GUIDELINES FOR CHEERLEADERS, DRILL TEAM, PEP, & SPIRIT SPONSORS

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 or off the Teachers Lounge section of the LRSD web page.

2. Please use the guidelines from the Athletic Department to guide how your squads should operate and be formed.

3. Please use a practice and performance schedule that is on the school calendar  and that is communicated to squad members and parents.  If any problems develop, notify your principal to assist in the resolution.

4. Explore sources of funding for your squad.  

· Fundraisers, donations, and parent payments are the normal source of funds.  Remember there is a limit on how much should be spent on uniforms pieces and accessories.  Remember you have a limit imposed by your school as to how many fundraisers you may have and when.  No fundraisers should be held in May.  

5. The athletic department can provide you with guidance on planning a successful year. You also may check with other sponsors in the District for best practices.

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.  Do not forget to add sales tax and shipping (if any) in the amount when figuring how much to charge each squad member for their items.  

2. Do not ever order any items that are not paid for in advance in total.

3. Do not ever give a student or adult any item that is not paid for in full by that person.

4. All items must be paid for by the person receiving them.  Do not give away any items.  No free items.  For example each student must pay for their items and likewise the adults.

5. You may lower the cost of the items to students by fairly allocating fundraiser profit to the total cost of participating squad members.

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 $500 cushion be maintained in this account above what is needed to pay all current bills.

8. Turn in money collected on fundraisers and squad payments 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 will be provided by the District.

10. Use the spreadsheets provided by the internal auditor for tracking payments that are attached and are also in the Teachers Lounge of the LRSD web page.

11. All receipt books and payment records are to be turned in to the school bookkeeper at the end of the school year for review. New receipt books will be issued at the beginning of the school year.    

12. Make sure you have kept during the year receipts and payment records for the current year.  Do not throw away any payment or receipt records that you now have until five years have gone by.

C. Procurement

Procurement places bids for uniforms and certain accessories.  Please check with the Athletic Department to see if any items you need are covered by an existing bid.  Please review your specifications for items carefully and compare it with other schools in the District.  







