need a coach they can respect. I will be generous with praise and set a good example. 

• I will obtain proper training and continue to upgrade my coaching skills. 

• I will work in cooperation with officials for the benefit of the game. 

	Parent’s Signature: 
	Date: 


Fair Play Code 

... for PARENTS 

• I will not force my child to participate in hockey.

• I will remember that my child plays hockey for his or her enjoyment, not mine.

• I will encourage my child to play by the rules and to resolve conflicts without resorting to hostility or violence.

• I will teach my child that doing one’s best is as important as winning, so that my child will never feel defeated by the outcome of a game / event.

• I will make my child feel like a winner every time by offering praise for competing fairly and trying hard.

• I will never ridicule or yell at my child for making a mistake or losing a competition.

• I will remember that children learn best by example. I will applaud good plays / performances by both my child’s team and their opponents.

• I will never question the official’s judgment or honesty in public. 

• I will support all efforts to remove verbal and physical abuse from children’s hockey activities. 

• I will respect and show appreciation for the volunteer coaches who give their time to provide hockey experiences for my child. 

	Parent’s Signature: 
	Date: 


Fair Play Code 

... for PLAYERS 

• I will play hockey because I want to, not just because others or coaches want me to. 

• I will play by the rules of hockey, and in the spirit of the game. 

• I will respect my opponents. 

• I will control my temper – fighting and mouthing off can spoil the activity for everyone. 

• I will do my best to be a true team player. 

• I will remember that winning isn’t everything that having fun, improving skills, making friends and doing my best are also important. 

• I will acknowledge all good plays / performances – those of my team and of my opponents. 

• I will remember that coaches and officials are there to help me. I will accept their decisions and show them respect.

	Parent’s Signature: 
	Date: 


APPENDIX 2: FIRST PARENT MEETING OUTLINE

Conducting the First Parent Meeting

Adapted from ‘Avenue Road Ducks Novice Selects’

(host meeting shortly after team is formed)

Note:  Meeting could be performed by the team Manager, Coach or shared.
Scheduled Date: _____________________

A. Introduction (5-10 minutes)

- Introduce yourself (manager), coach, assistant coaches, trainer, etc.

B. Coaching Overview (10 minutes)

- Have the Coach provide information on the goals and objectives for the season and his credentials and philosophy.

C. Details of Program / Expectations for Players (10-20 minutes)

- Discuss expectations of the player (and parents) Appendix 1: Fair Play Codes

•Time commitment

•Respect for themselves, all players (own team and opposition), referees, officials, parents, etc.

•Expected conduct – games, practices, locker room, events

•Discipline

- Let parents participate in deciding rules of parent conduct at games, team functions, etc.

D. Budget (15 minutes)

- Outline of expected costs Appendix 8: Budget

- Initiate fundraising discussions – will there be a fundraiser, or will each family make a contribution? Suggestions: dinners, auctions / raffles, sponsors, etc.
- Extra activities – social events, photos, extra tournaments, how much extra ice time must be booked?

E. Expectations of the Parents / Volunteers (20 minutes)

- Organize a parent’s committee to coordinate roles and responsibilities. Appendix 3: Parents’ Contact & Responsibility List
G. Questions (5 minutes)

- Allow additional questions, parent concerns, etc.

- Distribute materials and any forms that need parent’s attention.

- Set up time for next meeting. Date: _____________________

APPENDIX 3: PARENTS’ CONTACT & RESPONSIBILITY LIST

	CONTACT & RESPONSIBILITY LIST

	Team:                                                            Year:

	NAME

OF

PLAYER
	NAME

OF

PARENT(S)
	HOME PHONE
	E-MAIL

	
	
	
	

	
	
	
	

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	
	

	
	
	 
	 

	
	
	 
	 


APPENDIX 4: HOCKEY CANADA BRANCHES DIRECTORY

	Lewisville Minor Hockey Association

P.O. Box 23016

Moncton, N.B. E1A 6S8

Tel number : (506) 453-0089

Fax number : (506) 453-0868

http://www.hnb.ca

Email: lmha@rogers.com
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	Hockey New Brunswick

165 Regent St, Suite 4 P.O. Box 456

Fredericton, N.B. E3B 4Z9 

Tel number : (506) 453-0089

Fax number : (506) 453-0868

http://www.hnb.ca 
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	Hockey Canada
801 King Edward Avenue, Suite N204
Ottawa, Ontario K1N 6N5

Tel number : (613) 562-5677

Fax number : (613) 562-5676

http://www.hockeycanada.ca
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APPENDIX 5: ROSTER

APPENDIX 6: PLAYER MEDICAL FORM 

APPENDIX 6: PLAYER MEDICAL FORM
APPENDIX 7: TRAVEL PERMIT
To all coaches,

 

Here's everything you need to know concerning Travel Permits but first let me reiterate the fact that these permits are mandatory and ultimately the responsibility of each teams head coach.
When are the Travel Permits required?
 

Games:
- All "away" exhibition games at ALL divisions (within or outside the province).
- Initiation and Novice require travel permits for ALL away games.  Games cannot be played before December 15th and they cannot play more than 20 games in one season.
 

Tournaments:
- All tournaments played outside the province require travel permits (all divisions).
- Initiation and Novice teams must obtain travel permits for all away Tournaments (Jamborees).  No more than 3 Tournaments per year.  No Permit is required for the Tim Horton Tim Bit tournament in January and it does not count as one of the tournaments.
 

Notes:
- All regular scheduled league games and sanctioned tournaments within the province do not require a travel permit for the Atom to Midget division.
-- Teams are required to have a copy of the permit with them when they travel.
- All Travel Permit Requests should be sent at least 5 days prior to the travel date.
- All Travel Permit Requests should be sent by email to lcaissie9@rogers.com  containing the following information:
    - TEAM: <your team name... e.g. Lewisville Lightning>
    - COACH: <head coach name>
    - CATEGORY: <e.g. Atom Recreational, Pee Wee AA>
    - GAME or TOURNAMENT: <e.g. Halifax Hawks Tournament>
    - OPPOSING TEAM: <only to be filled if you are having a game... e.g. Kent Sud Flames Pee Wee AA>
    - OPPOSING TEAM COACH: <if known>
    - LOCATION: <e.g. Bouctouche Arena>
    - DATE(S): <e.g. Saturday October 6, 2007>
 

Please note that I would attempt to assist you at the best of my abilities even if you can not make a reasonable advance notice.
 

Here's my personal contact information:
 

Email address:  lcaissie9@rogers.com 
Home Phone Number:  (506) 576-8884 
 

Please do not hesitate to contact the LMHA Secretary if you have any questions or require additional information.
APPENDIX 8: BUDGET

	BUDGET SHEET - Basic

	                                 Team:

	
	
	
	
	

	
	
	Period Covering:
	 

	
	
	
	
	

	
	
	START BALANCE:
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	REVENUE
	Estimated
	Actual
	Description / Justification
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	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 

	7
	 
	 
	 
	 

	8
	 
	 
	 
	 

	9
	 
	 
	 
	 

	10
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	
	 
	 
	

	
	
	TOTAL REVENUE:
	 $                   -   
	

	
	
	
	
	

	
	EXPENSES
	Estimated
	Actual
	Description / Justification

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 

	5
	 
	 
	 
	 

	6
	 
	 
	 
	 

	7
	 
	 
	 
	 

	8
	 
	 
	 
	 

	9
	 
	 
	 
	 

	10
	 
	 
	 
	 

	11
	 
	 
	 
	 

	12
	 
	 
	 
	 

	13
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	
	
	 
	

	
	
	TOTAL EXPENSES:
	 $             -   
	

	
	
	
	
	

	
	
	END BALANCE:
	 $             -   
	

	
	
	
	
	

	
	
	Treasurer Signature:
	 

	
	
	Parent Signature:
	 

	
	
	
	
	

	BUDGET SHEET – Basic (Example)

	Team

	
	
	
	
	

	
	
	Period Covering:
	2007 - 2008 Hockey Season (Lightning)

	
	
	
	
	

	
	
	START BALANCE:
	 $                -   
	

	
	
	
	
	

	
	REVENUE
	Estimated
	Actual
	Description / Justification

	1
	Player fee to be paid to LMHA
	 $       2,175.00 
	 $      2,175.00 
	 $145 x 15 players

	2
	Jersey Sponsorship
	 $       4,500.00 
	 $      4,500.00 
	$300 x 15 players

	3
	Extra Ice Time
	 $       1,500.00 
	 $      1,500.00 
	$100 x 15 players

	4
	Bottle drive
	 $       1,000.00 
	 $         980.00 
	Fundraising - October 2007

	5
	Fundraising
	 $       2,925.00 
	 $      2,775.00 
	Chocolate sale

	6
	Tournament Revenue
	 $          500.00 
	 $         776.00 
	 

	7
	50/50 draws
	 $          500.00 
	 $         232.00 
	 

	8
	Donations
	 
	 $         500.00 
	 

	
	 
	 
	 
	 

	
	
	
	 
	

	
	
	TOTAL REVENUE:
	 $        13,438.00 
	

	
	
	
	
	

	
	EXPENSES
	Estimated
	Actual
	Description / Justification

	1
	Player fees paid to LMHA
	 $       2,175.00 
	 $      2,320.00 
	 $145 x 15

	2
	Team apparels 
	 $          900.00 
	 $         888.26 
	Practice jerseys/socks, game socks

	3
	League entry fee
	 $          225.00 
	 $         225.00 
	 

	4
	Tournaments Registration Fees
	 $       2,600.00 
	 $      2,700.00 
	Attended 5 tournaments

	5
	Chocolate purchase for fundraising
	 $       1,250.00 
	 $      1,301.00 
	 

	6
	Sponsor bars
	 $          370.00 
	 $         168.72 
	 

	7
	Exra Ice
	 $       2,500.00 
	 $      2,600.00 
	 

	8
	Jersey Levy
	 $          500.00 
	 $         500.00 
	 

	9
	Team activities & year end 
	 
	$1,428.57
	 

	10
	Banking charges to date
	 
	$34.11
	 

	11
	Parent re-imbursement (15 x $84)
	 $       1,500.00 
	$1,260.00
	 

	12
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	
	
	 
	

	
	
	TOTAL EXPENSES:
	 $     13,425.66 
	

	
	
	
	
	

	
	
	END BALANCE:
	 $           12.34 
	

	
	
	
	
	

	
	
	Treasurer Signature:
	 

	
	
	Parent Signature:
	 

	
	
	
	
	


APPENDIX 9: SPECIAL EVENT FORM

HOCKEY NEW BRUNSWICK
SPECIAL EVENT – REQUEST FOR HNB SANCTION 
THIS FORM MUST BE COMPELTED IN FULL AND SUBMITTED TO THE HNB EXECUTIVE DIRECTOR 

MINIMUM TWO (2) WEEKS PRIOR TO EVENT: 

P.O. BOX 456, FREDERICTON, NB, E3B 4Z9 
Phone: (506) 453-0089, Fax: (506) 453-0868 

A copy of the facility contract must accompany this 
Requesting Association/Team:_________________________________________________ 

Address:___________________________________________  Postal Code:____________ 

Contact Person:______________________  Position with Association/Team: ___________

Home: __________________ Work: __________________ Fax: _____________________

Type of function: ___________________________________________________________

Date(s) and Time(s) of function: _______________________________________________

Location of function: ________________________________________________________

Address: ____________________________________________ Postal Code: ___________

Certificate of Insurance to be sent to: ____________________________________________

Contact Person: _____________________________________________Fax: ____________

Amount of liability coverage required by facility: $ _________________________________

Description of event: _________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

_____________________________________                              __________________________

Association/Team President 




Date Submitted 

I acknowledge that I have read and understood the HNB sanctioning guidelines. I hereby agree to and understand the guidelines as previously stated in the HNB sanctioning guidelines. 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••
HNB Executive Director Use Only 
Date received: _____________________
Date submitted to insurance company: _____________________
Date approved: _____________________ Branch approval: _____________________
Updated September 2002 

SPECIAL EVENT SANCTION ROSTER FORM 
(Please read Note below before signing) 

Date: ___________________ Place: ______________________
HC member team: 


vs. NON-HC member team: 
	NAME
	ADDRESS
	SIGNATURE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	BENCH  STAFF
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: “Benefit Games” for a recognized charity in which a HC member team is playing against a non-HC member team in a charity situation must be approved on an individual basis. The HC member would be covered; however, the coverage would not be extended to the non-HC member team and it is required that they be made aware and that they acknowledge in writing the non-coverage. These games must be non-checking and no body contact. 

Updated September 2002
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