Guidelines for Journalism
Yearbook and Newspaper Sponsor

I. Yearbook Procedures

A. Planning

1. Fundraising guidelines in the Activities Fund Handbook and direction provided in your school handbook for teachers must be followed at all times.  Obtain copies of these handbooks at your school.

2. Put together a dedicated and inspired yearbook staff that will plan and produce a well-designed, quality yearbook.

3. Please use a production calendar that is communicated to your yearbook staff.  If any problems develop, notify your principal to assist in the resolution.

4. Explore sources of funding for your yearbook.  

· High schools may have available:  yearbook ads (senior ads and business sponsorship ads), school picture profit, budget money placed in your school's operating budget (coded money) specified for journalism  (a set amount is usually allocated per school), and fundraisers.  

· Middle schools may have available:  yearbook page sponsorship, school picture profit, budget money placed in your school's operating budget (coded money) specified for journalism (a set amount is usually allocated per school), and fundraisers.  Middle schools usually do not sell ads.  

5. Your yearbook company representative is usually a good source of information for which fundraisers or ad campaigns are the most effective, and they can assist you with planning your yearbook.  You also may check with other yearbook sponsors in the District for best practices.

B. Budgeting / Accounting

1. A yearbook budget planning Excel worksheet is available on the LRSD web page in the Teachers Lounge, Forms section.

2. Develop a budget that projects both revenue and expense, allowing for at least a small profit to cover anything that comes in over budget.  Be sure to consider all expenses (film, processing, publisher costs, etc.) when budgeting.  

3. Provide the proposed budget to your principal for approval.

4. Do not add options or costs to the yearbook without documenting on a revised budget how they will be paid and submitting to your principal for approval.

5. Ask your principal to sign the contract with the yearbook company for the chosen options.

6. Request a printout of your activity account monthly from your school bookkeeper, and review it for accuracy.  

7. It is recommended that a minimum of a $2,000 cushion be maintained in this account above what is needed to pay the current yearbook bill in total and all production costs.

8. Turn in money collected on ads, yearbooks, and fundraisers immediately to your school bookkeeper and get a receipt from the bookkeeper.  Verify the amount turned in prior to giving it to the bookkeeper.  

9. Give a receipt to each student or person who gives you money.  Receipt books may be provided by the yearbook publisher or as a last resort may be provided by the District.  

10. Some yearbook publishers provide software to track funds; however, Computer Information Services must be contacted prior to purchasing or installing any new software.  The requirement for giving a receipt for funds is not waived if you use software to keep track of money turned in.  

11. Make sure you keep receipts and payment records for the past two years and the current year.
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C. Procurement

In the spring of each year, high schools will provide the Procurement Department with yearbook specifications.  Once bids are received, a meeting will be scheduled with the yearbook sponsors, the Director of English and the Procurement Department.  Responses will be reviewed and each sponsor is to notify the Procurement Department and the Director of English of their vendor selection.  Middle schools are encouraged to use soft-back books and high schools should use hard-back.  Remember that the size of the book, number of pages, number of copies and use of color and special effects does increase the cost.  Please review your specifications carefully and compare it with other schools in the District.  

II. NEWSPAPER GUIDELINES

A.    Planning

1. Fundraising guidelines in the Activities Fund Handbook and direction provided in your school handbook for teachers must be followed at all times.  Obtain copies of these handbooks at your school.

2. Put together a newspaper staff that will maintain quality and professionalism in the newspaper.  Screen all content. 

3. Work out the printing logistics of where, how many, cost, and quality.

4. Explore sources of funding for your newspaper.  

· Potential revenues are business ads, student ads (as appropriate), and sale of the newspaper for a small amount.

· You may want to check with the English Department for advice.

5. Check with other schools to see what they are doing that may be a good practice.  

B. Budgeting / Accounting

1. Develop a budget that projects both revenue and expense, allowing for at least a small profit to cover anything that comes in over budget.  Be sure to consider all expenses (number of issues, quantities to be printed, printing costs, etc.) when budgeting.  

2. Provide the proposed budget to your principal for approval. 

3. Make your budget and plan available to the English department, if requested. 

4. It is recommended that a separate activity account be used for the newspaper.

5. It is recommended that a minimum of a $500 cushion be maintained in this account above what is needed to pay all production costs. 

6. Turn in money collected on ads, newspapers, and fundraisers immediately to your school bookkeeper and get a receipt from the bookkeeper.  Verify the amount turned in prior to giving it to the bookkeeper. 

7. Give a receipt to each student or person who gives you money.  The District may provide receipt books.  

8. Software may be available to track funds; however, Computer Information Services must be contacted prior to purchasing or installing any new software.  The requirement for giving a receipt for funds is not waived if you use software to keep track of money turned in.

9. Make sure you keep receipts and payment records for the past two years and the current year.

10. Request a printout of your activity account monthly from your school bookkeeper, and review it for accuracy.  







