NOTICE TO ALL COACHES

ALL ITEMS NEEDED MUST BE DISCUSSED WITH THE ATHLETIC DIRECTOR.
IF IT IS AGREED THAT THE ITEMS ARE NEEDED, THE ATHLETIC DIRECTOR WILL ORDER THE ITEMS FOR YOU AND HAVE THE ITEMS CHARGED TO THE ATHLETIC DEPARTMENT.  COACHES DO NOT HAVE THE AUTHORITY TO HAVE ITEMS CHARGED TO WAYNE TRACE LOCAL SCHOOL ACCOUNTS WITHOUT A PURCHASE ORDER ISSUED THROUGH THE CENTRAL OFFICE.
IF ITEMS ARE CHARGED TO WAYNE TRACE LOCAL SCHOOL ACCOUNTS WITHOUT PRIOR AUTHORIZATION, THE COACH WILL BE PERSONALLY RESPONSIBLE FOR THE ITEMS CHARGED.
If you plan on purchasing items that the students will pay for and keep you must follow the regular purchasing procedures.   

1. Complete a requisition with both estimated quantity and cost to receive a Purchase Order.  

2. As monies are collected complete an activity fund receipt form and turn into the school secretary.  (see AD for your code)

3. You, as the coach, are responsible for insuring that all funds are collected and deposited to cover the cost of the purchase.
4. When all funds are deposited submit Purchase Order with a copy of the vendor invoice plus packing slips to get a check written to pay the vendor.
****All appropriate forms can be found online at www.waynetrace.org  under 

Staff – Employee Forms – Coach/Advisor Forms

I have read and understand the above notice and will abide by it’s contents.___________(initial)

Enclosed you will find the following:

NOTICE TO COACHES

CONTRACT-2 copies (1 copy to sign and send back and 1 copy for you to keep)

I have received all of the above notices.
_________________________________________

_______________


Signature





        Date

NO SALARY PAYMENTS CAN BE MADE UNTIL THIS FORM AND YOUR CONTRACT ARE SIGNED AND RETURNED TO THE TREASURER’S OFFICE.

