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1. July-Sep: Reach out to city to begin discussing year’s event schedule and staffing levels.
2. Aug-Sep: Determine the staffing levels for known events and prepare import(s) for Dibs.
3. Aug-Sep: 
a. Update the Concession Commitment Policy based off known information.
i. Player Commitment Requirements.
ii. Commitment Credits (Coaches, GM, Coordinators, Board Members).
iii. Concession Session(s) breakup.
b. Get Concession Policy approved by TRFAHA Board.
c. Add Concession Policy to Registration forms for player guardians to sign.
4. Sep-Oct: Reach out to partner organizations and people to create and publish the sub list.
a. Example Organizations: Just for Kix, LHS Band, LHS Choir, Tennis Team, Skating Club, etc.
5. Oct-Nov: Import Dibs session(s) and set group and yearly expectation based off registration.
6. Oct-May: 
a. Regularly:
i. Check with city staff to verify schedule and check staffing levels are satisfactory.
ii. Send out reminders of the Commitments and upcoming deadlines.
iii. Work with Board approved Coaches, GM’s, Coordinators, and Board Members to Apply Credits where desired.
b. Weekly:
i. Check arena schedule verify upcoming games.  
ii. Make necessary adjustments and notifications of changes.  
iii. Ensure all events are staffed.
1. In the event that they are not staffed.  Work with parents, subs, and partner organizations to ensure that all events for the week are appropriately staffed.
iv. Send Staff spread sheets for the week’s events to city staff to create sign-in sheets.
v. Use Scanned sign-in sheets to input hours for each event.
vi. Prepare Monthly Billing statements for concession hours worked, send to Treasurer.
vii. Prepare Bi-Weekly statements for non-organization paid concession hours worked, send to Treasurer
viii. Prepare Monthly statements for partner organizations, send to Organizations.
ix. Prepare Monthly Report for TRFAHA Board to review.
x. Field questions from parents, assist in Concession related issues.
