 SEQ CHAPTER \h \r 1MANAGER CHECK LIST FOR OPENING AND CLOSING PALUMBO FIELD
Prior to the weekend game:
1. 
If you don’t have one, get a key to Knaack boxes from whoever is on duty in field house (unless the box is already open).  The first base Knaack box has all equipment, bases, rakes, liner, trash bags, etc.  The third base Knaack box has Turface (“Quick Dry”) and chalk for lining fields.

2. 
Open Knaack box, removing:

a. 
Four (4) bases  [NOTE: Palumbo does not have a permanent home plate]

b. 
Blue tarp for backstop, with “S” hooks or ties to attach it, unless it is installed already

c. 
Pitcher’s rubber [NOTE: Palumbo does not have a permanent pitcher’s rubber]

3.
Return Knaack box key, if borrowed from field house.  You do not need the key to lock the Knaack box up at the end of games.

4. 
Put the bases out.  

5. 
The field is usually lined.  If it is not lined, please line it, using equipment in the Knaack box.

6. 
Put blue tarp onto back of backstop, using “S” hooks or ties, unless it is already in place.

7.
There is a key to the bathrooms hanging inside the Knaack box, on the back, or on the narrow ledge inside the box.  The bathrooms are to remain locked, except when an adult uses the key to open them as needed.  The bathroom key should remain in the Knaack box when not being used.  Please do not leave the bathrooms open - we are responsible for any vandalism!

8. 
Home plate, the pitcher’s rubber, and second base can be lined up with the permanent mark behind second base, where the infield and outfield meet.  There are marks on the fence to help you locate first and third base (60 feet from home plate).

9.  
Measure where the pitcher’s rubber should be placed: 40 feet from the back tip of home plate for AAA, and 46 feet from the back tip of home plate for Minor and Major League games.  Please carry a 40 or 46-foot length of string for this purpose.

At the close of games on Saturdays and Sundays:
1. 
Collect all four (4) bases. [NOTE: There is no permanent home plate at Palumbo.]  These go into the Knaack box.

2. 
Remove pitcher’s rubber   [NOTE: you must remove pitcher’s rubber at Palumbo; there is no permanent pitcher’s rubber.]

3 
Store bases and pitcher’s rubber in Knaack box. 

4.
Rake the field.  This must be done after the final game on Saturdays and Sundays.  The rakes are in the Knaack box.  Return the rakes to the Knaack box when you are finished.

5.
Place the key to the bathroom (obtained from the manager of a prior game) on the narrow ledge inside of the Knaack box.  Note: The bathrooms should remain locked during games; an adult can use the key to open bathrooms only when needed.
6.
Please remember to have your families clean up all trash from the bench, bleachers, and field area.  There are extra trash bags in the first base Knaack box.  Check for articles which were left behind (these can go in the Knaack box).

7. 
Lock locks on both Knaack boxes, by pushing them in.  No key is needed.

NOTES:

1. 
Always have a copy of this list, and a copy of the rules with you!
2. 
EVERYONE is responsible for closing and locking up the field and our equipment.  No manager is to leave Palumbo until all equipment is locked up, and the field is raked and cleared of all rubbish.  The neighbors will lock the gate to the field.  Thank you.

3. 
If there are any questions, call Don Winthrop (215-816-8668).
