Spirit Wear, Yard Signs & Decals Coordinators
Short Description: (These two roles can be completed by one coordinator or two, but in the past, one coordinator has handle both roles)
Spirit Wear Coordinator: Responsible for organizing the sale of spirit wear during schedule pick-up, open house, and other after-school events. This includes working with the vendor, organizing the sales campaign, and distributing the merchandise.
Yard Sign and Decals Coordinator: Two times a year, our parents have an opportunity to order spirit yard signs and window decals. This coordinator will be responsible for organizing all sales.

Time Commitment:

More effort required at the beginning of the school.
Detailed Description: 
-May: Confirm colors and other parameters with Principal. 

-May: Obtain ideas, feedback and suggestions from Rice Students.

-May: Develop those ideas into spirit wear, athletic wear and yard sign/decal designs.

-May:Work with vendor to render designs and proivde costs and timing, Vendor we've used is Adero Promotions, Rep's name is April Tauch 469-586-6800 or april@aderopromotions.com. They are awesome! And will not charge shipping to keep pricing down. 

-May: Present designs to Principal and other board members, make revisions accordingly.

-May: Principal shows designs to staff and I always offer to take pre-orders for teachers that want spirit wear before school starts.

-May: Meet with coaches to get athletic wear shirt and jersey designs approved.

-May: estimate quantities by design by size (rule of thumb is that about 1/3 of the school population will buy but I've also tracked what we've sold over the past two years and it seems to be a little more than that).

-May: Submit plan of work and request budget approval to purchase first spirit wear order by July 1.

-July: Place order with vendor, receive and approve artwork and order confirmations. Develop order forms. 

-July: Provide artwork and order forms for website.

-August: Receive spirit wear from vendor, sort and fold apparel and rebox for schedule pick up, deliver boxes to Rice (spirit wear is stored in the Janitor closet by the stage in the cafeteria).

-August: Secure cash for change, set up table to sell spirit wear, yard signs and decals at schedule pick up. This year we pretty much sold out after 7th grade schedule pick up and had taken money for almost double what we had ordered the year before, so maybe order more for next year. Prepare deposit for treasurer.

-August: Provide samples of spirit wear for school display case. Put order forms in file in front office and one in each teacher box. 

-August: Secure cash for change, set up table to sell spirit wear, yard signs and decals at 6th grade open house. Prepare deposit for treasurer.

-August: provide athletic wear order forms to coaches and confirm when they expect to have assigned football numbers to their students. Follow up with them to make sure numbers are assigned, then put reminder that order forms are due notice in eNews. Collect order forms from office and place football athletic wear orders.

-August: Provide samples of spirit wear and order forms to school store.

-August: Compile first re-order by design and quantity for vendor and place first re-order...receive and approve order confirmations...receive re-ordered apparel.  Place first yard sign and decal order -- have three people proof names before submitting to vendor. 

-September: Label orders with student name and gradeand deliver to Rice office. Principal usually delivers apparel and decals during lunch times and has students pick up yard signs at the end of the day.

-September: Work with Assistant Principal to identify opportunities to sell spirit wear throughout the year -- we do well at choir and band concerts.

-Before Winter Break: compile order forms and place 2nd order.

-Back from Winter Break: provide basketball order forms to coaches. Follow up to confirm numbers are assigned. Send out reminder in eNews that order forms are due and place 2nd athletic wear order. 

-Check for new spirit wear orders once a week.

-After Winter Break, bring out past year spirit wear and sell it at discounted price as vintage wear along with current year designs.

-April events: sell all remaining spirit wear at discounted prices. 

-April: Plan for next school year. 

