CAMPOLINDO WOMEN’S LACROSSE
SPIRITWEAR, TEAM JACKET AND BAG COORDINATOR

This volunteer position will deal with the ordering of all apparel for the team.  He/She places orders for the mandatory Team Jacket from Boathouse and Team Bag from KG Bags for all new players and coaches.  Also coordinates the choosing of Spiritwear items to be offered for the season with input from players.  Deals with vendors to finalize costs, develop order form, collect checks from players, place order and organize distribution of items when they are delivered.  Has forms and size samples ready for Team Meeting in October to facilitate ordering in late November or early December.
See USB flash drive for copies of all 2008 documents as a reference.

TIMELINE OVERVIEW

It would be helpful to first review the Treasurer Job Description for important information about School District rules for Student Body Accounts and descriptions of Deposit, Purchase Order and Check Request processes.
Be sure you use the most up to date Purchase Order template provided by the school.

August - September:

· Choose Spiritwear items to offer by getting input from players and recommendations from previous year Coordinator as to what items sell best or which items to offer again.  See files for past vendors used.
· Arrange for size samples and pictures of items to be offered at Team Meeting in October if possible.

· Contact Boathouse and KG Bags to see if pricing will remain the same for this year.

· Arrange for size samples from Boathouse Rep or get Small, Medium and Large jackets from existing players and/or Coaches so new players can preview sizes at the team meeting.
· Have sample of bag available to show new players.  (from existing player)
· Work on order form for both Spiritwear and mandatory Team Apparel

· Include final due date (usually right after Thanksgiving). 

· Confirm with vendors their order delivery estimates.  You want the items by mid January so they can be distributed at the team meeting right before the season starts.

· Include your name, address, phone and email information on forms

· These items CAN be included on the same order form to make things easier.

· Jacket and Bag orders are often placed TWICE (Nov/Dec and Feb) but will be more expensive later if minimums are not met.

· Work with Team Coordinator to plan a date for the October Team meeting as you need to be in attendance.

October:

· Track progress of samples from Boathouse if arranged.  This requires checking the Teacher’s Lounge at school for the delivery.  (Most Vendors require all merchandise be delivered to the school and not a personal address.)

· Otherwise, collect items from players that you will be using for sizing samples at the meeting.

· Provide final draft of order forms to Team Coordinator for inclusion in meeting packet.

· Attend the Team Meeting and present the Spiritwear to be offered and explain the Team Jacket and Bag order Form.  

· Collect orders and checks at the meeting.

November:

· Send out deadline reminders to team about Spiritwear and Team Jacket and Bag orders through Team Coordinator.

· State that no late orders will be accepted for Spiritwear.  We should ideally not order more apparel then we have orders for.  Picking a vendor that has no order minimums is best but not always possible.  The team account may or may not be able to cover apparel that does not ultimately sell.
· Some items, such as hats, are not size specific and can be offered for sale in a following season and pose less financial risk to the team.  We have had great luck with T & B Sports to provide high quality Richardson caps.
· Begin to tabulate items ordered on an Excel Spreadsheet documenting sizes and quantities ordered, player name, check number, etc.

December:

· As soon as deadline for Team Jacket and Bag orders passes, place order with Boathouse and KG Bags.  (see descriptions)

· Draft purchase order and email to Treasurer asap so it can be delivered to school at least two weeks before Winter Break.

· Get all checks with your spreadsheet tallies to Treasurer for team deposit.
· You want to be sure your purchase orders are completed and approved prior to the school office closing for Winter Break AND you want to be sure that nothing is delivered until after school reopens.
· Spiritwear orders can be processed after Jacket and Bag orders.
January:
· Work with Team Coordinator to set up Team Meeting date late January or very early in February.
· The date is dependent on when you think the Spiritwear, Jackets and bags will be delivered.

· This meeting is “mandatory” in that all players come by for their packet, uniform, to pay fees, collect Spiritwear, etc.  It is typically scheduled the week before practices start.

· Use the school calendar to pick a date that does not have obvious conflicts.
· Check school teacher’s lounge regularly for apparel deliveries.
· Request tracking information from Vendors so you have an idea when something has arrived without wasting time going back and forth to the school.

· Organize/label items for distribution at team meeting.

· Utilize team bags to hold all items ordered for new players

· Develop a late Team Jacket and Bag order form for last minute new players.  

· Have available at January meeting.
· Deadline for this form is usually Feb 10-15.
· If minimum for Jackets are not met the cost per item will be much more.  Consider increasing price of jacket assuming less than minimum ordered.

· Consider ordering “generic” jackets (no name, no number) to meet minimums.
· No minimum on bags…same price for one or 10.

· Provide order form to Team Coordinator for inclusion in final team packet.

· Provide final invoices to Treasurer as received so that payment can be made to all Vendors.

· Attend team meeting, collect new orders from last minute players.

February:

· Communicate with Team Coordinator or Coaches to see if any additional girls show up to first week of practice that were not at the team meeting.

· If a girl is coming to practice and you do not receive an order form from her, contact family via email or phone call before last order submitted.

· Technically Jacket and Bag are “required” equipment but we really cannot force a player to purchase them.

· Provide purchase orders and checks to Treasurer as before.

· Place second order with KG Bags and Boathouse

· You can also consider placing a second Spiritwear order if time or interest allow it but this is not necessary.

March-April:

· Await late orders of apparel.

· Distribute to players via practice asap after they arrive.

May:

· Review Job Description and edit or add information as appropriate.

· Let Team Coordinator know if you will do this job again next year.

· If not, gather all documents you have and transfer to USB data key with proper labeling so it can be passed on to the next volunteer.

BOATHOUSE
· Everything can be dealt with via email.

· Order process is as follows:

· Fill out Boathouse excel spreadsheet with customization (name, number, sizes, etc.) and email to Boathouse rep or to the address/person your rep recommends.

· Double check all names, numbers and sizes before submission

· Boathouse will send you an order confirmation invoice with pricing.  Double check their invoice for correctness.

· Confirm with Boathouse that the order is correct.  Then all they need is a Purchase Order number.

· Use the invoice to draft the Purchase Order.   Email to Treasurer for submission.  (He/She can print it out and sign…it requires their signature.)

· Boathouse processes our jackets and mails directly to school.

· Final Invoice is typically sent separately via regular mail but should arrive by the time the apparel arrives.  Check our Lacrosse box in the Teacher’s Lounge.  Be sure to get the invoice to Treasurer asap after receipt so the check request payment process can begin.
· It will cost more if a minimum of 6 jackets is not met.  

KG BAGS

· Order process is very simple.
· Develop an excel spreadsheet with player name and number.
· Email to KG Bags and ask for an order confirmation with final pricing noted.
· Develop Purchase Order and email to Treasurer for submission to school.

· Note that payment is made to Gateway Acceptance Company and NOT KG Bags.

· Be sure KG Bags knows that delivery to school cannot happen until after Winter Break.

· Their turnaround is often only 2 weeks so this is important to clarify.

· Look for order to arrive in Teacher’s Lounge along with Final Invoice.

· Get Final Invoice to Treasurer for check request process.

SPIRITWEAR
· Spiritwear is not required so you can keep the options to a minimum.
· We have used Teamworks and Needleworks in the past.
· Teamworks has to ship out of Incline Village, Nevada but she often has very low minimums.
· Offer the swim parkas every year if you can.  We often sell 3-4.
· Needleworks is local (Lafayette) but has more strict minimums to work with.
· The sizing of the apparel ordered in 2008 was much smaller than expected.  She will order samples if you give her enough time.
· Ask the Vendor about sizing….if they haven’t got a sample try to get one.
· Consider other local vendors if you have a positive experience with them.
· Be sure you poll several players before deciding on what to order.
· Consider that all new players have a major investment in jackets and bags already so be sure to offer something that is not too expensive.
· Everyone loves the rugby shirts, but they are quite expensive.
· Consider ordering 2 dozen hats each year from T & B Sports.  (See below)
T & B SPORTS
· It is always a safe bet to buy hats each year.  They can be sold in following years if necessary, they could be purchased by Men’s Lacrosse players or families as they do not say “Women’s” Lacrosse, and we can sell them at $16 which is about a $3 profit.
· The logo with T&B sports is popular and we have ordered the same logo each year but with a different color cap.  (White in 2007, Navy Blue in 2008).  The color of the thread used for the logo can vary based on the background.  You could design a new logo, but this may cost extra for set up.  Consider changing the color scheme from the year before.
· I email the rep for T&B but he has to fax or mail you a bid and the final invoice.  The price is cheaper the more you buy but 24 caps per year has been enough.
· Caps can be pre-ordered on the Spiritwear order form but should also be available for sale at the team meeting and at some of our home games.  
· We automatically give each coach a new cap each year.  I also gave one to the Athletic Director and the Campo Trainer.
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