Team Coordinator Checklist
Team pairings may need to be decided if not already in place from the previous season or suggested by the selection committee. If so discuss potential pairings & when possible try out combinations before the start of season.

A.s.a.p. after the fixtures meeting obtain a fixtures list, players list with starrings and reserves, updated BV contact list, team match book, and a Notts BA handbook. 

Two weeks before each match:

Contact all standard team players and the main reserves to assess their availability

One week before:

Remind the team players of the venue, pairings, start time and that they need to bring £2 subs (and food if it’s a home match). Also have a reserve on stand by if poss.
Collect shuttles & a match card if playing at home
Ensure all players know how to get to the away venue

At least 2-3 days before: 

Check with your match secretary to ensure the match details have been confirmed

If the match needs to be rearranged obtain the opposition’s contact details and try to arrange a mutually agreeable that our team can all make.
On the night: (delegate tasks to other team players where possible)
Home Games…

Don’t forget to bring shuttles, matchbook, and get a match card from the locker

Ensure courts are clear & correct lighting is in place before warm up begins

Provide knock up shuttles & welcome the away team players when they arrive

Get opposition pairings (full names) and provide them with ours
Match book to be filled out as the match progresses

Food and drink is to be laid out at a convenient time & away team notified of this

Collect match fees & note team / date + who has paid
Match card to be filled out & signed by both teams

Shuttles & Food to be cleared up at the end of a match
Completed match card to be posted onto the Veterans notice board 

Away Games…

Match book to be filled out as the match progresses

Match card to be checked and signed

Collect match fees & note team / date + who has paid

Afterwards

Arrange for a match report to be sent to the email group to detail at least the final score, in depth stories of the highs & lows of the night are welcome but optional. ;o)
Match fees & notes of team / date + who has paid to be passed to Alison

