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OTHS BOOSTERS GENERAL GUIDELINES
Please note that the guidelines below are meant to foster enthusiasm that anyone might have in supporting OTHS teams and activities.  The following guidelines are in place to ensure that the activity of any booster organization reflects the overall vision of the Head Coach.  

Why we need you?  Some quick financial facts:
· OTHS currently charges a $150 activity fee to participate in athletics.  (per child, per sport, capped at $300 per year)  This fee helps to cover the cost of coach’s stipends, game workers/officials, and transportation.
· Here are some items that the activity fee does not cover, items that OTHS does not pay for: (reasons for fund raising)
· Entry fees (tournament/meet...etc.)
· Uniforms, warm-ups
· Equipment needs (balls, bags, nets, cones, pads, etc.…..)
· Hotels for regular season out of town competitions
· Bus expense for trips over 200 miles round trip or overnight that exceeds $250.00
· Any charter bus expense (regular season or playoff) that exceeds the amount for which OTHS covers for a yellow bus.  See the attached per the attached
· food for any competition, including state playoff competitions
· “Staffer” coaches stipends.

Head Coaches:
If a booster organization exists for the sport that you are coaching, the following guidelines are to be followed:
· Communication with the leadership of the booster organization is expected.  
· Goals of the booster organization should reflect the overall mission of the head coach.  The head coach should aid/steer the booster organization in defining the organizations objectives.
· The head coach is to communicate the proper procedures for the accounting of the booster funds.  (The athletic director will be available to meet with the head coach and the boosters to explain the process) **see attachment - proper procedures for the accounting of funds 
· The Head Coach is to monitor the activity of the boosters to ensure that they are operating under the set objectives.  The athletic department will aid in this process.  The Head Coach and the athletic director will act as the oversight panel of the booster organization.  Agendas for booster meetings are to be supplied to the head coach and the athletic department prior to any formal meeting where the agendas will be followed. 
· The Head Coach should be aware of how the funds are being spent out of the boosters’ activity account.  At no time should money be spent out of the booster activity account that is in conflict with the vision of the head coach.







Booster Leadership
· Communication with the head coach is required in order to ensure that the above listed items are addressed.
· The Head Coach is to be made aware of any and all agenda items that will be discussed at any formal meeting as well as any action taken by any individual booster members. (this can be by e-mail or a one on one meetings with the booster president and the head coach)  Head coaches should be well aware of any decisions/activities of the booster organization or any individual in regards to the booster organization. They should not be “blindsided” by decisions that the booster organization has made. If any items are not in line with the vision of the head coach and the athletic department then the coach can remove that item from the agenda.
· Any and all fund raising events must be approved by the OTHS administration.  Prior approval must be given before an event is run off or any activity is set forward.  
· For any fund raising event off campus where alcohol will be present- 
i. a) Any flyer, Facebook page, or any other method of publicizing the event must NOT include information about the availability of alcohol.  
ii. b)  Students are not to participate in any fund raising event where alcohol is a part of the event.


The OTHS school board has defined the parameters for our fundraisers.  
Acceptable Events:
· A raffle with proper licensure from the City of O’Fallon-Contact the City Clerk’s office.  Maryanne Schrader
· Pull tabs or jar games with proper licensure from the Department of Revenue-Call Charitable games at 217-785-5864 (booster organizations may apply but not public entities)
· Bingo with proper licensure from the Department of Revenue-Call Charitable games at 217-785-5864 (booster organizations may apply but not public entities)
· An auction
· A bona fide contest which awards prizes based upon the contestants’ skill, speed, strength, or endurance, or to the owners of animals or vehicles entered into such contest
Not Acceptable Events:
· Poker Runs
· Casino Nights
· Football Pool
· Mouse Races
Booster funds are to be channeled entirely through the OTHS accounting office. (Proper procedures are attached) 




Travel Expenditures -Procedures/Protocol

Procedures: OTHS Budgeted Accounts

· All requests from OTHS Budgeted accounts shall be reviewed to ensure that the purpose of the expenditures directly support the athletes/students/programs of OTHS.
· All paper work and approval is to be completed and submitted the Wednesday prior to the week of the event.  Receipts are to be submitted immediately upon return to the accounting office.
· Upon District approval-When reserving rooms for overnight stays the district shall reimburse on the standard of 4 students to a room and 2 coaches/sponsors to a room.  
· If coaches/sponsors request additional rooms for the purpose of their spouse or have a spouse stay with them in an already approved room, that coach will be obligated to pay 50% of the room cost at their own expense.  
· OTHS will not reimburse athletes or coaches for meal money for any athletic event.
· Activity funds may be used, upon administrative approval, to cover expenses for team meals. 





Procedures: OTHS Activity Accounts

· All requests from OTHS Activity accounts shall be reviewed to ensure that the purpose of the expenditures directly support the athletes/students/programs of OTHS.
· All paper work and approval is to be completed and submitted the Wednesday prior to the week of the event.  Itemized Receipts are to be submitted immediately upon return to the accounting office.
· When reserving rooms for overnight stays the Activity Account shall reimburse on the standard of 4 students to a room and 2 coaches/sponsors to a room.  
· Activity funds may not be used to add rooms to reduce the # of students/coaches per room. 
· Meal Reimbursement: Activity funds may be used upon administrative approval to cover expenses for team/activity meals during group travel. Itemized receipts, team/coach rosters, and departure/return times must accompany all meal reimbursement requests. Coaches, sponsors, and students may be reimbursed up to $30/day per person for trips at least 12 hours in duration and up to $15/day per person for trips less than 12 hours in duration. (Tips up to 20% may be included in the reimbursement providing the total does not exceed the established limits.)
·  Receipts must be turned in for reimbursement.



Travel Policy
Food
· OTHS will not provide food reimbursement for any events.  (this will include any and all IHSA Tournament events)  Group activity accounts may pay for the food of the students and coaches (as prescribed by the activity account guidelines) or they may all pay for food on an individual basis.
Hotel
· OTHS will not pay for Hotel/Room reservations for regular season events/games.  The expense of any overnight trips during the regular season will fall on the traveling group.  Hotels may be paid for out of activity accounts. (as prescribed by the activity account guidelines)  
· OTHS will pay for Hotel/Room reservations for IHSA Tournament games where an overnight stay has been approved by the Superintendent.
Transportation
· OTHS will pay to transport teams and activities to regular scheduled events that are less than 200 miles round trip.
· OTHS will pay for the expense of transporting teams and activities up to $250.00 per trip, per bus (which equates to approximately 8 hours of the trip) for any trip that is over a 200 mile round trip or an overnight trip.  Any transportation expense above the $250.00 will be paid for out of the groups activity account.
· OTHS will pay to transport the team to IHSA post season events where the team has qualified to compete.  If a team wishes to take a charter bus the difference in cost from a yellow First Student bus will be covered from an activity account.
· Charter bus procedures –when the program elects to contract a charter bus for a trip (non-yellow bus)
· The booster organization may submit bids to charter bus companies to receive the best pricing.  The final contract should be submitted to the Athletic office to be signed and faxed to the bussing company.  The invoice will be sent to OTHS and payment of the invoice will then be paid out of the OTHS accounting office. (the appropriate activity account will be charged per the travel policy #5 and #6 above)  
· In any case where the traveling group uses a charter bus in lieu of a yellow bus, a tip for the driver can be included on the final invoice when paid.  The tip can be hand written onto the invoice and it will be paid out of the traveling groups activity account.







OTHS Booster Activity Account Procedures

General Guidelines

· All Funds raised by an OTHS activity are to be deposited to that activities account through the OTHS Accounting Office.
· A Booster representative must be identified as the contact person to make deposits.  Withdrawals from the activity account are to be made by the Head Coach. 
· All requests from OTHS Activity accounts shall be reviewed to ensure that the purpose of the expenditures directly support the athletes/students/programs of OTHS.
· The Assistant Principal/Athletic Director shall review these requests. 
· Coaches/Sponsors signatures will be needed for any request of funds from their respective activity account. (or request of balance reports)
· Booster members can be reimbursed for approved expenditures.  Itemized receipts, and the head coaches/sponsors signature must accompany these requests.  (Requisition forms can be found in the OTHS accounting office)
· Reimbursement checks will be cut the week following the request, if the request is made by the Wednesday prior. (Have the request in by 8:00AM on Wednesday for the checks to be available the following week)
· All paper work and approval is to be completed and submitted the Wednesday prior to the week of an event.  Receipts are to be submitted immediately to the accounting office.
· Financial accountability is a requirement for all Booster and Activity accounts.
· At a minimum, 
· A treasurer’s Report must be provided to Booster members/parent support groups at the conclusion of the season which includes beginning of the year balance, revenues collected (itemized), expenses incurred (itemized), and end of the year balance.
· Anticipated budgets must be provided to boosters and parent support groups at the beginning of the season.  
















Financial Transparency Sheet –Recommended to be used 
	 
	 Budget : EXPENSES

	
	
	
	
	
	
	



	
	

	
	Equipment
	Estimated
	Actual
	
	Actual Cost Breakdown
	 
	

	
	 
	
	$300.00 
	
	 
	 
	

	
	 
	
	 
	
	 
	 
	

	
	 
	
	 
	
	 
	 
	

	
	 
	
	 
	
	 
	 
	

	
	Total
	$710.00 
	$300.00 
	
	 
	 
	

	
	
	
	
	
	 
	 
	

	
	uniforms
	Estimated
	Actual
	
	 
	 
	

	
	 
	$200.00 
	$210.00 
	
	 
	 
	

	
	 
	$150.00 
	 
	
	 
	 
	

	
	 
	$75.00 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	Total
	$425.00 
	$210.00 
	
	 
	 
	

	
	
	
	
	
	 
	 
	

	
	coaches stipends
	Estimated
	Actual
	
	 
	 
	

	
	 
	$500.00 
	$800.00 
	
	 
	 
	

	
	 
	$500.00 
	 
	
	 
	 
	

	
	 
	$500.00 
	 
	
	 
	 
	

	
	Total
	$1,500.00 
	$800.00 
	
	 
	 
	

	
	
	
	
	
	
	
	

	
	trny entries
	Estimated
	Actual
	
	Estimated vs. Actual
	 
	

	
	 
	$200.00 
	 
	
	 
	 
	

	
	 
	 
	 
	
	
	 



	 
	

	
	 
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	Total
	$200.00 
	$0.00 
	
	 
	 
	

	
	
	
	
	
	 
	 
	

	
	Misc
	Estimated
	Actual
	
	 
	 
	

	
	 
	$600.00 
	$800.00 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	Total
	$600.00 
	$800.00 
	
	 
	 
	

	
	
	
	
	
	 
	 
	

	
	travel
	Estimated
	Actual
	
	 
	 
	

	
	hotels
	$300.00 
	$500.00 
	
	 
	 
	

	
	bus
	 
	 
	
	 
	 
	

	
	meals
	 
	 
	
	 
	 
	

	
	misc
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	 
	 
	 
	
	 
	 
	

	
	Total
	$300.00 
	$500.00 
	
	 
	 
	

	
	
	
	
	
	 
	 
	

	
	banquet
	Estimated
	Actual
	
	 
	 
	

	
	Ribbons/Plaques/Trophies
	$200.00 
	$300.00 
	
	 
	 
	

	
	Food
	$500.00 
	 
	
	 
	 
	

	
	Gifts
	 
	 
	
	 
	 
	

	
	Total
	$700.00 
	$300.00 
	
	 
	 
	

	
	
	
	
	
	
	
	

	
	Total Expenses
	Estimated
	Actual
	
	
	
	

	
	
	$4,435.00 
	$2,910.00 
	
	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	



Corporate Sponsorship Plan:
1. All Recognition of Sponsorship must be approved by the building principal and athletic director
2. Recognition will be limited to the following:
a. An approved banner to be hung at specific events. (not to be permanently hung)
b. Website links from the OTHS Athletics web-site 
c. Camp flyers (per individual programs)
d. T-shirts (per individual programs)
3. There will be no permanent banner recognition.
4. Areas in which the temporary banners will be hung must be pre-approved.





__________________________________ 	______________________________________
Cory Patton, Athletic Director			Rich Bickel, OTHS Principal







Courage is not defined by those who fought and did not fall,
but by those who fought, fell, and rose again!


Estimated	Equipment	uniforms	coaches stipends	trny entries	Misc	travel	banquet	710	425	1500	200	600	300	700	Actual	Equipment	uniforms	coaches stipends	trny entries	Misc	travel	banquet	300	210	800	0	800	500	300	
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