CAMPOLINDO WOMEN’S LACROSSE
TEAM PICTURES COORDINATOR

This coordinator plans a date for the team pictures with a vendor (we have been using Yarypics).  They receive and distribute picture order envelopes and then coordinate delivery of photos to girls when available.  Coordinator should plan to be at the picture event to assist if needed and have last minute order envelopes available.  Pictures are likely distributed at the End of Season Dinner along with a presentation to the coaches.
JV and Varsity pictures are taken separately and should be scheduled about 30 minutes apart.  Practice times will vary from year to year so you have to keep that in mind when scheduling the pictures.  The girls need to come in uniform, and preferably have pictures taken prior to them getting into practice so they will look fresh.  The process is usually that they take individual or small group pictures first, then the whole team.
January

· After school resumes in January, request the most current game schedule and an idea when practices will be held from the Team Coordinator.
· Review schedule.  Look for a date in March when the girls will not have a game the next day.  This way, taking up half the practice time for pictures is not as significant since they have at least one more practice before their next game.  
· Be sure to avoid days right before or right after Spring Break.
· Choose a day that you can be present at the picture taking.  The vendor will do most of the work but you can help organize the girls or have envelopes available for those who forgot to bring theirs.
· JV and Varsity teams are not really settled until the end of February so March dates are the best to look at.
· Once you pick a couple dates that you think will work, contact the JV and Varsity Coaches, and the Team Coordinator with your options.
· Once the dates have been approved, contact the Vendor to see if they can accommodate us.
· If you choose, you can email the vendor before contacting the coaches
· For the past two years we have used Yary Pics:  yarypics@aol.com
· Feel free to use another vendor if you have had experience with them through another sport.
· The vendor will need all your contact information.
· All order forms/envelopes will be sent to you approximately 10 days prior to the photo shoot.
· Ideally it would be great to have a Team Picture date confirmed before the pre-season meeting at the end of January so it can be included on the Game Schedule in everyone’s season packet.
· If this is not possible the date can be circulated after the season starts.
February
· Toward the end of the month you should confirm with the Vendor that the date is confirmed and ask when the order forms will be sent to you.
· If the date of pictures was not included in the Game Schedule, be sure it makes the next version of the game schedule by emailing the Team Coordinator.

· He/She can email the team with the date, or note it when sending the newest version of the game schedule.

· Unfortunately, the game schedule is never final.  We have several changes to it every season.

· Request team rosters from the Team Coordinator so you have a list of everyone who needs an order form.

March

· Once the order forms are received, prepare them for distribution to the team.
· Develop a small handout/note and staple to each form.
· State the following information on the note:
· Date and time of pictures—consider asking them to be there 10-15 minutes earlier than the vendor.  We always seem to have girls show up late.  They usually take the individual pictures first, so most of the time it works out if someone is a little late…they do not miss the team picture.
· Be very specific about what uniform they need to wear.  HOME (white) or AWAY (blue).  Alternate the jerseys each year so girls get a variety of team picture color schemes.
· The uniforms are new for 2009.  I recommend you start with their AWAY jerseys (navy blue) as they will not have had a navy blue outfit ever in a team picture.
· Girls need to come dressed in their jersey, skirt, tennis shoes or cleats and with their stick.
· They MUST bring their order envelopes with a check if they want pictures.  Vendors will not process their order without advance payment.
· Divide the forms into JV and Varsity packets
· Put each player’s name on the form/envelope.  This way, you know who received them and who still needs to get one.
· It is ideal for you to hand the forms out at the end of a practice for each team.  This is the only way you can know for sure they were distributed.
· Be sure the girls only take their own forms.  (Don’t leave them in a pile to pick out on their own…they will not look at them and will go home with someone else’s form.)
· If you have time, you can return the next day to give out the remaining forms.
· Otherwise, give them to the Team Captains or the Coach for distribution.
· Email the Team Coordinator that forms were passed out so she can send a reminder email for parents to be on the lookout for them.
· Also ask the Team Coordinator to send out an email 1-2 days before the team pictures are scheduled reminding them about everything that was on the note you included with the order forms.   (Date and time of pictures, what to wear, and to be sure to bring the envelope.)
· If you would like the coaches to wear team apparel (matching Spiritwear such as polo shirts or rugby shirts) email them in advance, or at least let them know what is being worn by the girls.
· Attend the photo shoot.  Assist the vendor if needed.
· Bring some extra order forms/envelopes.  In the past girls have brought blank checks to order but need the form to fill out.
· Coaches are often asked if they want an 8 x 10 or a 16 x 20 complimentary team picture.  Make note of this as it applies below.
April

· You should receive the final picture orders in the mail.  You can decide to distribute them right away or wait until the End of Season Dinner.  I would recommend you wait to have them for pick up at the End of Season Dinner.

· Pros to give them out right away:  You get rid of them.

· Pros to wait:
We often give the coaches their pictures framed and with the girl’s signatures.  If they wait like the coaches do to get the team picture, it is a bit more exciting.  

· Also, you can distribute them all at one time versus having to go to a practice or game to give them out.

· The girls will likely keep them in better condition coming home from the dinner versus a game or a practice.

· They have added incentive to attend the dinner.

May

· Make arrangements for frames for the coaches’ team pictures.
· Keep in mind when the End of Season Dinner will be held.  This is your deadline.
· There is money in the budget for frames and matting to be purchased for the complimentary coaches’ team pictures.
· If a coach chooses the larger 16 x 20 size photo you might consider getting a frame only or it will be very large in its final showing.
· Purchase frames and matting.  The frames may need some preparation prior to the event.  (I bought some from Aaron Brothers and needed to put the hanging fixtures on them based on the orientation of the picture.)  Do not complete the framing process as the girls need to sign either the matte or the photo.  (see below)
· When possible, buy matting that is already to go with the size you need.
· It would be great for there to be a 3 inch matting that the girls on each team can sign at the team dinner.
· If a coach chose the larger photo then consider getting a silver, gold or white sharpee so the girls can actually sign on the photograph itself since there will be no matting.
· The use of black sharpees on the photograph will not be as visible as desired.
· Choose a matting that goes well with the colors of the team but also can be easily signed in black sharpee.
· Bring the photo, matting, frame and sharpees to the End of Season Dinner.  The matting or the picture should be set up on a table in the corner so the girls can arrive and sign their coaches’ photo.  Each team signs only their own photo.  It would be helpful to have some little signs on the table to direct the players.
· Allow everyone to arrive to the dinner and sign the picture.  Wait as long as you are comfortable then assemble the photos for presentation to the coaches after the dinner or when awards are being distributed.  
· Submit your receipts to the treasurer.  Keep in mind that there is a budget for your items so although you may have to buy custom mattes you cannot plan on ordering custom frames as well.
· Update the job description at the end of the year and pass on to the Team Coordinator or the person who will have this job next year.
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