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Dear Phoenix Premier FC Team Managers,  
 
I would like to thank you for taking on the role of team manager for your childôs 
team.  The team manager is often an unappreciated position but it is essential to 
each team running smoothly.  Each coach will rely heavily on you throughout the 
season.  
 
This document is intended as a guide to help you in your role as team manager.  
It will outline expectations and responsibilities and provide answers to many 
questions  about your role.  It has been developed based upon the experience of 
others about what information is helpful as team manager.  
 
Please know that you are not in this alone.  Other team managers, Phoenix 
Premier FC Coaching Staff , and the Board of Directors  are excellent resources if 
you have questions.  You are also not expected to do everything for your team.  
Please be sure to enlist the help of other parents throughout the season.   
 
Once again, thank you for your willingness to help. We are thrilled to have you as 
part of our club!  
 
Sincerely,  
 
Ramiz Sabljic  
Director of Coaching  
Phoenix Premier FC  
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Section 1: Preparing to be a Team Manager 

The Team Manager is critical to the overall functioning of the team.  Those that have had this 

role before know what is involved.  CƻǊ ǘƘƻǎŜ ǘƘŀǘ ŀǊŜ ƴŜǿΣ ŘƻƴΩǘ be overwhelmed.  There is a 

lot of work up front as teams are formed and registered for the upcoming season.  However, 

things will settle down and you will find a routine that works for you.  This manual will help you 

navigate the process. 

aŀƴŀƎŜǊΩǎ bƻǘŜōook 

As the Team Manager you will be responsible for maintaining all of the paperwork associated 

with your ǘŜŀƳΦ  ¢ƘŜ ōŜǎǘ ǿŀȅ ǘƻ Řƻ ǘƘƛǎ ƛǎ ǘƻ ŎǊŜŀǘŜ ŀ ¢ŜŀƳ aŀƴŀƎŜǊΩǎ bƻǘŜōƻƻƪΦ  ¢Ƙƛǎ ǿƛƭƭ ōŜ 

a 3-ring binder to allow for easy addition and removal of materials.   

Each player should have a protective pocket/sleeve (sheet protector) that all of their paperwork 

can be kept in.  This paperwork includes: 

¶ AYSA Membership Form (notarized)  

¶ AYSA Medical Release Form (notarized) 

¶ AYSA Head Injury / Concussion Form 

¶ AYSA Code of Conduct 

¶ Phoenix Premier FC Financial Agreement 

The AYSA Membership Form should be kept on top.  This form is typically reviewed at each 

tournament check-in and compared to the player passes.  The check-in process will go much 

more smoothly if the form is visible without having to remove it from the sleeve. 

Please maintain your team notebook in alphabetical order by last name.  Team rosters are in 

this order and any check-in process will be much quicker if the team notebook is in alphabetical 

order. 

!ǎ ¢ŜŀƳ aŀƴŀƎŜǊ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ƘŀǾŜ ŀ ŎƻǇȅ ƻŦ ŜŀŎƘ ǇƭŀȅŜǊΩǎ ōƛǊǘƘ ŎŜǊǘƛŦƛŎŀǘŜΦ  IƻǿŜǾŜǊΣ ŎƻǇƛŜǎ 

of the birth certificates should not be kept in the team notebook on a routine basis.  They can 

be brought to tournament check-in to verify birth dates in case any questions come up.  At all 

other times the birth certificates should be kept in a safe location. 
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Player Passes 

Each player on your team will have a player pass.  This is a laminated card that includes the 

ǇƭŀȅŜǊΩǎ ǇƛŎǘǳǊŜ ǘƘŀǘ ƛŘŜƴǘƛŦƛŜǎ ǘƘŀǘ ǘƘŜ Ǉƭayer is registered with Phoenix Premier FC, which 

team they are on, and their date of birth. 

Lǘ ƛǎ ǘƘŜ ¢ŜŀƳ aŀƴŀƎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǇƭŀȅŜǊ Passes for the team.  Once all of the 

registration paperwork has been collected and players have completed the club registration 

(See Section 3 on Initial Registration) the Club Registrar will register each player and ensure 

player passes are printed.  The Registrar will provide you with the player passes for your team.  

The cards will include one for each team player, one for you as manager, and one for each 

coach. 

Once the player passes are received, pictures will need to be added and the cards laminated.  

Each player can provide a picture or a digital camera can be brought to one practice to take 

pictures of each team member and coach.  This is recommended to increase uniformity of the 

pictures on the passes. 

The pictures need to be ƻŦ ǘƘŜ ƘŜŀŘ ŀƴŘ ǎƘƻǳƭŘŜǊǎ όǘƘƛƴƪ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ǇƘƻǘƻύ and sized to fit 

on the player pass όŀǇǇǊƻȄƛƳŀǘŜƭȅ мέȄмέύ.  If you have the skills/resources to size the pictures 

and laminate the cards yourself, please feel free to do so.  However, player passes can also be 

put together at a local office supply store in the copy center (e.g. Office Max or FedEx Kinkos). 

NOTE - If you prefer to have the player passes printed with the pictures already included, please 

provide the registrar with digital pictures for each player.  Any pictures received before the 

player passes are printed will be added to the player passes for you by the registrar.   

Steps to creating player Passes: 

1.  Obtain player passes for your team from the Club Registrar 

2. Make sure you have a headshot picture of each player, manager, and coach and resize 

the pictures to fit on the player pass ς or alternatively provide the registrar with pictures 

before the passes are printed  

3. Laminate the player passes 

a. When creating the passes for the whole team, the most efficient way is to go to 

an office store such as Office Max or FedEx Kinkos.  They have sheets of laminate 

that allow you to put approximately 8-10 passes on one sheet.  Once laminated, 

the passes can be cut apart.  When cutting the cards apart, leave approximately 

ѻέ ς ѹέ ŀǊƻǳƴŘ ǘƘŜ ŎŀǊŘ ŦƻǊ ǘƘŜ ƘƻƭŜ ǘƻ ōŜ ǇǳƴŎƘŜŘΦ 
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b. If only a single pass needs to be created, office stores have luggage tags that are 

the perfect size.   

4. Once laminated, punch a hole in one corner of the card and place them on a ring in 

alphabetical order. 

If you are nervous about creating player Passes for the first time, try to coordinate with a 

returning manager so you can create your player passes together. 

 

Once your team notebook and player passes are put together the hard part is over and you are 

ready for the season!  Bring it on! 
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Section 2:  Communication 

A great deaƭ ƻŦ ǘƘŜ ¢ŜŀƳ aŀƴŀƎŜǊΩǎ Ƨƻō ƛǎ ǊŜƭŀǘŜŘ ǘƻ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ς with the coach and with 

the other families.  The Team Manager is responsible for passing information on to their team 

in timely manner to keep everyone informed. 

Club-wide Communications 

As a club, Phoenix Premier FC is striving to improve club communications and increase the use 

of the club internet site as well as other social media such as Facebook and Twitter to share 

messages and information relevant to all teams.  Club-wide communications will also be 

distributed to the club email list.  To ensure that your families remain informed and receive 

information on a timely basis please do the following: 

¶ 9ƴŎƻǳǊŀƎŜ ǘƘŜƳ ǘƻ ά[ƛƪŜέ tƘƻŜƴƛȄ tǊŜƳƛŜǊ C/ ƻƴ CŀŎŜōƻƻƪ 

¶ 9ƴŎƻǳǊŀƎŜ ǘƘŜƳ ǘƻ άCƻƭƭƻǿέ tƘƻŜƴƛȄ tǊŜƳƛŜǊ FC on Twitter (@phxpremierfc) 

¶ Encourage them to check out the website on a regular basis (phoenixpremierfc.com) 

¶ Make sure they keep their contact information updated with the club and with you as 

the team manager, especially their email and phone numbers 

¶ Make sure that the coaches have your contact information as well so that they can 

contact you in case of last minute changes or provide updates to you that need to be 

sent to the team 

Team Specific Communications 

In addition to the club-wide communications there will be a great deal of information specific 

to your team that you will need to share, or that you will need to get from your families.   

¶ Set expectations for parents to communicate directly with you.  It will be important to 

communicate with your families the expectations for communication.  A key element of 

the success of any team is attendance at practice and games.  If a player is going to be 

absent from a practice or a game for any reason, that information should be 

communicated to you as the team manager.  This ensures that there is one person 

receiving all of this information that can be passed on to the coach.  To help establish 

this expectation, be sure to contact the family if a player misses practice and you have 

not heard from them. 
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¶ Ensure your coach can contact you.  Provide a reliable mechanism for your coach and 

the Phoenix Premier DOC to contact you.  If you know you are going to not be available 

for an extended period of time, please provide an alternate contact to your coach.  The 

DOC will communicate last minute updates to you via text, so be sure he has your cell 

phone number!   

¶ Ensure each family knows the practice schedule.  Once the practice schedule is set, 

emails should not be needed for each practice.  Each family should be responsible for 

reading the monthly training calendars that you email out.  However, in the event of a 

change to the standard schedule, be sure that information is sent to families as soon as 

possible.  Changes can occur at any time due to fields being closed due to rain, coaching 

conflicts, holidays, etc.  It is important to communicate these exceptions as soon as 

possible to your team.   

¶ Ensure each family has the necessary information for games and tournaments.  It is 

important to ensure that each family has the information they need for each game or 

tournament that is played.   A key website for keeping up on league and tournament 

schedules is the Arizona Youth Soccer Association (AYSA) website:  

www.azyouthsoccer.org.  However, it is also helpful to provide your families with a 

reminder email about upcoming games a couple days before the event.  For example, if 

there is a game on Saturday, send an email to the team with the details by Thursday.  

Key information to include in the email: 

o Game time 

o Location (including field name, address and possibly a link to a map) 

o What time players should arrive at the field ready to go  

o What color uniform to wear 

o What side of the field you will be sitting on 

¶ Use multiple methods of communication.   While the majority of team communications 

will occur through email there are times when information needs to be sent to the team 

on short notice (e.g. a last minute change in game time or location, last minute rainout 

of practice or a game).   Please be sure to have cell phone numbers for each player 

accessible. 

http://www.azyouthsoccer.org/


9 
 

Revised 5/2017 

Many teams also use sites such as Shutterfly or TeamSnap to communicate to their 

teams.  These sites have mechanisms to automatically send out emails to the team as 

reminders for games, tournaments, or any other ad hoc communications needed.  

¶ Ensure you have the correct parent contact information.  Check to see if you have the 

correct contact information for all parents at the beginning of the year.  Get contact info 

from both parents if at all possible.  Also, ensure you understand the best method to 

contact your parents.   

¶ {ǘŀȅƛƴƎ ƛƴŦƻǊƳŜŘ ƛǎ ŜǾŜǊȅƻƴŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ  Every team member/ family has the 

responsibility to stay informed about key information related to practices, games and 

tournaments.  While your job is to connect them with the initial information, they do 

have the responsibility to read your emails, texts and other communication you provide.    
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 Section 3:  Registration 

This section will outline the Team Manager responsibilities related to registration.   This 

includes initial registration as well as registration for league and tournament play. 

Initial Registration 

After tryouts and the team rosters are set it is important to get all of the players on the team 

officially registered with Phoenix Premier FC.  The goal is to have all registration paperwork 

completed and registration fees collected by the end of June each year.  

Registration Forms and Materials 

The following forms need to be completed and turned in by each team member in order to be 

registered. 

1. Phoenix Premier FC Financial Agreement Form ς this is a club specific registration form 

2. AYSA Membership Form ς Should be notarized 

3. AYSA Medical Release Form ς Should be notarized 

4. AYSA Code of Conduct 

5. AYSA Head Injury / Concussion Form 

All forms can be found on the Phoenix Premier website under the Parent Portal tab.  Once a 

family has logged in, they will see a tab that contains all of the forms that need to be filled 

out.  All of the AYSA forms can also be found on the AYSA website (www.azyouthsoccer.org) 

under the heading Forms.  In addition, the forms were also included on the web when each 

player accepted their spot on the team.   

6. Player picture ς each player must have a current picture on their player pass.  The 

picture should be added to the roster before the Registrar prints the passes, if not, the 

picture can be glued on and then laminated into the player pass. 

As the player pictures submitted can vary, it is recommended that pictures be taken at a 

practice in early August.  The pictures should be a head and shoulders shot (think 

ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ǇƘƻǘƻύ.  This provides more uniformity in the pictures and allows the 

club to have one on file in case they are needed. The size of the picture needed for 

player pass ƛǎ мέȄмέΦ   

7. Copy of Birth Certificate 

http://www.azyouthsoccer.org/
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!ƭƭ ǇƭŀȅŜǊǎ Ƴǳǎǘ ǇǊƻǾƛŘŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǇƭŀȅŜǊΩǎ ōƛǊǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ŀǎ ǾŜǊƛŦƛŎŀǘƛƻƴ ƻŦ ǘƘŜ 

ǇƭŀȅŜǊΩǎ ŀƎŜΦ 

8. Registration Fee - $300.00 

The registration fee ǎƘƻǳƭŘ ōŜ ǇŀƛŘ ƻƴƭƛƴŜ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ǇƭŀȅŜǊΩǎ Ŏƭǳō ǊŜƎƛǎǘǊŀǘƛƻƴΦ  

Player passes cannot be created for players who have not completed their registration 

forms or paid their registration fee.   

It is helpful to have a registration checklist to ensure that you collect all of the necessary 

information from each player.   

Once the registration information is collected from all players, make copies of all of the forms 

submitted and turn these into the Club Registrar who will ensure players are registered and 

player passes generated for the upcoming season.  You should keep the original documents in 

your binder since some tournaments expect to see the original documents (but not the birth 

certificate ς a copy of this is always allowed).   

 

Uniforms and Uniform Numbers 

Each player/family will be responsible for ordering and paying for their own uniform kit from 

ǘƘŜ /ƭǳōΩǎ ŘŜǎƛƎƴŀǘŜŘ ǾŜƴŘƻǊΦ  tǊƛƻǊ ǘƻ ōŜƛƴƎ ŀōƭŜ ǘƻ ƻǊŘŜǊ ǘƘŜƛǊ ǳƴƛŦƻǊƳΣ ǘƘŜȅ ǿƛƭƭ ƴŜŜŘ ŀ 

uniform number.  As Team Manager, you will help facilitate the assignment of uniform numbers 

along with your coach.  Ensure all players on your team have unique uniform numbers.  Each 

player will receive information from the club regarding the uniform ordering instructions ς 

where to go, what is required to be purchased, deadlines for receiving the uniform, etc.  Please 

pass this information on to your teams.   

 Returning Teams/Players.  Established teams will have players that already have 

numbers they have been using.  Be sure to have a list of uniform numbers that have already 

been taken.  For new players, provide them with a list of the numbers that are not available and 

ask for input on what number they would like.  To be fair, it is helpful to ask for their 1st, 2nd and 

3rd choice.  Hopefully when reviewing the choices each player will be able to get one of their 

top choices.  Once numbers have been assigned, let each player know of their assigned uniform 

number so their uniform can be ordered. 

 New Teams.  Choosing uniform numbers can be a big deal to kids so it is important to 

choose a method that is fair.  It is helpful to ask each player for their 1st, 2nd, and 3rd choice of 

uniform number. When reviewing the choices, hopefully each player will get a number from 
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their top 3 choices.  Once numbers have been assigned, let each player know of their assigned 

uniform number so their uniform can be ordered. 

 

 

Registering for League Play and Tournaments 

As Team Manager, you will be responsible for registering the team for league play and 

tournaments. 

Team GotSoccer Account 

Each team will have an account created in GotSoccer.  Gotsoccer is where registration occurs 

for league play and most tournaments.  The website is: home.gotsoccer.com 

 

Team usernames will follow a standard format.  For example:  ppfc02girlsblack 

The password for the team account will be the team managers first and last name.  Example:  

christierice (all lowercase). 

This is a standard protocol that will be followed so please do not change your password.  There 

may be times where another team/club representative needs to access the team GotSoccer 

account and this will ensure that the password is known.  Existing usernames and passwords 

http://home.gotsoccer.com/
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will not be changed, however, unless they need to be reset to allow for access.  If you need 

your password reset, please contact the club Registrar.   

To navigate to the team account: 

1.  Click on User Login in the upper right hand corner 

2. Under member account login find Team & Team Officials and click Login 

3. Enter your username and password and you will be in the team account.  If you do not 

know your username and password, please contact the Club Registrar who can assist.   
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When your GotSoccer account opens you will see a screen that shows events the team is 

registered for and have played in.   
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To Register for an Event: 

There will often be multiple ways to find the links to register for a particular league or 

tournament -- through the AYSA website, through GotSoccer, or directly from the club 

ǘƻǳǊƴŀƳŜƴǘΩǎ ǿŜōǎƛǘŜ. 

AYSA Website 

The AYSA website contains all information about the three leagues that teams primarily play in.  

These three leagues are the Arizona Premier League, Arizona State League, and the Port of Subs 

Open League. 

The Arizona Premier League and Arizona State League includes the top teams in the State in the 

age brackets U-12 and older.   

If a team is not playing in the Premier or State League, they will play in the Port of Subs Open 

League. 

Information about each league can be found under the άClubs/League Playέ tab on the AYSA 

website. 

  

Your coach will be responsible for telling you which league your team will be playing in.  You 

will be notified when registration for league play becomes available, and there will then be a 

registration link on the corresponding page on the AYSA website. 
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Tournament information and links are also available on the AYSA website under the tab 

ά¢ƻǳǊƴŀƳŜƴǘǎΦέ 

 

²ƘŜƴ ά/ƭǳō ¢ƻǳǊƴŀƳŜƴǘǎέ ŀǊŜ ǎŜƭŜŎǘŜŘΣ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǘƻǳǊƴŀƳŜƴǘǎ ŀǾŀƛƭŀōƭŜ ōȅ ƳƻƴǘƘ ƻǇŜƴǎ ǳǇΦ  

When a specific tournament is selected, a link to the tournament website will become available 

which will have registration information. 
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GotSoccer 

The other way to register for league play and tournaments is directly through GotSoccer.  

Within GotSoccer you can search for events by clicking ƻƴ ǘƘŜ ά9ǾŜƴǘǎέ ǘŀōΦ 

hƴŎŜ ǘƘŜ ά9ǾŜƴǘǎέ ǘŀō ƛǎ ŎƭƛŎƪŜŘΣ ŀ ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴ ǘƘŀǘ ƛƴŎƭǳŘŜǎ ŀƭƭ ŜȄƛǎǘƛƴƎ ŜǾŜƴǘǎ όǇŀǎǘ 

ŀƴŘ ǇǊŜǎŜƴǘύ ŦƻǊ ǘƘŜ ǘŜŀƳΦ  !ƴƻǘƘŜǊ ƻǇǘƛƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ŎƻǊƴŜǊ ǘƻ ά{ŜŀǊŎƘ 9ǾŜƴǘǎέ 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜŀǊŎƘ 9ǾŜƴǘǎέ ȅƻǳ ǿƛƭƭ Ƙave the option to enter search parameters for the 

event you are looking for.  You can enter the Date Range, State, and Event Type.  That should 

be enough information to find the event you are looking for.  The event types you will typically 

use include Tournament and League. 
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Club Websites 

Finally, the last way to search for a tournament to register for is directly on the sponsoring 

ŎƭǳōΩǎ ǿŜōǎƛǘŜΦ  ¸ƻǳ Ŏŀƴ ƎŜƴŜǊŀƭƭȅ Ǝƻ ǘƻ ǘƘŜ Ŏƭǳō ǿŜōǎƛǘŜ ŀƴŘ ƭƻƻƪ ƻƴ ǘƘŜƛǊ ¢ƻǳǊƴŀƳŜƴǘ ǇŀƎŜ ǘƻ 

get registration information.  Information provided on the club Tournament pages also includes 

the check-in information, tournament rules, fields used, etc. This page eventually becomes very 

important to you as you work to inform your team of the tournament details.  

Once the appropriate event is found it will take you to the registration link for the event. 

Keys to Registering for League and Tournaments 

1.  Communication with your coach.  A key to registering your team for the appropriate 

events is to have open communication with your coach.  Your coach will tell you which 

League to register for and which tournaments to register for.  They will also provide 

information regarding which flight to register for ς some tournaments ask which flight 

you want to play in and others do not ς be sure you ask your coach before attempting to 

register for any tournament.   

2.  Timely Registration.  You will also want to be sure that registration is timely.  Each 

event that you participate in will have a registration deadline.  Once you find out what 


