PROCEDURES MANUAL FOR THE CVHS PEP SQUAD BOOSTER CLUB

This document identifies terms, functions, and general procedures for the Capistrano Valley High School Pep Squad Booster Club.
 
A.  GENERAL FUND ACCOUNT

1. Definition/purpose of account: to support the activities and operation of the organization.  Refer to the budget.
2. Collection: each member/family is to pay nonrefundable booster membership dues.
3. Disbursement of funds: basic operational expenses to be managed by the executive board.  The disbursement of funds will be approved by the executive board based on the budget estimate.  Anything outside the budget will be presented for approval to the general membership.

B. FUNDRAISERS

1. Purpose of fundraisers:  to help generate funds for personal and general accounts and to support the activities of the organization.
2. Legalities of fundraisers:  Pep Boosters are a nonprofit tax exempt organization whereas funds raised cannot be used for personal or organizational profit, i.e. proceeds will not be distributed to individuals.
3. Participation requirements:  general fund fundraisers are mandatory squad activities and governed by the constitution.  Personal account fundraisers may be mandatory at the discretion of the booster board.
 
C. PERSONAL ACCOUNTS

1. Definition: (plus legal requirements)- a record of each girl’s personal incomes and expenses.
2. Funds collected: funds will be identified as being either “cash” or “fundraised.” 
3. Disbursement of funds back to pep squad member (also note the legal restrictions of reimbursement) for payment of expenses only with the written request from the parent.
4. Monies left in the personal account at the end of the year:
a. May be rolled over to the following year if the squad member is either returning to pep squad or going on to another squad on campus which has a booster club.
b. Will be used to reimburse personally prepaid expenditures with a written request.
c. Will be disbursed according to the following formula:  Total expenditures minus fundraised monies will equal the total refund.  *Note- booster dues are nonrefundable and become part of the general fund.

D. COACHING FUND - The purpose is to pay for coaching or training, from any source deemed necessary by the advisor, which includes teaching cheers, stunts, tumbling, competition routines, and supervising the required P.E. class.

1. “Coaching Account” - a fund collected for the purpose of paying for coaching.  Estimates will be made and assessed amounts will be spread over installment payments which will be deposited directly into the coaching account.

2. Collection of funds - an equal amount contributed by each girl per squad.  Estimates will be made and fees spread over installment payments.

3. Disbursement of funds to coaches - payment for hours worked after services rendered.  Tryouts routine fees and coaching fees are deducted from the coaching accounts.

4. Reimbursement of funds to pep squad member:
a. “Non-fundraised” monies collected may be refunded to pep squad members if:
1) Squad members change schools.
2) Squad member is inactive due to injury or illness for three or more months continuously.  An amount not to exceed 50% of coaching fees may be reimbursed for that inactive period.
b. No monies will be refunded if:
1) The squad m	ember is dismissed from the squad for violation of the pep squad constitution.
c. Before any funds are refunded the boosters must be notified in writing for any of the above circumstances.
d. Surplus monies remaining in the coaching account at the end of the year will be divided equally among the remaining squad members.
 
E. CHOREOGRAPHY FEES

1. Definition of choreography fees: a onetime fee, per squad, for choreographing a competition routine.  Changes in a routine are not necessarily an additional fee.  The choreography amount will be determined by the pep squad advisor.

2. Collection of funds:  choreography fee will be divided equally between all squad members.

3. Disbursement of funds to the coach for choreography - a maximum of 25% of the funds will be paid to the coach at the beginning of instruction of the routine and the balance upon completion. 

F. COMMITTEE CHAIRMEN- Volunteer Appointment

1. Historian:  the historian shall be responsible for taking pictures during the year to assemble for the awards banquet photo presentation.

2. Safety Officer:  the safety officer will be responsible for maintaining first aid kits and assisting the advisor as needed in regards to safety or transportation needs.

3. Squad contact person(s): a minimum of one parent per squad who will volunteer to communicate information to the squad parents.

4. Fundraiser contact person(s):  a minimum of one parent per squad to coordinate fundraising activities with the ways and means chairman. 
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