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CONSTITUTION

1. All Booster Clubs shall have a written constitution and shall maintain updated
by-laws that pertain to their organization, function and procedures.

2. The Thousand Oaks High School Athletic Department will provide assistance for newly
organized clubs as well as sample constitutions and by-laws.

3. All Booster Clubs must adhere to the organizational and procedural guidelines that

have been established by the school, district and state educational policies and
regulations.

BOOSTER CLUB RELATIONS WITH COACHES/ADVISORS

Coaches/Advisors will be expected to be supportive of program and coaching staff, to
communicate the needs of their teams/groups and to work closely with the respective Co-
Curricular Booster Clubs to help devise ways to achieve their goals. Boosters should
always check beforehand with the coach/advisor before planning an activity.

Booster Clubs should not expect the coach/advisor to assume the “leadership” role in the
handling of major fundraising activities. Thé coach’s/advisor’s job is to prepare your sons
and daughters for co-curricular participation. Parents are reminded that their duties with
Booster Clubs do not entitle them or their children to any privileges within a team/group;
neither should Booster Ciub officers have undue influence with a coach.

REAUTHORIZATION APPLICATION

o Due to the Athletic Office by October 4, 2013

o The following documents must be included in your packet for it to be accepted:
1. Completed Application with necessary signature

2. Annual Financial Statement for the 2012/13 school year

3. Annual Proposed Budget for 2013/14 school year

4. Booster Club Minutes that document approval of the Annual Proposed Budget

5. Annual Audit Report

6. Copies of all Checking and Savings Account Bank Statements covering periods
of July 1, 2012 through June 30, 2013. Statements must include copies of
checks for this period of time.




FINANCIAL GUIDELINES

10.

11.

Because financial support is often a major function of Booster Clubs, certain rules and
procedures shall be established and these will include the following:

Separate Fiscal Tasks: One person should be responsible for opening and reviewing
all bank statements and a different person reconciling the bank account.

Check Signing: Require a minimum of two signatures for every check issued.
Immediately update the bank check signing card after booster officers have changed.
Checks should only be issued after they have been approved by the Booster club.

Don’t pre-sign checks

Don’t issue checks pavable to CASH. If cash is needed to set-up a "cash drawer" for
making change at an event, issue a check payable to the Treasurer's name (or the name
of another responsible member), who would be responsible for setting up the cash
drawer at the event,)

No dishursements should be made from cash collected. Instead, have someone pay
for the goods or services and then submit a receipt for reimbursement at a later time.

Treasurer’s Report: Treasurers shall submit both written and oral reports to the booster
club at each meeting. The reports should include up to date information regarding
current year-to-date revenue and expenses as well as information regarding upcoming
fundraisers (complete revenue potential form).

Cash Receipts: Each booster club should have clear procedures for counting and
reporting cash receipts.

An independent audit or financial review must be conducted by someone who has
experience in accounting and/or bookkeeping. This audit shall cover the period from
July1® to June 30. Audit form must be submitted with your Reauthorization Application.

Records and receipts of expenditures and collections should be kept orderly and
easily accessible.

Annual Tax Audit: Please submit your annual tax audit to the Athletic Office by March
11, 2014. This audit shall cover the period from January 1% to December 31%. Each
booster club must submit this audit on the form (Bank Reconciliation Form) provided in
this handbook.

Adherence to school, district and state policies and regulations : Adherence to the
school and district policies and procedures when gifts or donations of funds or
equipment are made. Work with site administrators any time your Booster Club makes a
donation to assure district policies are followed.
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10.

11.

A FEW DO’S AND DON'TS FOR BOOSTERS

Please DO hold banquets and Booster meetings on campus, in accordance with school

policy.
Please DO NOT hold functions (other than Board meetings) in private homes.

Please DO feel free to decorate for banquets.
Please DO NOT leave any decorations in place when the banquet is concluded.

Please DO use blue painter’'s tape for posters and decorations.
Please DO NOT use strapping tape, duct tape, masking tape, scotch tape, or any other
material that will remove paint or damage walls.

Please DO coordinate fundraising efforts through the Athletics Office, and complete
facilities use requests through Activities Office for all events.

Please DO NOT directly compete with other Booster Clubs in fundraising efforts (or sell
similar products or services for less than another club is currently offering).

Please DO use available snack bars during your club’s season of sport, and check out a
key from Athletics.

Please DO NOT leave ANY FOOD OR PADLOCKS in the snack bar at the end of the
season, and DO NOT forget to turn in the key promptly.

Please DO generate mailing lists that include all team members.
Please DO NOT release names, addresses, or telephone numbers without specific
permission being granted.

Please DO complete a Coach’s Pay Agreement (in Appendix pg. 12) for any coaching staff
members whose stipends will be paid through Booster funds.
Please DO NOT pay any coach directly; wait to be billed by the district instead.

Please DO raise funds as needed to support your program, and deposit funds raised
through the efforts of adults into Booster Club accounts.

Please DO NOT keep funds raised by student labor (e.g., car wash) in Booster Club
accounts. Instead, have these funds deposited into the Club/ASB account immediately
after the fundraiser is completed.

Please DO notify the Athletics Office promptly when officers change.
Please DO NOT forget to include contact information as well.

Please DO obtain approval from the Assistant Principal/Athletic Director, for all fundraising
activities, the use of “TOHS,” “Lancers,” and Lancer wear or merchandise.
Please DO NOT forget to get this approval in writing.

Please DO follow all procedures and meet the deadlines for reauthorization and taxes.
Please DO NOT neglect this so the district does not close your club and seize your funds.



CONEJO VALLEY UNIFIED SCHOOL DISTRICT
INSTRUCTIONAL SERVICES DIVISION

PARENT SUPPORT/BOOSTER ORGANIZATION
APPLICATION FOR REAUTHORIZATION ~ YEAR 2013/2014

Name of Organization:

Booster Club Taxpayer ldentification Number:

N

Current Officers: NAME ADDRESS City zZiP PHONE

President/Chair:

Vice-Pres./Chair:

Secretary:

Treasurer:

Other:

=<
m
[92]

Since the last approval:
Number of students served by this Booster Club:
Has the mailing address changed?
New address:
Has the organization changed 501c3 status?
Have the audit procedures changed?
Has the Constitution been amended?
Have the Bylaws been amended?
Did the organization directly pay wages to anyone since last November?
Will the organization ask the District to hire or pay wages to anyone?
Will the organization pay wages to anyone directly from organization funds?
Does the organization have any unpaid debts or loans?
ATTACH information/documentation for each “YES” listed above

HHTHT | e

T

ATTACH the following items and submit to the school principal (see attached samples)
Annual Financial Statement for July 1, 2012 through June 30, 2013, including beginning balance,
specific actual income & expenses, and ending balance.

[] Annual Proposed Budget for July 1, 2013 through June 30, 2014, including beginning balance, specific
projected income & expenses, and ending balance.

[] Annual Audit Report and copies of corresponding Checking and Savings Account Bank Statements
cavering periods of July 1, 2012 and June 30, 2013 for all of your booster club accounts. Please
include copies of the checks when you submit your statements.

[C] Booster Club meeting Minutes that document approval of the Annual Proposed Budget

L] One copy of the booster clubs 2012 Federal and State tax forms.

I understand and agree that ali officers of this booster club are expected to:

(1) appropriately support all staff who have responsibility for the program or activity being supported by this booster club,
(2) appropriately support all student participants, and

(3) to promote appropriate, supportive behavior and sportsmanship among all members of the booster club.

I have examined this application and to the best of my knowledge it is true, correct and complete.

Date Officer Signature Name (typed or printed) Current office held

School Use:
| support this Application for Reauthorization:

Date Principal’'s Signature Name (typed or printed)

FORWARD S/GNED PACKET TO THE DIRECTOR OF ELEMENTARY OR SECONDARY EDUCATION
BY OCTOBER 1, 2013




School
Booster Club

Annual Propoesed Budget
2013/2014

Starting Balance Date:  July 1,2013 3 - ) ,
(The ‘Starting Balance’ should equal the ‘Closing Balance' from the Annual Financial Statement and Total Club Assets from the ‘Annual Audit Report’)

Income Expense

Parent and Family Donations $ - 3 - $ -
Private and Business Donations $ - $ - 3 -
Program Ads and Sales 3 - $ - $ -
Sponsors Signs and Banners 3 - 3 - 3 -
Snack Bar and Food Sales 3 - $ - $ -

Fundraiser $ - $ - 3 -

Fundraiser $ - $ - $ -

Fundraiser $ - $ - $ -
Banquet Ticket Sales $ - $ - $ -
Bank Savings Account Interest $ - $ - $ -
Other income $ - $ - $ -
Uniforms, Jackets, Bags $ - $ - $ -
Equipment (Team & Field) $ - $ - $ -
Equipment (Training & Practice) 3 - 3 - $ -
Field Repair and Maintenance $ - $ - 3 -
Transportation and Bus Expenses $ - $ - 3 -
Tournaments and Competitions $ - 3 - $ -
Overnight Trip Expenses $ - $ - $ -
Clinics and Camps (Team) $ - $ - $ -
Team Parties and Get-Togethers $ - $ - 3 -
Awards and Gifts $ -+ $ - 3 -
Pictures and Videos $ - $ - $ -
Publicity and Media $ - $ - $ -
Bank Charges and Service Charges $ - 3 - $ -
Supplies, Postage and Misc. Exp. $ - $ - $ -
*Coaches Pay (Paid to District) $ - 3 - $ -
Coaches Training and Certification $ - $ - $ -
Scholarships and Donations 3 - 3 - $ -
Federal and State Registration Expenses § - 3 - $ -
Banquet Expenses $ - 3 - 3 -
Other $ - $ - 3 -

Total Income/Expense $ - $ - $ - 8
Totals for the Year (Net Gain or Loss) 3 - 3 - 3 - Numbers should match

:

Closing Balance Date:  June 30, 2014

1, hereby submit this Annual Proposed Budget to the Booster Club for approval:

Date Completed: Treasurer's Signature:

Date Adopted: President's Signature:

*Coaches must be paid by District. Ask the Assistant Principal of Athletics at your school for details.
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Instructional Services Division

Booster Club Application Checklist

Parent Support/Booster Organization Name:

Application needs quantity of students served by organization

Application missing signature(s): ] Officer ] Principal

Revise Application:

Attach detailed current year Budget reporting beginning & ending balances, and budgeted income
and expenses

Attach prior year's Financial Statement reporting beginning & ending balances, and actual

income and expenses
¥ €
Attach an Annual Audit Report prepared by someone other than an officer of the club

Attach copy of Booster Club’s Federal and State tax forms.
Organization cannot pay wages directly to anyone; however, it can ask the District to hire
individuals and then bill the organization for the actual expense. Revise application, accordingly.

Explain difference:

(report) balance dated =3
(report) balance dated =%
Explain difference: 3

Explain

Explain

Other
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Other ltems

o As areminder, the Lancer Booster Club is a Code Section 501(c)(3) charitable
organization. Please be sure that your literature states that donations to the booster
club are tax-deductible to the extent permissible by law (usually this is the amount above
the fair market value of any goods or services received). For example: your club holds a
dinner event and tickets are $100 per person, but the catering cost for each person is
$30. Only $70 is tax-deductible. When issuing receipts it is important to include the tax
identification number of the Lancer Booster Club for your patrons: #35-6153775.

* Please be sure that the person who completes the financial report signs the report and
gives us a daytime telephone number where he or she can be reached. We understand
that the booster clubs may change officers in the middle of the calendar year, and
consequently the financial reports submitted may be a combination of two different
treasurers. However, we must be able to contact someone to answer any questions or
help us solve any problems that we encounter.

e Required disclosures: if your booster club pays any related parties (any person or
vendor related to any of the officers or directors of your club) for any services, please
provide the name, date of transaction, amount and relationship to the related party
(officer or director). '

e For easier record keeping, we recommend that you use an accounting software to keep
track and manage your booster’s transactions, like Quickbooks or Quickbooks Online by
Intuit.

e Feel free to call our office if you have any questions about the preparation of your
reports or questions regarding accounting for your booster club.
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CASH BALANCES

BOOSTER CLUB

Cash Balances
For the period January 1, to December 31,

Balance at Beginning of Year:
Cash in Checking
Cashin Savings
Petty Cash
Scrip Account

Cash Balance at Beginning of Year:

Adds Cash Receipts:

Subftract Cash Disbursements::

Balance af End of Year:
Cash in Checking
Cash in Savings
Petty Cash
Scrip Account

Cash Balance at End of Year:

Page 2 of 4
Appendix
2.




BOOSTER CLUB
CASH DISBURSEMENTS
FOR THE YEAR ENDED DECEMBER 31,

Description

Amount

Awards/Trophies/Gifts

Bank Charges

Banguets & Meals

Coaches Expense

Clinics/Camps

Equipment (Large $500 or more)

Eguipment (Small - less than $500)

Field Maintenance

Hospitality

Insurance

Maintenance

Meetings

Membership Dues & Fees

Office Supplies/Postage

Pictures

Printing & Publication

Publicity

Refunds

*

Scholarships

Supplies :

Telephone

Transportation

Tournament Expense

Uniforms

Weight Room

Fundraising:

Programs Exp (Related to Business Ads)

Programs Exp (Related 1o Individuals)

Programs - Other Expense

Candy

Car Wash

Food/Restaurant Nights

Garage Sales

Golf Tournament

Lancer Palooza

Raffles

Snack Bar

Scrip

Signs Exp (Related o Businesses)

Signs Exp (Related to Individuals)

T-Shirts/Sweatshirts

Xmas-Trees

Other Fundraising Expenses:

Miscellaneous (Describe):

Total Cash Disbursements:

¥

Need ltem purchased, date, amount, who owns

*

Need date given, amount! RERRIh

Appendix
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Authorizations granted under this policy shall be valid for up to one (1) calendar
year. Requests for continuing authorizations by groups that remain in operation
throughoui the school year together with the previous year's financial statement
showing all expenditures and all income from fundraisers are to be submitted by
November 1 to the principal of the school, who will forward them to the Director,
Secondary Education. Organizations that operate only in relation to a season of
sport or other specified co-curricular period must submit their request and
previous season’s financial reports thirty (30) days prior to the first scheduled
activity in the program if they do not request annual continuing authorization.

Funds raised by any of the organizations governed by this policy are to be used
only to finance the program(s) supported by that organization.

Upon receipt of a written request for approval of an expenditure, the
principal/designee will respond within five (5) working days, including an
explanation if approval is denied. In the event of an emergency need for an
expenditure, the principal will respond promptly. In his/her absence, an
administrator at the site will be designated to make such decisions. In the
principal’s/designee’s absence, the Superintendent or his/her designee will act
on such requests.

If a designee is necessary, the principal will appoint someone who will serve
consistently for that organization.

1t shall be the prerogative of the Superintendent, upon the recommendation of the
principal, to recommend to the Board the disassociation of the school from any
organization at such time as he/she determines that the organization no longer
Jfunctions in the best interests of the students, the school, and/or the District.

The Superintendent may request authorization firom the Board of Education fo
audit the financial records of an organization at any time. The audit may be
conducted by District personnel or by a CPA, at District expense. Groups
operating under this policy must permit an audit, if authorized by the Board of
Education.

Any booster organization’s programs, fundraisers, or other activities which use
school facilities shall be authorized by the principal or his/her designee and
conducted according to Board of Education policy, administrative regulations
and the rules of the sponsoring school, and District Civic Center procedures.
(Education Code 51521)

All booster organizations shall comply with the following:

1. Booster organmization funds are not to be co-mingled with student body
funds.

2. Student participation in fundraising activities will be governed by
provisions of Education Code 51520.

3. The proceeds of fundraising may not be used jfor any expenditures
prohibited by Education Code provisions.

4. A seller’s permit must be secured if any goods are purchased for resale,
and the required sales tax must be paid.

Appendix
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A use tax must be paid when items purchased from a retailer are used or
consumed for which the tax has not been paid to the retailer at the time of
purchase (usually applicable to out-of-state vendors).

6. School employees shall not sign checks on behalf of parent groups or
booster organizations, when the program(s) or the team(s) for which they
have any responsibility will benefit directly from the parent organization.
This does not restrict other school employees from performing this
function.

All booster organizations must have the following insurance coverage:

1. Liability Insurance. The District will provide liability insurance protecting
the organization and the District, for all qualified parent support groups,
excluding Bingo operations.  Organizations will be eligible for this
coverage upon receiving Board of Education authorization to operate as
an approved parent support organization.

The coverage will be in effect for up to one (1) calendar year, unless the
authorization granted under this policy is revoked, at which point District-
paid insurance coverage will be terminated.

2. Worker’s Compensation.  The organization must provide Worker’s
Compensation Insurance if the organization has hired any employees.

In addition, the following may be desirable, as the District does not
provide this coverage: 1

3. Fire and/or Theft Insurance.
4. Bond Protection Insurance.

Purchased items or equipment must be donated to the school for District
inventory, meeting the District’s donation policy stipulations.
(cf. 3290)

All transportation arrangements for students shall be made in accordance with
Board of Education policy and administrative regulations and approved by the
principal or his/her designee.

(cf- 5131.1)

(cf6153)

Parent and/or booster organizations shall secure approval from the District
Personnel Office for any individuals brought in to work directly with District
Students.

If a booster organization does not agree with a decision relating to any of the
provisions contained in this policy, the organization may appeal this decision in
writing to the Superintendent or his/her designee.

One-time Fundraising Activities. Any individual(s) wishing to sponsor a one-
time fundraising event for the benefit of the District or its students will be
required to comply with the District’s Civic Center permit procedures. No other
provisions of this policy will apply. Should the same individual(s) decide to
organize further fundraising activities during the same school year on behalf of
the District or its students, they will need to meet the provisions of this policy.

Appendix
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(cf. 1330 - Use of School Facilities)

Requests for subsequent authorization shall be presented to the Superintendent or designee annually, along with a
financial statement showing aii income and expenditures from fund-raisers. If the Superintendent or designee -
proposes to deny the request for reauthorization, he/she shall present his recommendation to the Board for
approval.

Upon consent of the Superintendent or designee, school-connected organizations may use the school's name,
school team's name, or any logo attributable to the school or district.

School-connected organizations are prohibited from hiring or directly paying district employees. Organizations
may make donations to the district to cover the costs of additional employees, but only if such positions are
approved in advance by the Board. At their discretion, employees may volunteer to perform activities for school-
connected organizations during non-working hours.

(cf. 4127/4227/4327 - Temporary Athletic Team Coaches)

CSBA (9/90 12/90) 7/07
CVUSD (5/07) 6/08

Appendix
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SAMPLE BY-LAWS FOR

SCHOOQL-CONNECTED PARENT SUPPORT OR BOOSTER ORGANIZATIONS

(Suggestions pertaining to different types of groups are included in parentheses)

ARTICLE 1.

ARTICLE 2.

*ARTICLE 3.

ARTICLE 4.

ARTICLE 5.

NAME: The name of this organization shall be the Thousand Oaks
High School (name of organization ), a non-profit organization.

OBJECTIVES:

Section 1. To induce and stimulate parent and student participation in the
extra-curricular activities of (name of organization), and to establish a fund
from which the aforesaid activies may be provided with equipment,
materials, supplies and financial support not available through school funds.

Section 2. To carry on activities and business consistent with the foregoing
purposes which are deemed appropriate by the executive board of the
organization.

POLICIES: :

This organization shall be non-commercial, non-sectarian, non-partisan, and
shall not engage in any activities other than those deemed necessary to
accomplish the stated objectives. All provisions of Conejo Valley Unified
School district Policy 835 Other School-Connected Parent Support or Booster
Organizations will be implemented by the organization.

MEMBERSHIP AND DUES:

Section 1. Membership is open to all parents, guardians, teachers and
patrons of (name of organization). Memberships are available throughout
the year. (It is advisable to establish and stipulate a procedure for maintaining
membership lists).

Section 2. Annual membership dues, if any, shall be determined by the
executive board.

Section 3. No member shall have any right or interest in any of the property
or assets of this organization.

OFFICERS AND THEIR ELECTION:

Section 1. The officers of this organization shall be: President, Vice-
President, Secretary and Treasurer. (minimum of two officers —no
maximum).

Appendix
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ARTICLE 7.

ARTICLE 8.

ARTICLE 9.

ARTICLE 10.

ARTICLE 11.

Revised and/or approved

-

BUDGET AND FUND-RAISING:

Section 1. The annual budget of the organization shall be approved by a
majority vote of attending members at the first regular meeting of the school
year as formulated by the executive board and submitted to the principal.
Modification of the budget shall be approved by a majority vote of attending
members as an executive board meeting.

Section 2. All major fund-raising activities of the organization shall be
approved by a majority vote of attending members at any executive board
meeting.

Section 3. Annual audits will be conducted.

MEETINGS,; Regular meetings shall be held (must stipulate number) times a
year. Meetings will be conducted under Robert Rules of Order. Each sub-
group, if applicable, will be entitled to one (1) vote. No proxy votes will be
accepted. (Membership and voting criteria should be established and
stipulated in this section.) !

TITLE IX. 1t is the policy of organization, in compliance
with Title IX of the Education Amendments of 1972, not to discriminate on the
basis of sex in its programs and activities.

DISSOLUTION: Upon the dissolution of the organization, the executive
board shall, after paying or making provision for the payment of all of the
liabilities of the organization, distribute all of the assets of the organization to
the program the organization supported or to any other school program
designated by the organization.

AMENDMENTS. These by-laws may be amended by a two-thirds vote at any
regular meeting, provided notice to members has been given previously.
(Establish procedure and include in this section.

(fillin date)

President’'s Signature ' By-laws Chair (if any)

Appendix
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BOOSTER CLUB/CHARTER BUS PAY
AGREEMENT

We, the Booster Club of Thousand Oaks High
School, agree to pay the difference between a standard Durham Bus and the
actual cost of the Charter Bus. We understand that prior
contracts/confirmations from the Charter Bus Company are estimates and
that no exact total can be determined until after the trip has been
completed, calculated, and billed by the Transportation Specialist. We
further understand that billings for the trip may be sent considerably later
than when the trip was taken, often 3-12 months later.

We understand that we will be billed for this service from the Conejo Valley
Unified School District Accounting Department and will submit payment.
directly to them.

(Booster Club) (Trip)
President
(Signature) (Date)
Treasurer
(Signature) (Date)

Athletic Director

(Signature) (Date)

C: Booster Club President
Athletic Director
Appendix
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