
Athletic Director To Do Lists 
 
MONTHLY CHECKLIST (example) 
August 
___ Verify Fall Schedules 
___ Order Busses for Year 
___ Verify Officials for Fall Events 
___ Check Request for Fall Events 
      ___ Officials 
      ___ Tournaments 
___ Eligibility 
      ___ Football 
      ___ Girls Basketball 
      ___ Girls Tennis 
      ___ Golf 
      ___ Boys Cross Country 
      ___ Girls Cross Country 
      ___ Cheerleaders 
      ___ Boys Soccer 
      ___ Girls Swim 
___ Parents Meeting Last Monday of Month 
      ___ Send Notices 
      ___ Collect Attendance Report 
___ Schedule Team Picture Dates for Fall, Winter & Spring 
Sports 
___ Set up Booster Schedule for Year 
___ Send Schedules to Local Media, Print Media, Electronic 
Media, School District Offices  
___ Athlete/Student of Month for September 
___ Custodial Checklists for Fall 
___ Maintenance Checklist 
___ Pre-Season Coaches Meeting 
___ Send Reminder for September Events 
___ Fall Souvenir Programs 
 
September 
___ Verify Busses (weekly) 
___ Verify Officials and Checks 
___ Get Workers for Fall Events 
      ___ Football 
      ___ Girls Basketball 
      ___ Swim Meets 
      ___ Boys Soccer 
      ___ Cross Country 
      ___ Golf 
___ Athlete/Student of Month for October 
___ Send Reminders for October Events 
 



 
 
October 
___ Verify Buses (weekly) 
___ Verify Officials (weekly) 
___ Verify Winter Schedules 
___ Send Winter Schedules to Printers 
___ Athlete/Student of Month for November 
___ Custodian Checklist for Winter 
___ Send Reminders for November Events 
 
November 
___ Verify Buses (weekly) 
___ Verify Officials (weekly) 
___ Athlete/Student of Month for December 
___ Make Arrangements for Fall Awards Night 
___ Eligibility - Hockey 
___ Order Checks for Winter Sports  
      ___ Officials 
      ___ Tournaments 
___ Send Winter Schedules to Local Media 
___ Winter Souvenir Programs 
___ Set up Winter Parents Meeting 
___ Evaluation of Fall Coaches 
___ Winter Sports Coaches Meeting 
___ Send Reminders for December Events 
 
December 
___ Send Thank You Cards to Fall and Winter  
___ Workers 
___ Eligibility 
      ___ Boys Basketball 
      ___ Volleyball 
      ___ Competitive Cheer 
      ___ Wrestling 
      ___ Boys Swim 
      ___ Skiing 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Athlete/Student of Month for January 
___ Send Out Reminders for January Events 
 
January 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Second Semester Eligibility 
___ Verify Spring Schedules 
___ Send Schedules to Printers 



___ Athlete/Student of Month for February 
___ Send Out Reminders for February Events 
 
 
February 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Athlete/Student of Month for March 
___ Send Out Reminders for March Events 
 
March 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Spring Sports Eligibility 
      ___ Track 
      ___ Boys Tennis 
      ___ Baseball 
      ___ Softball 
      ___ Girls Soccer 
___ Set up Spring Parents Meeting 
___ Check Field Schedules  
      ___ Baseball 
      ___ Softball 
      ___ Soccer 
___ Spring Sports Coaches Meeting 
___ Order Checks for Spring 
      ___ Officials 
      ___ Tournaments 
___ Athlete/Student of Month for April 
___ Send Out Reminders for April Events 
 
April 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Work on Schedules for Next Year 
___ Athlete/Student of Month for May 
___ Evaluation of Winter Coaches 
___ Send Spring Schedules to Local Media, Print Media, 
Electronic Media, and School District Offices 
___ Send Reminders for May Events 
 
 
May 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Work on Schedules for Next Year 
___ Order Busses for Next Year 
___ Set Up Spring Awards Night 



___ Have Coaches Vote for Senior Awards 
___ Athlete/Student of Month for June 
___ Send Reminder for June Events 
___ Send Thank You Cards to Spring Workers 
 
June 
___ Verify Busses (weekly) 
___ Verify Officials (weekly) 
___ Send Schedules to Printers for Fall Season 
___ Prepare Yearly Financial Report 
___ Prepare Year in Review Book 
___ Update Award Winners Book 
___ Update Records Book 
___ Update Directions Book 
___ Update Athletic Code Book 
___ Send Books to Print Shop for Printing 
___ Have Plaques Engraved 
___ Do Senior Awards for Assembly 
___ Evaluation of Spring Coaches 
___ Inventory supplies for Next year 
      ___ Stationery/Envelopes  
      ___ Certificates 
      ___ Letters 
      ___ Forms (eligibility, contracts, travel permits, 
officials/schools reminder cards, injury report forms) 
 
 
Athletic Director  
 
Weekly  

• Event Confirmations 
o Bus dates and times for away games 
o Rosters for visiting teams 
o E-mail reminders to all production workers 

• Check status of all facility work orders 
• myOHSAA 

o Officials ratings 
o Game scores 
o Acceptance of contracts   

• Review protocol with coaches for those going on overnight trips  
• Game/event prep 

o Confirm gym set-up and/or field prep with Operations Department 
o Confirm Booster Club accommodations for home games 
o Prep for any special events/ceremonies  

 
Monthly  

• Send reminder to coaches about Booster Club Meeting date & time 
• Confirm dates and times of all fundraisers and e-mail staff 



• Send reminder about date and time of Athletic Council Meeting 
• Submit cleaning schedule for weight room  
• Review Senior Night Prep 
• Send facility schedules to principals, custodians, secretaries, and coaches 
• Inform visiting school of Senior Night or Homecoming ceremonies 
• Request for team banquet dates and times 

 
Seasonally  

• Confirm board approval for all coaching positions and double check Pupil Activity  
o Background Check & Drug Testing  
o Fundamentals of Coaching Course  
o Concussion Course  
o CPR Certification 
o Sports Safety Certification  
o PA Application  

• Schedule date and time for all postseason head coaching meetings  
• Confirm all sponsors – signage, game programs, info for TV-20, and info for 

announcers 
• Review with coaches tracking of physical exams for all athletes and managers 
• Schedule deadlines for eligibility checks – preliminary roster and final roster  
• Confirm with coaches the completion of all student paperwork  
• Submit Heat & AC Schedules for facilities 
• Distribute and/or collect all keys for high school, stadium, weight room, and 

baseball/softball complex 
• Confirm all Production Workers and send schedules 
• Submit security request 
• Inventory all equipment, supplies, and apparel for the previous season 
• Review dates of all overnight trips and send coaches checklist  
• Send all visiting teams facility information and LCS protocol  
• E-mail confirmation to all officials – date, time, and location 
• E-mail confirmation to all ADs – date, time, and location 
• Submit bus request for all away games 
• Complete spread sheet for all home events – officials, production workers, 

security, and videographer  
• Prepare Superintendent and School Board seasonal packet – schedules, season 

passes, directions, events, and fundraisers  
• Mail stadium Reserved Parking Passes  
• Confirm completion of all Rules Interpretation Meetings 

 
Yearly  

• Set dates to post open positions and/or renew coaching contracts  
o Internal Posting 
o Internal Interview 
o External Posting 
o External Interview 

• Finalize dates and times for: 
o Picture Day for all sports seasons  
o Parent Meetings and input into myOHSAA 
o Preseason Coaches’ Meetings (MS & HS)  



o Fall and Winter Senior Night  
o Hydration testing and skin assessments  
o Homecoming Game  

• Update Athletic Handbook and Player Contract  
• Put together Turf Management calendar – fertilization, grub control, weed control, 

aeration, and slit/over-seeding 
• Begin hiring of Production Workers 
• Have all weight room equipment inspected and/or repaired  
• Finalize Cleveland Clinic Trainer Contract  
• Schedule day to have all scoreboards, lighting, and other electrical inspected  
• Check dates of all ACT exams to make sure of no conflicts  
• Mail all Season Passes and Reserved Parking Passes 
• Review all schedules for the following year 
• Begin advertising Stadium Reserved Seating 
• Schedule meeting with Band Director and Cheer Advisor to review league and 

OHSAA protocol   
• Schedule yearly meeting with HS & MS Faculty Managers for end of July 
• Compile important dates for the following school year: 

o Booster Club Meetings 
o ACT testing dates 
o Rules Interpretation Meetings 
o End of Grading Periods 
o Fall, Winter, and Spring Picture Day 
o Preseason Coaches’ Meetings 
o Fall, Winter, and Spring Parent Meeting  
o Fall and Winter Senior Night  
o Hydration testing and skin assessments  
o Homecoming Game  

 


