	Position:  
	Chief Equipment Coordinator
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	Description:  
	Inventory, procurement, storage, and handout & collection of Majors/Minors Baseball and Softball Equipment
	

	Last Year Contact:
	Todd Esselstyn, tesselstyn@comcast.net,2064065687
	


Summary:
Keep in mind you support ~60ish teams, so every minute of work you can have the Manager’s do saves you about an hour!  With that guiding principle, the equipment manager job has been streamlined considerably.  The idea is that when equipment is returned, the Team Manager is responsible to identify and replenish his gear bag so its ready to go for next season so you don’t have to touch it.  All you need to do for next season is provide a quantity of balls so the Team Manager can grab the appropriate quantity for his/her division.  You’ll need to hold two equipment handout days (plus a mini-equip handout for summer ball and all stars), and two equipment return days.  In addition you need to pack equipment for baseball and softball player evaluations.
Monthly Checklist:
November: 
· Estimate # teams (use last years #’s and add 1 per division or so) and order baseballs/softballs.   Inventory is pretty solid so I don’t anticipate very much other equipment is needed, a few throat protectors, a few rubber T’s for Tball and that’s about it.
· Order balls/equipment through Risan Athletics, contact Jeff Milliken @ jeff@risan.com.  This task consists of filling in quantities in an existing excel spreadsheet.  The spreadsheet is then sent to Jeff@risan.com and he updates the pricing and sends back.  Typically a quick final review is done and the order is placed.
· Order replacement ultimate pitching machine tune up kits and additional tee’s from Tim Kafer at timk@throwright.com

December-January: 
· Transport order from Risan to equipment room located under the Hartman 3 scorebooth. 
· Check helmet sticks and replace bad helmets from inventory. 
· Pack equipment for player evaluations.  I found it helpful to pack 1 bag for each station with a list of gear contained inside the bag, so the people running the station can ensure all the gear is returned to the gear bag for their station.  Otherwise this is an opportunity for the league to lose hundreds of dollars worth of equipment.  I found people like to walk off with bags full of baseballs.

· Send email to Mgrs 2 weeks prior to equip handout day providing a list of gear they can expect (I have these lists and will give them to you).  Ask them to double check the contents of their bag on-site at equipment handout day while they are there so any corrections can be made on the spot.
February: 
· Distribute equipment on or before first day of practice.  The bags are packed from last season and ready to hand out, with the exception of practice/game balls.  Depending on number of teams, you might have to pack a few bags additional bags.  I suggest having an inventory of each ball type and make the Manager’s get their own balls, rather than packing each ball bag (as I’ve done in the past).  Allow a 90 minute window for Manager’s to stop by and pick up equipment and balls.  
· Typically team formation for instructional ball is not complete when Majors/minors start practice, so a second equipment hand out day is held for them – about 2 weeks later. 
March-April: 
· Respond to requests for replacement of broken or lost equipment.
· Order balls for city tournament, summer ball, and all stars.  Check inventory to make sure there is extra gear to replenish gear bags when they come in –  about 5 sets of gear/bats will more than cover it.
May:
· Email Managers of all teams with a reminder of when equipment turn in day will be and a list of equipment they were issued along with some simple instructions to clean the gear.   Ask Managers to list equipment that needs to be replaced and give it to you at equipment collection day.
June:

· Collect Equipment on first Saturday after the city tournament is over.  Plan on a 2 hour window for equipment return and insist beforehand that everyone return their gear, or have someone else return their gear at this time.
· Ask each Manager to identify what is lost or needs replacement and then let them replenish their gear bag from inventory.  Store the replenished bag ready to handout next year.  Use colored zip ties to identify which bag is for which division.
· Pack and Issue All Star and Summer ball equipment
August:

· Collect All Star and Summer ball equipment as well as any delinquent regular season equipment.
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