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Sport Specific Treasurer Information

Introduction

Thank you for volunteering to be the Treasurer for your sport. The
Treasurer and the team Booster Liaison (designated by the coach) are
your sport’s representatives to the General Booster Club and play a
critical role in the healthy functioning and communication between the
General Booster Club and the team. We hope you find the Treasurer
position both rewarding and fun and this handbook is designed to assist
you in effectively performing the duties and responsibilities of the role.

About the Ponte Vedra Sharks Booster Club, Inc.

The mission of the Ponte Vedra Sharks Booster Club, Inc. (PVSBC),
also referred to as General Boosters, is to lend moral, physical and

financial support to all athletic programs and events at Ponte Vedra High
School (PVHS).

The St Johns County School District does not fund sports teams at
PVHS. As aresult of this, the funding of sports teams rests with both
the specific sports teams and the General Boosters.

The PVSBC is a 501(c)(3) non-profit organization and maintains this
status for all the sports teams at PVHS. In order to maintain this status,
the PVSBC files required annual tax forms (e.g., Form 990), maintains
and Authorization to Solicit through the state of Florida and is registered
as a corporation with the Florida Department of State. All of these
documents are available for review.



The raising of funds and sharing of costs to maintain sports teams at
PVHS is depicted in the table below (please note that is not a

comprehensive listing):

General Booster Support

Revenue Expenses
St. Johns County School District | Taxes School Property
Lights
PVHS Athletic Department Player Fees Security
Ticket Fees Officials

In District Transportation
Ambulance

Team Supplies

Sport Facility Improvements

General Boosters

Booster Membership Fees
Fundraising

Field Maintenance

Field Lining

Sport Facility Improvements
AD Support

Concession Hardware
Special Projects / Needs
Taxes & Insurance

Specific Sport Team

Booster Membership Fees
Player Fees

Fundraising

Concessions
Sponsorships

Uniforms

Supplies

Team Banquet

Out of Town Transportation




General Information

The PVSBC fiscal year is from July 1 through June 30.

At the beginning of the fiscal year, all specific sport teams are subject to
a 85/15 revenue sharing percentage with the General Boosters. Any
sponsorship, fundraising, contributions and program sales dollars earned
will have 85% of the funds raised allocated to the specific team and 15%
of the funds raised will be allocated to the General Boosters.

The 85/15 revenue sharing percentage is effective until 75% of the
team’s roster has joined the PVSBC. When 75% of the team’s roster
joins the PVSBC, the revenue sharing percentage changes to 90/10 and
that change 1s retroactive to July 1. All funds raised by the team will be
reallocated to reflect this change in the revenue sharing percentage.

When an athlete’s family joins the PVSBC, a significant percentage of
the membership fees are allocated directly to the team and are accounted
for as “player fees.” You can review the amount of PVSBC membership
fees allocated specifically to the team and Booster Club at the PVSBC
website www.pvsharksbc.com. Booster Club memberships are recorded

in the PVSBC accounting system so that a record of memberships
applicable to a team can be tracked.

Revenue sources applicable to revenue sharing include banner sales,
contributions, sponsorships, program and ad sales as well as fundraisers
(e.g., car washes, discount cards, etc.)

Revenue sources not applicable to revenue sharing include uniform and
apparel sales, banquet ticket income, concessions and team participation
fees.


http://www.pvsharksbc.com/

Sport Specific Treasurer Duties

e (Coordinate with the specific sport team Booster Liaison and Coach
to develop budgets, fund raising opportunities and expectations.

e If necessary, identify roles and individuals to support the team.
These roles include, but are not limited to a fundraising committee,
apparel sales, team meals and communications.

e Track team PVSBC membership records (with assistance from the
PVSBC Membership Director).

e Maintain copies of deposits and check requests.

e Review specific team monthly Balance Sheet and Profit and Loss
statements. These statements are emailed monthly.

Funds Deposit Guidelines

e Always include a completely filled in General Deposit Form with
each deposit request. Any General Deposit Form not completely
filled in will be returned to you so that all of the required
information is obtained. The General Deposit Form can be found
on the PVSBC website in the Downloads > Booster Treasurer
Forms section or by using the following link: Booster Treasurer

Forms

e All checks must be made payable to the “Ponte Vedra Sharks
Booster Club” or “PVSBC.” We cannot accept checks made out to
you personally.


https://www.hometeamsonline.com/teams/default.asp?u=PVSHARKSBC&s=htosports&p=custom&pagename=Booster+Treasurer+Forms
https://www.hometeamsonline.com/teams/default.asp?u=PVSHARKSBC&s=htosports&p=custom&pagename=Booster+Treasurer+Forms

e Deposits that contain only checks may be delivered to the All
Sports Treasurer at the following address:

Ken and Dawn Kroog | 274 Cape May Ave 904.874.4189 (Mobile)
Ponte Vedra, FL 32081

e The PVSBC uses Wells Fargo for banking transactions. Any fees
charged by Wells Fargo due to checks returned for insufficient
funds will be charged directly to the team that requested the initial
deposit.

e If any deposits contain cash, you must meet the All Sports
Treasurer at a Wells Fargo branch so that there is no discrepancy
with the amount deposited.

Check Request Guidelines

e Always include a completely filled in Check Request Form with
each deposit request. Any Check Request Form not completely
filled in will be returned to you so that all of the required
information is obtained. The Check Request Form can be found on
the PVSBC website in the Downloads > Booster Treasurer Forms
section or by using the following link: Booster Treasurer Forms

e Plan Ahead! Please allow 7-10 days turn-around on any payment
requests. Payments are directly mailed to vendors from the
PVSBC accounting software system. If you need a rush payment
processed or a check delivered in person, contact the All Sports
Treasurer at the address and phone number provided above. Please
note that it may not be possible to manually provide a check in a
timely manner.


https://www.hometeamsonline.com/teams/default.asp?u=PVSHARKSBC&s=htosports&p=custom&pagename=Booster+Treasurer+Forms

e Check requests with all required documentation may be emailed to
the All Sports Treasurer at: PVSBCSportsTreasurer(@gmail.com
Please separately email check requests for each required vendor.
Do not include multiple Check Request Forms (and the supporting
documentation) for multiple vendors in the same email.

e Important - At no time should a check request be submitted for a
coach of a team. This policy is required so that there is never a
question about the PVSBC paying a coach for his/her services as a
coach. A coach should not make any purchases required for the
team. All team purchases should be made via a Check Request
Form and payment submitted directly to the vendor or parent who
provided the goods or services.

e The justification for the expense and its documentation is included
in the PVSBC accounting system however, you should keep all
documentation submitted for check requests until the end of the
subsequent fiscal year. For example, all check requests and their

supporting documentation made between July 1, 2024 and June 30,
2025 should not be disposed of until after July 1, 2026.

Other Information

e The PVSBC maintains a PayPal account which is useful for
collecting payments for team fees, camps, fundraising, etc. This is
the preferred method of collecting fees because documentation is
automatically created for transactions. Funds collected through
PayPal are deposited into our Wells Fargo accounts and posted to
the applicable team in the accounting system. Please contact the
PVSBC Treasurer if you would like a PayPal link created for a
specific purpose. Note that there is a fee applicable to all
transactions processed through PayPal.


mailto:PVSBCSportsTreasurer@gmail.com

e The PVSBC has purchased numerous iPads and Square point of
sale hardware to assist with concession sales and has contracted
with Verizon wireless for the cellular service required. Check with
the Athletic Director when the iPads and Square hardware are
required for concession sales.

e The PVSBC maintains a website updated with information you
may find useful in your activities as a Sport Specific Treasurer. The
PVSBC can create registration pages for camps, fundraisers,
sponsorships, etc. that may be useful for your revenue generating
activities. Please reach out to the PVSBC point of contacts (see
below) for additional information.

e The PVSBC Board consists of the President, Vice-President,
Treasurer, Secretary and Past-President and is also supported by
individuals providing communication and membership support as
well as an All Sports Treasurer to assist you with your duties and
responsibilities. The names of the individuals in these positions
and a contact email address to send any questions can be found on
the website at PVSBC Points of Contact .



https://www.hometeamsonline.com/teams/default.asp?u=PVSHARKSBC&s=htosports&p=custom&pagename=Booster+Board

