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Introduction 

 
On behalf of Riverside Unified School District (RUSD), we would like to thank you for volunteering your time and 

service to an organization which enhances the learning experiences offered in our schools.  It is people like you who 

make a difference in the lives of our students.  RUSD recognizes that the management of a booster club can be very 

challenging.  Every club is an independent, non-profit organization, which must abide by all federal, state and local 

laws that are applicable.  The purpose of these guidelines is to provide a tool for parents and community members 

with pertinent information required to start or continue to operate an authorized school-connected organization 

within our district.   While these guidelines ensure full compliance with the District’s Administrative Regulation and 

Board Policy 1230, they are not intended to be a complete resource for all aspects of the management of a booster 

club or parent organization.   

On our website, you will find numerous resources for additional information, including the required forms for 

operating within RUSD, information about required compliance with various governmental agencies and Frequently 

Asked Questions (FAQs).  We hope that you find these guidelines useful.  If you have any questions, please feel free 

to reach out to the Principal or Assistant Principal of your school who oversees Athletics and Activities.  We are here 

to help. 
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What is a Booster Club?  
 
Booster and parent organizations are composed of parents, community members, and staff members coming 
together for the purpose of supporting specific school activities for the benefit of students, such as athletic 
teams, debate teams, and musical groups. Such groups are commonly referred to as school connected 
organizations. They are an important means of connecting parents and other community members with the 
curricular and co-curricular activities of students. The Riverside Unified School District Board of Education 
welcomes and encourages parental interest and participation. 
 
Booster and parent organizations are legal entities, separate from the school district with which they are 
associated and are not governed by California Education Code.  However, booster and parent organizations do 
not have free access to schools and their students.  The school district governing board and administration 
have, and must maintain, exclusive control and management of its public-school system.  
 
Booster clubs are not to be confused with Associated Student Body (ASB) organizations.  While booster clubs 
are composed of parents and other adult community members, ASB’s are composed of students and they are 
formed for the purpose of conducting activities on behalf of students. As such, ASB groups have been given 
the authority to conduct fundraisers and to spend money for the benefit of students. 
 
All activities and fundraising events that involve the primary participation of students should be conducted 
through the ASB.  The ASB finance office, along with the advisors/coaches and students must follow the 
procedures set by RUSD.   Booster clubs should serve as auxiliaries to the school program and should conduct 
activities and fundraising events involving the primary participation of parents and other adult community 
members.  

 

Forming and Operating a Booster Club 
 
Application for Board Approval 
 
In order to fulfill its legal and fiduciary requirements, the school board requires school-connected   
organizations to submit an application.  Any request for approval must include a completed application with 
all the required documents, which can be found at:  
http://www.riversideunified.org/departments/business_services/booster_clubs___parent_organizations  
 
Authorization shall be granted for a period of one school year (July 1 – June 30).  Requests for subsequent 
authorization must be presented annually.  The District retains the right to revoke authorization if considered 
necessary. 
 
 
 

http://www.riversideunified.org/departments/business_services/booster_clubs___parent_organizations
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Separate Identity of the Booster Club 
 
Booster clubs are legally separate entities from the District and must adhere to certain requirements to assure 
its independence in both fact and appearance.  A booster’s name must not imply any form of responsibility 
on the part of the District, school or ASB.  The booster club must maintain a separate legal address from the 
school and/or the District and must not use the school’s address for correspondence.  The booster club must 
obtain its own Employer Identification Number (EIN) and may never use the District’s EIN number.  The 
booster club must operate its own checking account.  Booster funds may not be co-mingled with the student 
body funds.  Booster organizations are responsible for their own tax status and accounting. The school District's 
tax exempt status and identification numbers are not for booster organization use. 
 
Financial and Tax Matters 
 

There are many federal, state and local laws that pertain to nonprofit entities.  Because the booster club 
is not a legal component of the District, it is the organization's responsibility to be both knowledgeable 
and compliant with all pertinent laws. 
 
Obtaining Tax Exempt Status 
 
Many booster clubs wish to obtain tax exempt status.  The term “tax exempt” generally refers to an 
organization that is exempt from Federal taxes under section 501(c)(3) of the Internal Revenue Code. 
Donations made to tax exempt organizations are sometimes deductible by the donor on his or her 
individual tax return.  However, individual donors should consult their own tax advisor for tax advice.  For 
a booster to provide receipts to donors as a "charitable tax-deductible donation" the organization must 
be officially approved by IRS as a 501(c)(3) tax- exempt organization.  
 
Booster and parent groups are encouraged to contact the Internal Revenue Service and the Franchise Tax 
Board in order to obtain a tax-exempt status for their organization. State and Federal forms and further 
information can be found at the following Web sites: 

 
 
www.irs.gov – The IRS web site has a special link for ‘Charities and Nonprofits’. There you will find 
instructions for applying for tax exempt status, reinstating the organization if it loses exempt status, 
requesting an employer identification number (EIN) and all the forms and instructions for the 
organization’s Federal tax obligations.  There is also a tool to search the status of tax-exempt 
organizations, which is useful if you are unsure if your organization has already obtained Federal tax-
exempt status or if the organization is up to date on its Federal filing obligations.   Specifically, you may 
want to consult IRS Publication 557, “Tax-Exempt Status for Your Organization” which is also available on 
the web site. 
 
www.ftb.ca.gov – An organization that is exempt from Federal income taxation is not automatically 
exempt from California income taxation.  The California Franchise Tax Board (FTB) oversees the collection 
of tax and the tax-exempt status of California businesses.  Their website contains information on filing for 

http://www.irs.gov/
http://www.ftb.ca.gov/
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California tax exempt status and the forms and instructions for maintaining tax exempt status within the 
state.  Download 3500 Booklet, “Exemption Application Booklet” and Publication 932, “Exempt 
Organization Filing and Compliance – General Information”. 
 
https://oag.ca.gov/ - The California Office of the Attorney General (OAG) regulates fundraisers for the 
state and requires nonprofit organizations to register within 30 days of receiving its first asset (for booster 
clubs, the first asset is usually a donation).  Registration is filed on form CT-1.  Annually, booster clubs 
must file form RRF-1.  See the website for more details. 
 
https://www.cdtfa.ca.gov/ - A tax exempt organization is exempt only from income tax.  Booster clubs are 
not sales tax exempt, unless they have filled out the proper application forms and received sales tax 
exempt status from the California Department of Tax and Fee Administration (CDTFA).  Organizations that 
have applied for and received a letter of exemption from sales tax do not have to pay sales and use tax 
when they buy, lease or rent taxable items that are necessary to the organization’s exempt function.  No 
item purchased tax-free by an exempt organization can be used for the personal benefit of a private party 
or other individual.   
 
Any booster club planning to conduct fundraisers involving the sale of goods or merchandise must obtain 
a California seller’s permit. This is true even if the sales are not taxable. This includes, but is not limited 
to, the operation of concession stands, and selling of school spirit clothing or other items.  Booster clubs 
may not use the seller’s permit of another booster club or the District’s sales permit number. Review the 
publication, Tax Guide for Nonprofit Organizations, for further information. 
 
www.rivcoeh.org/Programs/handler_card - The County of Riverside’s Department of Health requires all 
food handlers to obtain a food handler’s card and one person on site must be Serve Safe Certified.  Refer 
to the website for more details. 
 

Liability Insurance 
 
As a benefit to booster clubs, the District has elected to provide general liability insurance through the Auxiliary 
Support Clubs Insurance Program (ASCIP–B).  The program provides commercial general liability insurance 
protection for booster clubs’ non-hazardous events, on and off campus, against third party claims for bodily 
injuries or property damage, subject to certain limitations including exclusion of abuse or molestation claims. 

 
 General liability is limited to $1,000,000 per occurrence with no aggregate limit 
 
 Liquor Liability is limited to $1,000,000 per occurrence with an aggregate limit of $2,000,000 
 
 Third Party Property Damage is limited to $1,000,000 per occurrence ($1,000 deductible) 

 
See the ASCIP-B Boosters General Liability Insurance Coverage Form for important information and excluded 
events and activities. 
It is important to note that ASCIP-B is provided for general liability only.  It does not cover the officers and 
directors of the nonprofit for losses suffered as a result of their wrongful acts, nor does it apply to automobile 

https://oag.ca.gov/
https://www.cdtfa.ca.gov/
http://www.rivcoeh.org/Programs/handler_card
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accidents or damage to your own property.  For those types of coverages, the booster club must purchase their 
own policies independent of the school district.   
For specific questions about ASCIP-B coverage, contact them directly at 562-404-8029. 
 

Fundraising Activities 
 
Programs, fundraisers or other activities sponsored by booster organizations must be authorized and conducted 
according to local board policy, laws, and school rules. As part of the application packet, RUSD requires each club 
to provide a list of proposed fundraising activities on the ASCIP Roster of Activities form.  Each fundraiser should 
be included, whether the fundraiser will be held on or off campus. 

 
The following are guidelines for booster/parent organizations fundraising activities within the District: 

 
 Use of the district or school name in fundraising activities should be approved by the school 

principal or designee and will comply with district policies and state law. 
 

 Students shall not be involved in fundraising activities except as volunteers for the booster 
organization. 

 Raffles and “Opportunity Drawings” are governed by the California Office of the Attorney General 
(OAG). https://oag.ca.gov/charities/raffles.  

 At least 90% of the proceeds must go to the organization (50-50 drawings are illegal). 

 Opportunity drawings must have a general and indiscriminate distribution of tickets.  All tickets are 
offered on the same terms and conditions as the tickets for which a donation is given AND a 
ticketholder does not have to pay to win. 

 
 All booster funds are collected and maintained by the organization.  The District’s tax identification 

number cannot be used. No booster funds shall be kept in ASB accounts. 
 
Funds raised by booster organizations are to be used to support programs; however, no student will be required 
to raise funds to participate in school programs and events. There is no “pay to play” in California schools and 
booster clubs cannot require parents to contribute or fundraise in order to participate in school activities.  
 
Funds raised by the booster club should be donated to the district for specific purposes, such as the purchase of 
specific items of equipment or to supplement the school budget for uniforms or tours.  This is the preferred 
method.  However, if particular items are purchased by the booster organization, these items must be donated 
to the school for use by the designated group in accordance with district policies and procedures. 
 
Purchases for Schools 
 

Donations to the school shall be processed in accordance with board approved policies and procedures. Staff may 
make requests through their principal or designee to the booster club for desired donations, but it is the 
responsibility of the booster club’s board of directors to determine the character of the donations.  Donations to 

https://oag.ca.gov/charities/raffles
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a school or the District must be accepted and approved by the Board of Education. 

 

When a booster club wishes to give the school money for supplies or equipment, the booster club will first donate 
the funds. In making the donation, the booster club should clearly indicate the purpose of the donation. The 
purchase will then be carried out through the District’s purchasing system by an authorized agent of the District 
and in accordance with District purchasing guidelines and statutory laws. It is recommended that all purchases of 
equipment for District use be made by the District through donations to adhere to District standards. When 
supplies or equipment is purchased from donated funds, it becomes the property of the school and District. All 
equipment and supplies purchased for a school must be shipped to a school district address. A booster club 
address will not be used for purchases for schools made from donated funds. 

 

Booster clubs should also adhere to the following requirements: 

 

 The Maintenance & Operations department must be consulted prior to purchase on all items 
requiring installation. The business division must be consulted on purchase of items requiring a 
maintenance contract. 

 

 Capital improvements, equipment (over $5,000), and uniforms may only be purchased with the prior 
approval of the principal and District authorized designee. These purchases must be processed 
through the District purchasing department to ensure compliance with statutory laws. Organizations 
may donate the funds to the District for purchase of such capital outlay items. 

 
Support Personnel 
 

Booster clubs may wish to pay for District employees to assist with school activities.  Boosters are allowed to do 
so only with pre-approval from the principal or designee and must donate funds to the school to cover the wages, 
taxes and benefits for the hours worked by the employee.  The booster club should never pay District employees 
directly for work performed for school activities.  Employees of the booster club or contractors hired by the 
booster club are never allowed to work directly with students.  If a booster organization wishes to pay for 
additional and/or extra-curricular services, the person to provide the services must be hired through the 
Department of Personnel, Leadership and Development of the District. The booster or parent organization will 
deposit such funds into a District account for the proposed expenses. The funds must be sufficient to pay for the 
actual services plus any benefits associated with the employee. 

 
Annual Accounting 
 
Returning booster clubs must present an annual financial statement with the application packet.  The 
minimum requirements are as follows: 
 
 Clubs with annual gross receipts $1,000 to $10,000 may use an annual treasurers’ report signed 

by the club treasurer and club president. 
 

 Clubs with annual gross receipts greater than $10,000 must have an internal auditor’s report 
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conducted by an audit committee (see below) or Certified Public Accountant.  The audit shall be 
submitted to the school principal within 90 days after the close of school or the booster’s fiscal 
year. 

 
Audit Committee 

 
At the end of the fiscal year, an audit of the booster club's financial records should be conducted.  The audit should 
be performed by an audit committee composed of individuals who are independent from day to day financial 
activities. Officers of the organization should not be members of the audit committee. All officers should make 
records available as requested by the committee.  Upon completion of the audit, the committee should submit a 
report to the general membership. If there are any questions from the membership or discrepancies noted, they 
should be brought to the attention of the president of the organization and a resolution reached prior to 
presentation.  As an alternative to an audit committee, an audit may be conducted by an outside party, such as a 
CPA. 
The District reserves the right to audit the financial records of any booster or parent organization at any time. 

 
Other Operating Procedures 
 
Use of School Facilities 

 
A District permit application must be submitted at least two weeks before the intended activity.  District policy 
requires that parties requesting use of school facilities provide proof of insurance coverage for general liability 
and property damage.  ASCIP-B provides the minimum coverage required by the District in most cases.  However 
it is the booster club’s responsibility to ensure the activity is covered under the plan.   See “Liability Insurance” 
sub-heading on page 6 for more details.  Possible endorsement may be requested for certain events. In addition, 
proof of worker’s compensation insurance may also be requested and/or proof of abuse & molestation.  
A permit application can only be submitted online at: https://rusd.civicpermits.com.  

 
School-Connected Food Sales 

 
Booster and parent organizations must comply with state law as well as District policies and regulations on the 
sale of food on school premises.  Food sales can only be held ½ hour after school ends until midnight.  No food 
sales are allowed on campus before school or during instructional time. Booster and parent organizations are 
encouraged to review and become knowledgeable of applicable laws including county food handling 
requirements, State and Federal nutritional standards, as well as the district's Wellness Policy. Additional 
information is available from the District's Nutrition Services Division. 

 
Tobacco, Alcohol and Drugs 
 
Events sponsored by school-connected organizations shall be consistent with existing District policies establishing 
tobacco, alcohol and drug-free environments at all school functions. 

 
 
 

https://rusd.civicpermits.com/
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Retention of Records 
 

Since voluntary organizations often experience constant turnover of officers and members, it is important that 
the activities of the organization be clearly documented and that a procedure for retaining those documents be 
established. Records must be retained for every financial transaction and those records must support the 
revenues, expenses, assets and liabilities reported on the organization’s annual 990 return.  Some examples of 
records include receipt books, invoices, bank statements, general ledger and financial reports, income tax 
returns and minutes of board meetings.  These types of records should generally be kept for at least three years 
after the close of the organization’s fiscal year.  Permanent records such as Articles of Incorporation or the IRS 
Determination Letter should be kept indefinitely. It is recommended that the organization obtain a safety 
deposit box or a similar storage facility to ensure security of important documents. 
Refer to the IRS web site for more specific information and record retention requirements: www.IRS.gov 
 

Organizing Documents 
 
As part of the application packet, RUSD requires that a booster club provide organizing documents that define 
the organization and govern its management and operational policies. 
 
Constitution and Bylaws  
 

The constitution is the main document of an organization that determines the fundamental aspects of that 
organization. 

 
Minimally a constitution should include the following five elements:  
 
 Name and purpose of the organization 

 
 Membership 
 
 Executive Board or Officers 

 
• Positions and duties of each position defined 

 
• Position and term limitations 

 
 Method of amendments to the constitution 

 
• By who 

 

• By petition of  percent of members 
 

• By ballot 
 

 Adoptions or ratification of constitution and any subsequent amendments 

http://www.irs.gov/
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• Shall require (percentage) vote of (Executive Board)  
 

Bylaws determine the detailed guidelines of the fundamental aspects of the organization and states the daily 
work of the organization. 
                                                       
Minimally the bylaws should include the following six elements: 
 
 Duties and powers of Executive Board and Officers 

 
 The composition and membership of committees 

 
• One such committee shall be the Audit Committee 

 
 Successions 

 
 Elections and qualification for office 

 
 Finances 

 
• Statement of internal controls, authorization of financial activities 

 
•      Who shall approve prior to any commitment 

 Meeting schedule 
 

• For regular and special sessions 
 

• Time, manner, frequency 
 

• What constitutes a quorum 
 

• Who shall conduct meetings 
 

Membership and officers 
 
Typically, a nonprofit board has at least three officers: a president, secretary and treasurer.  The president 
heads up the board and supervises the business of the organization.  The secretary keeps the minutes of the 
board meetings.  The treasurer keeps the accounting records of the organization and is responsible for the 
overall financial condition of the organization.  District policy requires that a booster club have a treasurer at 
all times. 
Membership in a booster club may include parents, community members, and school District staff.   
Due to possible conflicts of interest, District policy does not allow employees of the District to hold officer positions 
within a booster club of the school in which it is associated. 
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General Do’s and Don’ts of Booster/Parent Organizations 

 
What to do: 

 
 Obtain tax identification number and tax-exempt status, if applicable. 

 
 Open financial account under the above criteria. Maintain records for continued status. 

 
 Create logo and name to be used; the school or District is separate.  School or District logos should 

not be used without specific authorization of the Superintendent/designee; booster and parent 
organizations have their own identity. 

 Raise funds by using adult membership. Special projects may include students who volunteer. 
 

 Maintain relationship with principal and his/her designee for input of  needs. 
 

 Donate all purchases to the school District in accordance with District policy . 
 

 Donate funds to ASB accounts for specific student teams/groups. 
 

 Consult District maintenance department prior to purchasing items that require installation or business 
division prior to purchasing goods or services that require on-going maintenance contracts. 

 All capitalized expenditures over $5,000 must be processed through the Purchasing Department of the 
District. 

 
 
What Not to do: 

 
 Conduct fundraising activities requiring students to participate. 

 
 Co-mingle booster or parent organization funds with ASB funds. 

 
 Represent booster or parent organization activities as those of the District or one of its schools. 

 
 Charge parents/students or imply that payments are required for participation in school sponsored 

activities. 
 
References: 
Education Code Section 48930, 49530-49536, 51520, 51521 
CA Penal Code Sections 320 ,320.5   
Board Policy and Administrative Regulation 1230, 1321, 1330   
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Frequently Asked Questions 
 

Purpose of a  Booster 
 
 Please clarify the difference between a booster club and ASB. 

 
• Booster clubs are organizations run by adults with all decisions as to activities, money 

handling, and spending done by the members and executive board of each organization. 
 

• ASBs are District sponsored organizations located at school sites. Decisions are made by 
student councils with approval by the Principal. 

 
 If we are not a booster club, does everything go through ASB? 

 
• It is recommended that the parent group work in conjunction with the school site ASB for 

fundraising events. Please be aware, parent groups that opt to not work in conjunction with 
ASB, are responsible for any tax ramifications on revenues earned. 
 

Formation of a Booster Club 

  Where does the completed booster application packet get turned in? 
 

• Elementary & middle school booster applications should be turned into the Principal. High 
school booster applications should be turned in to the Assistant Principal – Athletics and 
Activities at the school in which the club operates.  
 

 Is contact information only required for the Executive Officer positions listed on the Booster 
Application? 

 
• The name, address, phone number and email address is required for each officer of the club.  

It is important to include this information so that school personnel can contact the club as 
needed.  Contact information for the general membership is not required. 

 
 What is the process for getting a tax id number (EIN)?  How long does it take? 

 
• An EIN application is very simple.  Apply online on the IRS website at www.irs.gov/businesses 

and click on “Employer ID numbers”.  You will be given an EIN immediately.  NOTE: You must use 
a legal residence, principal place of business or principal office in the US in order to use the 
online application (you may not use a p.o. address and you may not use a school or district 
address).  If you have no physical address, you may apply by phone at 2679411099.  Full 
instructions are found on “Instructions for Form SS-4”.   

The IRS website recommends that you do not apply for an EIN until your organization is legally 
formed. 
 

 

http://www.irs.gov/businesses/
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 What is the deadline for submitting the booster application to the school? 
 

• Approval must be obtained before any booster club activities occur. If summer activities are 
planned, then approval needs to be secured before the end of the school year. 

 
 How is the booster club acknowledged by the District? 

 
• Booster clubs are required to submit an application each year to the school site. The school 

site will notify the booster club once the application has been approved or if more 
information is required prior to approval. 
 

 Is every club on campus required to have a booster club  (e.g.,  chess  club,  Red Cross)? 

• No – and booster club membership or participation is never a requirement for students to 
take part in school sponsored activities.  ASB clubs can operate effectively without a booster 
club. 

 
 Why do we have to submit an application every year? 
 

• Riverside Unified School District requires each booster club to submit an application annually. 
Booster clubs are unique in that their leadership changes very rapidly, as does their general 
membership.   Parents are typically in a booster club for 1 to 4 years, as their child progresses 
through school.  Each year will have fresh members, new ideas and goals and a different 
relationship with the school and team or activity that they support. Although the schools and 
District have no authority or desire to manage booster clubs, California law requires that a school 
district’s governing board (or designee, such as a principal or assistant principal) approve any 
organization that conducts fundraising activities for that school prior to any fundraising activity 
taking place. 

 
 How should a booster club remain separate from the school when representing an organization? 

• Ideally, the name of the booster club should not identify with the school that it represents 
and booster clubs should have their own identifying logo.  Officers and members should 
never imply that they represent the school or district or are authorized to act in any way on 
its behalf. It is recommended that they identify themselves as a nonprofit organization 
raising funds for the activities in which they are associated. It is extremely important that 
booster clubs and ASBs are identified as separate organizations. 

 
 Can the insurance just indicate the school as "additional insured” instead of Riverside Unified School 

District? 

• No. Riverside Unified School District needs to be listed as the additional insured on all 
Certificates of Insurance. 

 I do not have a booster club for my team.  I do everything and I am the treasurer. Do I need liability 
insurance, IRS nonprofit status, and a bank account? 
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• Yes. Moneys you collect could be considered income to you by the IRS. Contact the ASB 
Advisor at your school site to determine how your activities can be transitioned to the ASB. 

 
Booster Club Organization  
 
 Where can the booster club obtain examples of bylaws and constitutions? 

 
• There is a sample Constitution & Bylaws used by ASBs in the FCMAT ASB Manual available 

at https://www.fcmat.org/  It might provide a structure for creating one for your booster 
club. Another booster club at your school site might provide a copy of their Constitution & 
Bylaws. 
 

 Is the Constitution & Bylaws one document or are they separate documents?  Can they be combined 
into one document if all requirements are satisfied? 

 
• Yes. The Constitution & Bylaws can be combined into one document as long as there is 

a section identified as bylaws. 
 

 How many board members does a booster club need? 
 

• Your booster club Constitution & Bylaws will outline the number of board members and 
their duties, but most clubs have 3 to 4.  There is usually a president, secretary and 
treasurer and often a vicepresident, as well.  District policy requires a treasurer 
position.  Although occasionally one person may hold two offices, it is recommended 
that the president and treasurer position always be held by two different individuals. 

 
 Are RUSD employees allowed to be a booster officer? 

 
• Yes, with specific approval from the District and as long as it is not at the same site at 

which they work. Employees located at the same site as the booster club are prohibited 
from serving on the Executive Board. 

 
 Is an audit committee required? 

 
• Booster clubs with more than $10,000 in annual revenue are required by Board Policy 

to have their financial records reviewed by an independent audit committee or Certified 
Public Accountant. Even for smaller clubs, it’s always a good idea to have independent 
individuals review the financial transactions and decisions of the Executive Council.  
 

 Can a booster officer be part of the audit committee? 
 

• No one who has decision making abilities within the booster club organization should 
serve on the audit committee. 

 
 What is the procedure for disbanding a booster club? 

https://www.fcmat.org/
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• The club must notify the school representative in writing.  The bylaws of the booster club should 

contain a provision for dissolution of the club.  Specifically, the club must name a beneficiary of 
the club’s assets.  The IRS requires the beneficiary of a 501(c)(3) nonprofit organization to be a 
nonprofit organization, as well.  The District highly recommends that the beneficiary of your club’s 
assets be your school’s corresponding ASB club.  This outcome most mirrors donor intentions. 
Additionally, the club must submit a final informational return to the IRS and FTB (Franchise Tax 
Board).  Check the FINAL RETURN box on the first page of the return and write FINAL across the 
top.  If the organization is incorporated, you will need to file a nonprofit Certificate of Dissolution 
(Secretary of State Form DISS NP within 12 months of filing the final return. 
 

Operating Procedures 

 Can a booster club deposit to ASB be allocated for a particular expense? 
 

• Donations made to ASB can be directed to a specific club or even a specific purpose. It 
cannot be directed to a specific student. The purpose of the donation needs to be a legal 
ASB expenditure and approved by the ASB student council. 

 
 Are booster clubs responsible for specific purchases such as the trophy case or CIF banners? 

 
• No. While many booster clubs show their support in this manner, there is no 

requirement to make this purchase. This would be a local decision made by the booster 
club. That is certainly one example of how a booster club can provide their support and 
meet their 501(c)(3) goals. 

 

 Can a booster club provide a "scholarship" to a student to help pay costs for entering a tournament 
that the student would otherwise be unable to play? 

 
• Booster clubs are not allowed to keep accounts of students.  Therefore, the donations and 

fundraising efforts should be used to send all the students to the tournament.  If it is not a 
school sponsored event, then it likely does not meet the specific activities outlined in the 
club’s charter.  In any event, no one individual student may benefit from decisions made by 
the booster club. The original charter of the booster club and State of California nonprofit 
and incorporation documents should be reviewed as to requirements. 

 
 Can the booster club donate to the ASB fund to upgrade what the school intends to purchase (e.g., 

upgrading the wrestling mats)? 
 

• Yes, as long as the District's Purchasing Department and the school site agrees to the 
upgraded item. 

 
 Can you please explain the difference between "co-mingling" funds with ASB and making donations 

to the ASB account for club/team purchases? 
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• The "comingling" restriction has to do with money. ASB money cannot be deposited into 
booster club accounts. Booster club money cannot be deposited into ASB accounts. Booster 
clubs should maintain their own bank accounts using their own EIN.  Clubs can fundraise 
and then make a donation of cash and/or supplies if they wish. 

 
Fundraising 

 ASB fundraising vs. Booster Club, who gets priority? 
 

• Since ASB is a school sponsored activity which is for students and by students, ASB 
fundraisers will always have priority over booster club fundraising. Submission of the 
booster's annual ASCIP roster of activities is very important for coordination. 

 
 Can fundraising be done for future projects? 

 
• Yes. Fundraising activities and their purpose are decisions made by the booster club. 

 
 Can booster club fundraisers be on school campus if after school hours? 

 
• All fundraisers must have approval by the school site and the club must comply with all 

rules and regulations, including obtaining a use of facilities permit, California reseller’s 
certificate (if applicable), food handlers’ card (if applicable) and any other government 
mandated requirement. 

 
 If the fundraiser will not take place on school property, does the booster club still have to get District 

approval? 
 

• While approval is not required, coordination of fundraising activities is strongly 
encouraged.  Insurance coverage for your event will not be in place if the District is unaware 
of its existence.  Always make sure that your ASCIP roster of activities is up to date and on 
file in your school’s office. 

 
 Does the ASCIP roster of activities need to be resubmitted if there is a change of site administration? 

 
• No, your ASCIP roster of activities should be on file with the school site. It is only necessary 

to resubmit if there is a change of fundraisers. 
 
 Can students participate in booster fundraisers? 

 
• Fundraising by booster clubs should be primarily conducted by the adult volunteers.  The 

school’s ASB is the primary fundraising mechanism of the students. However, students can 
participate in a booster club fundraiser as long as their participation is clearly voluntary and 
the students clearly identify that they are raising funds for the booster club. Additionally, 
they must be legally able to participate.  Games of chance such as bingo, raffles, casino 
nights etc. have special rules for minors and the booster club must familiarize itself with 
those rules prior to accepting student volunteers. 

 
Fundraisers cannot be held during the school day. The school day is considered to be one hour 
before the start of school and one hour after the end of the school day. 
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Financial  Procedures 

 If an annual booster club budget is approved by general membership, does each individual 
expenditure need ASB approval? 

 
• ASB does not approve booster club expenditures. If the booster club budget is detailed to the 

point of individual expenditures, then each expenditure would not need to be approved by 
the booster club. 

 
 How much money is allowed to be carried over each year? 

 
• There is no specific amount that a nonprofit organization should aim to carry over from year to 

year.  While donors have a general expectation that their donations are to be used immediately, 
there is no IRS rule stating that donations must be used in the year in which they are received. 
In fact, it is generally considered good practice to generate a surplus to be carried forward in 
case of future “emergency” needs or unexpected cost increases down the road. The officers of 
the booster club should carefully examine the expected revenues and expenses of future years 
to determine a reserve appropriate for their organization. 

 
 
 When money is collected for our booster club, who do we check the money in with? 

 
• This is a booster club decision. Booster clubs are responsible for handling their own monetary 

transactions.  It is recommended that each club develop policies and procedures for the 
handling of money collections and disbursements. 

 
 Is there a form to be used by the audit committee when conducting an audit? 

 
• There is no specific form to use in an audit. The audit committee may develop a form of 

their own use. 
 
 Can the treasurer be available to answer questions during an audit? 

 
• The audit committee should have the ability to contact the treasurer during an audit. 

 

Limit of Liability 
 
The booster club is not a school sponsored activity and participation in the club or in club activities is purely 
voluntary.  Booster clubs are separate from the District.  Booster clubs are not under the control of, nor are 
they the responsibility of, the school or District administration, or the Board of Education. 
Booster club funds are not controlled by the District or students.  Likewise, booster clubs will not be involved 
in the administering or supervising of the activities of student organizations.  Booster clubs should not lead 
others to believe it is in charge of or has any responsibility for school activities, especially within the sport or 
activity the booster club supports. 
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This manual establishes policies and procedures to be followed by booster clubs operating within the Riverside 
Unified School District.  School site and District administration will advise booster clubs on management, 
policies and procedures, and may review and/or audit booster club’s financial statements to ensure the club’s 
financial integrity.  However, the district assumes no accountability or liability for the operation and 
management of booster clubs.  Any financial obligation incurred by a booster club shall be solely that of the 
booster club. 
 

Booster club officers are required to sign a hold harmless agreement as part of the booster application 
process. 

As entities separate from the District, the booster club should also recognize that school or District personnel 
may not manage or direct the booster club operations.  Neither the school or District may lead others to 
believe it is in charge or has any responsibility or authority over a booster or parent organization. 
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Board Policy and Administrative Regulations
Policy# 1230 (a)

RIVERSIDE UNIFIED SCHOOL DISTRICT 

COMMUNITY RELATIONS 

 
1.1 RECOGNITION OF ORGANIZED BOOSTER&PARENT GROUPS 

 

1.2 The Board of Education recognizes the importance and value of relationships between 
the school and parent groups which are dedicated to the welfare of all students and 
are organized for the purpose of supporting the school's educational and 
extracurricular programs. 

 
1.3 The Board has the legal responsibility and authority to ensure that all formal extracurricular 

activities in which students of the District are involved are appropriate and consistent with 
the education of all such students and with provisions of the Education Code and other laws. 

 
1.4 The Board encourages the promotion of community participation and supports the 

establishment of parent groups, booster clubs, alumni, and other groups which may be 
organized to promote and support an activity or activities in the best interest of students. 

 
1.5 The Board recognizes that these organizations are separate legal entities, independent of 

the school and District. However, in order to protect the District and students, the 
Superintendent or designee shall establish appropriate controls for the relationship 
between such organizations and the District in accordance with Education Code 51521. 

 
1.6 Principals, teachers, and other staff are encouraged to assist parents in organizing 

active organizations and channeling their energies toward programs which are mutually 
beneficial to schools and the community. 

 
1.7 Such organizations shall be recognized only if they comply with all conditions and 

regulations of this policy. 

1.7.1 The principal at each school, with the cooperation of parents and faculty, shall 
determine the type of organization or organizations they feel meet the needs 
of the students in their school. 

 
PTAs are automatically approved but must follow the application process and 
all other rules and regulations. 

 
1.7.2 The Board requires all recognized school support groups to have a written 

constitution and bylaws. 
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Policy # 1230 (b) 

RIVERSIDE UNIFIED SCHOOL DISTRICT 
 

COMMUNITY RELATIONS 

 
1.0 RECOGNITION OF ORGANIZED BOOSTER&PARENT GROUPS (Continued) 

 

1.6.3 In order to become an official support organization each group shall submit 
to the school principal, on an annual basis, a Booster Club/Parent 
Organization application, constitution and bylaws and other information 
identified in District procedures for approval. A list of approved Booster 
Club/Parent Organizations will be submitted to the Governing Board for 
ratification. 

 
In order to be considered for approval a Booster Clubs/Parent 
Organization must have a parent/guardian of an active student hold the 
position of President or Vice President. 

 
1.6.4 In the event the  Superintendent or  designee, after conferring  with the 

school principal and conducting an investigation, determines that an 
organization is in violation of a policy,  condition  or  regulation, or  no longer 
functions in the best interest of the students,  school  or district,  it shall be 
the prerogative of the Superintendent or designee to initiate appropriate 
corrective remedies or administrative sanctions  or to recommend to the 
Board of Education the disassociation of the District and school from that 
organization. 

 
1.6.5 The Superintendent or designee shall establish Rules Regulations and 

Procedures to provide direction for approved school support groups 
related to students, student interests, and schools of the District. 

 
1.6.6 Events sponsored by school support groups shall be consistent with 

existing District policies establishing tobacco, alcohol, and drug-free 
environments at all school functions. 

 
1.6.7 The Superintendent or designee shall, based upon information submitted 

by the school principal, annually report to the Board of Education on the 
activities of all organizations covered by this policy. 

 
 
Legal Reference:                              

Education Code 
35160 Authority of governing boards – 38131 Use of civic center by public – 38134 Groups which may use school 
facilities without charge – 51521 Prior Written Approval by the School District Governing Board California 
Interscholastic Federation Blue Book 
 
Adopted:   May 16, 1988 
Readopted:   November 7, 1994 
Reissued:    May 20, 1996 
Reissued: November 7, 1997 – Updated legal references 
Readopted: 
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Rules and Regulations # 1230 (a) 
(Re£ Policy #1230) 

RIVERSIDE UNIFIED SCHOOL DISTRICT 
 

COMMUNITY RELATIONS 
 

1.1 RECOGNITION OF ORGANIZED GROUPS 
 

1.2 No group shall be recognized as an organization representing any school or 
activity in the District that has not complied with District policy. 

 
1.1.1 Any group organized for a single event activity or which has a total gross income 

of $1,000 or less per year shall be exempt from these Rules and Regulations 
except for sections l.2, 1.4.1, l.4.2, 1.4.3, 1.4.4, 1.4.5, 1.5, l.6, l.8, l.9.3, 1.10, 1.12, 
and 1.13. 

 
I.. 3  Any group planning to form an organization involving student or school participation 

and support, shall have the expressed approval of the principal of the school prior to the 
initiation of any organizational procedures . 

 
PTAs are automatically considered an approved parent group but must follow the application 
process and all other rules and regulations. 

 
1.4  A group organized to support any activity in any given school shall define its purpose 

and function in its constitution and bylaws and submit an annual application for 
approval. 

 
I .5 The parent group or booster club shall be responsible for ensuring that financial controls 

are enumerated in the constitution and bylaws as well as their organization policies and 
procedures. 

 
1.4.1 The PTA shall be exempted from this regulation as it is a nation-wide organization 

with a complete system of financial controls already in place. 
 

1.5.2 Each officer of each parent group and booster club is to receive a copy of these Rules 
and Regulations and corresponding Procedures and shall comply with the Rules and 
Regulations and Procedures. 

 
1.5.3 School principals, coaches, band directors, club advisors, teachers and other similar 

personnel shall not serve as officers in parent groups or booster clubs organized to 
serve the school in which they are assigned. 

1.5.4 School employees shall not sign checks or make payments to individuals on 
behalf of the parent groups or booster clubs in their school. 

1.5.5 Booster club and parent group accounts are to be kept completely separate 
from student body accounts. 
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Rules and Regulations # 1230 (b) 
(Ref. Policy# 1230) 

RIVERSIDE UNIFIED SCHOOL DISTRICT 

COMMUNITY RELATIONS 

1.0 RECOGNITION OF ORGANIZED GROUPS (Continued) 
 
 

1.5 Each parent group shall have as their President or Vice President a parent or 
guardian of an active student. 

 
1.6 Each parent group shall have among their officers the office of treasurer. The duties 

of the treasurer shall be delineated in the group's constitution and bylaws. 
 

I.7 Annual accounting of records and transactions. 
 

1.7.1 For parent groups and/or booster clubs where the annual gross receipts are more 
than $1,000 but less than $10,000 an annual treasurer's report shall suffice for the 
annual accounting. 

 
The annual treasurer's report shall be signed by both the club treasurer and 
club president indicating approval of expenditures and shall be submitted to the 
principal within ninety days after the close of school, or the booster club or 
parent group's fiscal year. 

 
1.7.2 For parent groups and/or booster clubs where the annual gross receipts are in 

excess of $10,000, an internal audit shall be conducted by the audit committee 
or Certified Public Accountant, and the audit shall be submitted to the school 
principal within ninety days after the close of the parent group and/or booster 
club's fiscal year. 

 
The principal shall forward the audit report to the District’s Business Office for 
review. 

 
1.7.3 The District reserves the right to audit the financial records of any Booster 

Club/Parent Organization at any time. 
 

1.8 All parent groups and/or booster clubs conducting fund raising activities on school 
campuses shall complete a district Use of Facilities Permit.  (Board Policy 1330)  
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Rules and Regulations # 1230 (c)  
(Ref. Policy#1230) 

RIVERSIDE UNIFIED SCHOOL DISTRICT  
COMMUNITY RELATIONS 

 
1.0 RECOGNITION OF ORGANIZED GROUPS (Continued) 

 
1.9 All parent groups and/or booster clubs shall comply with the following: 

1.9.1 RUSD Board Policies and supporting Rules and Regulations 
and Procedures, e.g., donation of gifts to the district (Board 
Policy #3290) and Guidelines for Parent Organizations and 
Booster Clubs, etc. 

 
1.9.2 Reporting requirements of the Internal Revenue Service and the State of 

California 
 

1.9.3 Policies and Rules and Regulations of other governing organizations such as CIF, if 
applicable. 

 
1.9.4 Policies which forbid use of alcohol or other drugs at any official event sponsored 

by a parent group/booster club. 
 

1.10 Parent groups and/or booster clubs shall neither hire nor provide direct payments, 
additional stipends or incentive pay to volunteers or district employees in violation of 
RUSD policy, rules and regulations, procedures, employee contracts, CIF regulations, 
or law. 

 
1.11 Upon the request of a parent group or booster club and with the approval of the school 

principal and the Associated Student Body Student Council, or similar governing body, the 
student body account may fund positions in athletics and fine arts which are in addition to 
those funded by the District. 

 
Funds to pay for these positions in athletics and fine arts may be derived from parent group 
or booster club contributions or earned by the student body through fundraising activities. 

 
1.12 Added positions in athletics and fine arts shall not be used to staff additional sports or 

activities. 
 

1.13 Added positions shall not be used to staff head coaching slots in athletics or major 
activity director slots in fine arts. 
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1.14 All parent groups and/or booster clubs shall submit annually to the school principal for the 
purpose of coordination and at a time mutually agreed upon by the principal and 
organization president the following: 

 
1.14.1 A list of the group's or club's proposed fund-raising activities for the school year. 

 
1.14.2 A list of the group's or club's proposed revenue and expenditures for the year. 

 
1.15 For the purpose of coordinating activities and the school calendars, all fund-raising 

activities shall be approved by the school principal. 
 

2.1 REVIEW PROCESS 
 

2.2 In the event the Superintendent or designee, after conferring with the school principal 
and conducting an investigation, determines that an organization has violated a Policy, 
condition or regulation, or no longer functions in the best interest of the students, school, 
or District, the Superintendent or designee shall notify the group or club in writing of all 
findings, and shall upon request of the club or group president: 

 
2. 2. 1 Meet with the officers of the club or group. 

 
2.2.2  Discuss the violation and the appropriate corrective remedies or 

administrative sanctions. 
 

3.1 NOTIFICATION AND APPEAL 
 

3.2 In the event that a recommendation for the disassociation of a group or organization 
from the school and District is to be proposed to the Board of Education, the group or 
organization involved shall receive written notice of that recommendation from the 
Superintendent's office. 

 
3.3 Any appeal relative to the Superintendent's recommendation or the Boards action 

which may result in the disassociation of a group or organization shall be submitted 
in writing to the Superintendent's office by the group or organization's elected 
officers or Board of Directors. 

 
 

Presented to the Board:   May 16, 1988 
Presented to the Board:   October 4, 1991 (9115/92 – typo correction 
Presented to the Board:   October 1, 1996 
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