
01 - Dividing Responsibilities with the Coach 
Purpose 
 
The coach and team admin should decide who handles each administrative task before the 
season begins. There is no single correct division: some coaches prefer to schedule league 
games themselves, while others want the admin to do it. 

Before the season 
 
Schedule a short coach/admin meeting and assign one primary owner for each task: 
 

●​ Reviewing and following up on carding and rosters in GotSport  
●​ Scheduling league games 
●​ Entering practices and games in TeamSnap ONE 
●​ Sending routine team communication 
●​ Confirming games with opposing teams 
●​ Tournament approval, registration, payment, and check-in 
●​ Hotel blocks and stay-to-play compliance 
●​ Referee money, cards, and other game-day documents 
●​ Team-bonding activities 
●​ Parent questions, concerns, and escalation 
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