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RICHMOND HILL SOCCER CLUB  
 

Grassroots Competition Event Planning Guide 

There are 2 main types of competition events you may be planning for teams within your player pool: 

• Exhibition games 

• Tournaments/Showcases 
It is important to remember that players U8 to U12 are limited to 20 competition days per season 

(outdoor / indoor classification). All of the following events would count towards the competition day 

tally. 

This guide is intended to standardize the preparation of these events and to ensure that the proper 

steps are taken. A good part of what you will need is to ensure that liability insurance requirements are 

met. 

Exhibition Games 

Exhibition games are often called Friendlies, which brings a casual interpretation of the event. Any 

proper exhibition game that you plan must be fully sanctioned in order to be covered by insurance. This 

means: 

• All players and coaches (both teams) who are going to play in the game must be fully registered 
with their Club for the same season (e.g. Outdoor 2023) 

• Whichever team is planning the game is considered the Host. The Host is responsible for: 
o Booking the facility,  
o Booking the referee(s), 
o Obtaining permission to host the game from their District (YRSA in our case), 
o If the opponent is from another District, they must provide permission to travel to the 

game, 
o Getting the referee to sign and collecting game sheets – for BOTH teams, 
o Handing the completed game sheets into their Club following the game. 

• The team who is the Guest is responsible for: 
o Permission to travel if the game is out of District or against a team out of District 
o Providing a game sheet for their team to the Host 
o Providing payment to the Host 

• The office can help you obtain the permission – but you must plan ahead and give us at least 5-
10 business days. 

• Game sheets are considered attendance for the game. If there is an injury and insurance claim, 
the insurance will want the game sheets as proof of who was there. The game sheets must be 
signed by the referee, as this is considered a sanctioned game. 

• Failure to hand in game sheets will result in a $500 fine to the Club from York Region Soccer 
Association. 
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Festivals and Memorable Events 

U8 teams may travel to 2 memorable events within the Province of Ontario. Otherwise, this age group is 

restricted to playing in York Region. 

U9 and U10 teams have a maximum travel restriction of 1 hour from their District (York Region) 

boundaries. They may also travel to 2 memorable events within the Province of Ontario. 

U11 and U12 teams have a maximum travel restriction of 1 hour from their District (York Region) 

boundaries. They may also travel to 4 memorable events of their choice. Two of the four must within 

the Province of Ontario and meet Ontario Soccer’s grassroots standards. The other 2 may be within 

Canada or internationally and do not have to meet all the standards. 

If your pool wants to plan attendance at a festival/event, the first step is to contact your Technical 

Program Manager to ensure the identified event is approved. 

Once you have obtained Club approval you may want to consider forming a travel committee to help 

with the planning of this event. 

Event Checklist 

• Permission from Club Technical Department 

• Form a travel committee – if needed 

• Budget your event, and get team approval 

• Enter the tournament/festival – the Club will usually cover one event entry fee during the 
outdoor season, Club admin will confirm. This will be reimbursed after you send admin your 
receipt. 

• If the event is outside of York Region, you will need to have permission to travel from York 
Region Soccer. Assistance with this can be provided by Club admin.  

o Link for travel permits: https://ctms.ontariosoccer.net 

• Items to include with the travel application: 
o Your stamped team roster, 
o If the event is outside Ontario: 

▪ You will need proof of travel insurance for the players and coaches, 
▪ Proof the event has permission to have your team (or a Canadian team) enter, 
▪ A copy of the event Rules. 

Budget Planning 

• You need to create a preliminary budget for your team early, so parents know the additional 
costs.  

• Budget costs to consider: 
o Event entry fee – include conversion into Canadian funds 
o Any additional entry costs – like parking 
o Is the team travelling/staying in a hotel? If so, the coaches’ hotel cost should be 

included. Coaches of same gender should share a room to minimize costs. 
o Are parents responsible for booking and paying for their own room? 
o How are you getting to the tournament? Car, plane, bus? 
o How are you getting around once you are there? Rental car? 
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o Fuel costs. 
o Coach meals. 
o Are parents travelling too? Are you planning a team meal that should be in the budget? 
o If the event is outside Ontario, you need travel insurance. Are you purchasing that? 
o Add in a small cushion per player to allow for unplanned expenses! This is all going into 

a team account so leftover funds can be used at a future event.  

• Present your preliminary budget to the Program Manager for review. After review and approval, 
you can proceed to present it to the respective group of parents. Get their commitment to 
paying that approximate amount. 

 

Event Entry and next Steps 

You can now enter your team into the event.  

Once your team is accepted your committee can begin the travel planning process and firm up your 

budget. You need to ensure you are following the rules of the event and booking at the correct hotels. 

They will also have deadlines in place for you to submit travel permission, proof of insurance, player and 

coach rosters, etc. 

• Your committee should now finalize the hotel choice and coordinate a block of rooms for the 
team.  

• Your committee should also finalize any transport requirements.  

• With the above in place, you should now have a finalized budget and individual player fee. Let 
the parents know how much they need to pay and set a deadline to pay. The deadline should be 
well in advance of the event (at least two (2) weeks) so you know ahead of time if there are 
going to be any payment issues.  

• Funds that are collected will be deposited in the Clubs Rep bank account. Any transactions will 
go through that account, including reimbursing the Club for the entry fee.  

 

Check-In Prep 

All festivals and tournaments will have a list and timeline of documents that need to be submitted prior 

to the event. You need to be aware of your deadlines to submit, and plan accordingly. Many US 

tournaments use GotSport for their event management. They will require documents be uploaded into 

GotSport. 

Documents needed and how to get them: 

• If this is a US event, they need to provide you with their permission to have Canadian teams at 
their event 

• If event is outside of Ontario your team will either need to purchase travel insurance for the 
players and coaches attending or you will need to collect the information on the proof of 
insurance form at the end of this guide. 

• You must have the above 2 items before we can apply for travel permission. Send the above two 
items to the Competitive Administrator, along with the details of your event: 

o Name of event 
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o Location of event 
o Dates of event 

• The Competitive Administrator will obtain your travel permission and provide the approval to 
you. This can take up to a week or two.  

• The Competitive Administrator will also give you your stamped roster. 

• Some events require proof of completion of concussion training. The Competitive Administrator 
can provide that also. 

 

After the event 

Keep receipts for any expenses you plan on having reimbursed. Make sure your spending is within 

budget. Bring in your receipts immediately following the event. If there is a US exchange rate, then also 

copy a credit card statement to ensure you are reimbursed at the rate you paid. (block out your card 

number!) 

Resources 

Insurance acknowledgement – used if you are not buying team travel insurance 
 YRSA Travel 

Insurance Acknowledgement
 

Link to purchase insurance from the Ontario Soccer provider 
 

Budget Template 
Budget template

 

Travel Consent Letter – for minors travelling across borders when parents are not 
present. Travel Consent
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