Ann Arbor Ultimate Tasks


Ann Arbor Ultimate Leagues Task List

[indicates primary person in charge, deadline]

-Management [Brian Amer]

Maintain a calendar of tasks throughout the year, and pester the appropriate volunteers at the appropriate times.

-League Planning [Brian Amer]

Decide, based on interest, availability of fields, expected interest, success of previous year's leagues, what kind of leagues to offer, on which days, how many teams to allow for, etc. This involves setting up meetings, taking notes, sending minutes out, setting agenda topics, etc.

-Public Relations


Sponsors  [, before each league as makes sense]



Banfields  [Gabriel?]



Discraft?



Inflight?


Web Publicity [Heather Needham, as events arise- usually after meetings]

Write announcements of all events on the web site (primarily pre-event, but also post event reports) and send to to web master to put online. These are for pages for each league and announcements on the events page and announcements on the news page and front page headlines etc..

(This is typically a few hours/week in the spring before summer league plus occasional time as new events are decided upon.)


Press Releases [Heather Needham, as events occur]

Write press releases announcing our events should be sent (ideally emailed) to news outlets including the Ann Arbor News, the Ann Arbor Observer, and WCBN. The text of these may be substantially the same as the web publicity, but should be formatted as a press release.


Other Advertisement  [Brian Amer, 1-2 months before each league]

This includes designing, printing, and placing fliers around the city advertising the league. We do not flyer extensively, but we want to hit key areas, like local high schools, the NCRB, CCRB, etc. Maybe 100ish flyers to hand out at events and to give to people to post, and a pdf version to email around to players to post in areas they feel are key.

We don't bother with paid advertisements. Word of mouth, email reminders, press releases, and a few flyers around town seem to be plenty.

-Discs [Harry Fried, March through Summer League Start]


Design contest  
[late March/early April]


Disc ordering   
[late April]


Pickup          
[late May]


Sales           
[June onward]

The disc design contest web pages exist and are easily re-used from year to year with small modifications. Currently the design contest is online on Dave Morris' web page, at

/afs/umich.edu/user/t/h/thecat/Public/html/ultimate/

http://www-personal.umich.edu/~thecat/ultimate/2002discdesign.html
http://www-personal.umich.edu/~thecat/ultimate/2002votingpage.html
(post contest pages now)

http://personal.www.umich.edu/~thecat/ultimate/archive/ 

2002designcontest.html

http://personal.www.umich.edu/~thecat/ultimate/archive/ 

2002votingpage.html

http://personal.www.umich.edu/~thecat/ultimate/successfulentry.html
(original pages) but they should probably be moved to the league web space.

The primary time investment is in sending out emails to encourage people to submit designs, and working with the designers to get their designs up and formatted properly. The actual voting requires some processing, though the web form for voting is set up and easy to use.  

Then there is the communication with Discraft (which actually starts well before the contest) about design submittal and timing to get the discs before the league starts. Discraft requires 5-6 weeks for custom ultimate discs. Their number is 248-624-2250, and the ultimate disc contact is Kathy at extension 21. Their facility is in Walled Lake, a little over half an hour away, so pickup is easy. Finally, the discs have to be distributed to sellers (who have to be identified) to take to the different nights of the league, and the collection of sales money tracked.

Also to be added this year is explicit statement that the second place design will be the t-shirt design. Artists should be asked to submit a t-shirt version (mono-color, appropriate shading), or allow that if they don't then their design might get skipped over for the t-shirt if  

it doesn't work out.

-T-Shirts [Mike Goodie, 1 month before summer league]

New this year- add to the signup/registration page a check box so players can commit to paying an extra $5 or not. Maybe also a color preference indication. Then t-shirts can be ordered ahead of time without captain involvement or the need for a re-order.

Shirts have been ordered from Mary Kay Mills (MMills6651@aol.com or 248-361-8634)
Also need to add colors: black, white, biege.


Design  (determined by disc design contest)


Ordering  (about 2 weeks turnaround required)


Pickup


Sales/Distribution


Re-Order

Similar to discs but with no design contest (we use the second place disc design) and with coordination of teams.

-First Aid [volunteers at signup, 0.5 hrs/week during the league]


Ice packs


coordinating cell phones at the fields

We haven't had this formally in the past, but we'd like to have someone in charge of making sure there are basic first aid supplies at all games on all nights. This may consist of one person per night taking charge, this may consist of more reliably distributing said supplies to all the captains. The idea at the meeting was to offer free entrance to the league if you take on this task. We can get volunteers and just pick one before the league starts.

-General Web Updates [Kelly, year round as needed]

Generally designing new pages as new leagues start up. This can include new designs, or just formatting new information into the old format. Most importantly, this person needs to be prepared to receive information throughout the year and create news items and other announcements on the web site.


Events


Information


Advertisements

-Registration [multiple, month or two before league start]


Design of the skills questionare  [Dave]


Needs more text/explanations of reference point for skills questions, we'd also like to add a system to compare the success of these questions between years.


Web Page [Kelly, Tim]


Data Collection/Management  [Tim]


Real Time Management (closing registration once full, etc., dealing with errors, etc.)


Team Formation  [Tim]


Programming

Need to fix the registration bug [Tim, w/ Brian's help]

Need to add physical address to the form for City purposes. [Kelly?]

The current registration program is a perl CGI script, and the registration program is a C++ program. Both were written by Mike Jarvis and have been handed over to Tim Berla. Minor modifications are usually needed to handle slight variations in each league.


Running the program, creating the database  [Tim]


Vetting the lists [Tim & help he recruits]

The registration program creates various files with registration information. Preparation for running the team formation program involves setting up various configuration files, assigning team captains and other manual assignments, manually adjusting any player scores, then running the program and checking the results.


Posting on the web [Kelly]

The output of the program includes personal information. AAU policy is to post only the team names to the web, so we create a web viewable file with just team names and player names. We also typically email the captains their player's email addresses and phone numbers.

                 Verifying Payments [Brian]

Each player needs to have his/her payment verified. This requires about 5 hours in the month before the league. It requires receiving payment emails and checks, using the webpage to verify who paid, and dealing with people who made mistakes during registration (largest chunk of time).


Creating email groups  [Dave]


Publishing the team info, list to captains w/ numbers etc.  [?]


Late Registration/team adjustment  [Dave]

-Email  [Sean Holleran]

(~2 hrs/week during league beginnings, ~0.5 hrs/week all year long)


List maintenance (overall list, pickup list) Right now it's an excel spreadsheet Dave can send you. A better system could be devised. This list needs to be maintained with bounces removed, people who want to be added/removed added / removed, and people who sign up for each league to be added.


Emailing about events etc. 

-Fields  [Tim]

Most importantly, maintaining a relationship with the person or people we rent fields from. Talking with them about concerns they or we may have about the fields, including conditions of the field, weather policy, and appropriate use of fields.


Scarlett/ Ann Arbor Schools


Fuller/ Ann Arbor Dept. Parks & Rec.


In search of ...

-Insurance  [Brian Amer]

This involves dealing with the insurance company, starting approximately 2 months before the start of summer league. It's really just filling out some forms and mailing them in, and then calling to make sure everything has been received and verifying when our insurance waiver will arrive. Since we can't get fields without insurance, this is critical.

-Captains [? Will? Dave Morris if we can't find someone experienced enough to do it]


Enlistment


Paperwork for meetings


(add requirement to check people on your teams so we don't again end up with players latching onto the wrong team!)


Meetings


Training

This has become much easier since the implementation of the expanded "I'm willing to captain" question in the signup form. Usually there is a large enough pool of captains to choose from. But they have to be paired based on experience, gender, schedules, etc. and some work has  

to be done tracking based on past seasons spirit scores, asking around about individuals who may or may not be good captains, etc.

-Standings [Dave]


Attendance, Spirit Scores, Game Scores, pestering captains

The spreadsheet is already set up for this. The biggest task is pestering captains to actually send this stuff in. I think it would be valuable to set up a web form to gather this data automatically, I have some ideas, so I'm going to take it on.  I'm going to set it up so that anyone can send in a game report for a team, not necessarily just the captain, so I can pester the entire team about it if I want.

-Scheduling [Tim]

A few hours at the beginning of each season deciding which team plays which on which field. Typically, we only schedule part of the season, then mid season schedule the rest based on teams' records. This can be more complicated when we have multiple game locations.


League games



Fall/Summer- round robin



Competitive- based on standings


Tournaments

-End of Season Survey [?]

(10ish hrs at end of each season)

We've been lax about this due to manpower, but feedback from players and captains is valuable and should be gathered and organized and analyzed.

-Organize Tournaments [?]


EOS, Hat, Fundraiser, Century, Disctoberfest


Fields


Food


Advertisement


Beer


Prizes?


Depending on what we do, this can include scheduling fields, arranging for water and food at the fields, combining regular season teams to make tournament teams, deciding which team plays which as the day goes by, getting and handing out prizes for winners, food and/or party afterward, clean up.

-Pre-Fab Team League [?]


All of the above. There's been some interest in a league that allows people to come in with entire teams pre-formed. We don't want to mix this with the other league, but there maybe someone interested in running it in parallel.

-Treasurer [Brian Amer]

(add Dave Morris to account so he can help with this since he's around town.)

This is pretty much self-explanatory. Mainly involves depositing checks, maintaining the checking account and the paypal account, and paying for things as necessary. Should also involve doing a planning budget.  Probably a couple of hours per month on average.


Deposit Checks


Pay for Stuff



Web Space



Voicemail



PO Box



Fields



Insurance



Random Re-imbursements for equipment, etc.

-Field Maintenance  [Tim]

Arrange to have field maintenance such as aeration, rolling, and top dressing to be done on the fields. This includes arranging with the field owners either to do the work or give permission to do the work, then either renting equipment and performing the work or contracting to have work done.
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