CONEJO VALLEY UNIFIED SCHOOL DISTRICT

INSTRUCTIONAL SERVICES DIVISION

PARENT SUPPORT/BOOSTER ORGANIZATION

APPLICATION FOR AUTHORIZATION
1.
Complete Name of Organization: __________________________________________________________________


___________________________________________________Taxpayer ID#_______________________________

2.
Description of Purpose (brief): ____________________________________________________________________


_____________________________________________________________________________________________

3.
Membership is open to all parents, staff, and community members who want to provide active support to the


__________________________________School ________________________________________program.

4.
Mailing Address: _______________________________________________________________________________

5.
Officers:
                     Name
          Address                              City    Zip         Phone


President/Chair:
_______________________________________________________________________________


Vice-Pres.Chair:_______________________________________________________________________________


Secretary:
_______________________________________________________________________________


Treasurer:
_______________________________________________________________________________


Other:
_______________________________________________________________________________

6.
Name and address of bank where organization account is/will be located:


_____________________________________________________________________________________________

7.
Names of officers authorized to withdraw funds: _______________________________________________________


_____________________________________________________________________________________________

8.
Procedures to be used for annual audit, if not a 50lc3 organization: _______________________________________


_____________________________________________________________________________________________

9.
Attachments:



a.
Copy of Constitution/Articles of Incorporation and Bylaws of organization.



b.
Specific proposed budget, to be updated and submitted to principal annually.

10.
Stipulations:



a.
Expenditures directly related to the ________________________________ program, with the exception of those relating to the operating costs of the organization, must be approved by the principal or his/her designee.



b.
If the organization ceases to exist, funds remaining in the account will be distributed to the __________________________________program originally supported by the organization or to any other school program designated by the organization.

11.
This organization __________ will ___________ will not directly hire or directly pay wages.

12.
Number of students to be served by this booster club: _________

I understand and agree that all 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)                                              (Name - typed or printed)                                                (Signature)

This authorization shall be valid for up to one calendar year from the Board of Education approval date.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - -

School Use:

Number of students served by this Booster Club:  _________ (To be completed by school)
I support this request for authorization.

__________/______________________________________________/_______________________________________

     (Date)                                            (Principal’s Name - typed/printed)                                                                                   (Signature)

Submit completed application to the Director of Elementary or Secondary Education
CONEJO VALLEY UNIFIED SCHOOL DISTRICT

INSTRUCTIONAL SERVICES

Basic Steps for Incorporation

Of A Public Benefit Corporation

A parent support/booster organization may be formed by following the basic steps for creating a California nonprofit corporation, which are summarized below.

1.
Choose a name for the organization.  You may clear and reserve the corporate name by calling the Secretary of State or visiting their website, www.ss.ca.gov/business .  After clearing the corporate name, you must send a check to the Secretary of State’s office to reserve the name. 

2.
File federal Application for Employer Identification Number (Form SS4) with the IRS.  Visit www.irs.gov , Forms and Publications.

3.
Draft Articles Of Incorporation and file the articles (two copies for public benefit corporations) with the Secretary of State.  The Articles of Incorporation must state the name of the public benefit corporation, its purpose, and that it is not organized for the private gain of any person. 

4.
Draft the Bylaws of the corporation.  Bylaws set out the basic rules for operating the corporation.  These rules may be limited by California laws and are very important to the governance of the corporation.  (Refer to the “Elements of Group or Club Constitution” outline included in the Parent Support/Booster Organization Authorization packet.)

5.
File Application For Income Tax Exempt Status with the IRS (Form 1023) and California Franchise Tax Board (Form 3500).  (To open a bank account, the bank will require proof of income tax exempt status.)

6.
File an Annual Statement by Domestic Nonprofit Corporation, which will be sent to you by the Secretary of State after you have filed your Articles of Incorporation.  This filing designates an agent for service of process.

7.
Hold first meeting of directors.  Agenda items for the first meeting usually include adopting bylaws, electing officers, establishing a bank account, setting the accounting year, basic accounting procedures, planning a budget for the first year, etc.  Articles of Incorporation, Bylaws, and conduct of the parent support/booster organization must comply with Board Policy 1230 (Included in the Parent Support/Booster Organization Authorization packet).

ELEMENTS OF GROUP OR CLUB CONSTITUTION

PREAMBLE

The preamble consists of a brief statement of the aims and purposes of the organization.

ARTICLE I

Name

State the name of the organization.  If the preamble is omitted, it contains a short statement of the purpose(s) of the organization.

ARTICLE II
Membership / Officers

Defines the general requirements necessary for membership.  Contains a list of the officers of the organization, their duties and determines the length of their term of office.

ARTICLE III

Selection of the officer’s term of office or qualifications.  Includes how officers are elected, who elects them, how long they hold office and what the qualifications of office shall be.

ARTICLE IV

Meetings

State the time for regular meetings and provide a method by which special meetings may be called.

ARTICLE V

Amendments

Contains a statement of the method of amending the constitution and of the vote required for such amendments.  All amendments shall be ratified by the group or club’s membership.

ARTICLE VI

Schedule

State date on which constitution becomes effective.

Administrative Regulation 




AR 1230
Community Relations
 School-Connected Organizations

Persons proposing to establish a school-connected organization shall submit a request to the Governing Board for authorization to operate at the school. The request for authorization shall contain:  
A.
Each parent/booster organization, whether separate or a member of an umbrella organization, including Bingo operations, must have a written statement of purpose (or constitution) and bylaws enabling it to function as an organization.  The request for authorization shall contain:

1.
The name of the organization.

2.
The date of application.

3.
Qualifications for membership in the organization.  The principal or his/her designee may attend any meeting of the organization.

4.
The names, addresses, and phone numbers of all officers.

5.
A brief description of the organization’s purpose and a copy of its constitution/articles or incorporation and by-laws.

6.
A list of specific projected objectives, which is to be undated and submitted to the principal annually on the anniversary date of the organization’s approval.

7.
The name of the bank where the group’s account will be located and a list of those officers authorized to withdraw funds, whose names are to be submitted annually to the principal or his/her designee.

8.
A provision that expenditures directly related to a co-curricular/instructional program must be approved by the principal or his/her designee.  Expenditures related to the operating costs of the organization are exempt from this provision.

9.
Description of the procedures the organization will use to prepare an annual audit or financial statement.  The Articles of Incorporation and By-laws of a 501C3 organization are sufficient to meet this requirement.

10.
The signature of the principal, supporting the request for authorization to organize.

11.
A requirement that if an organization ceases to exist, funds remaining in the account after the organization winds up will be distributed to the program the organization supported or to any other school program designated by the organization.

B.
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 throughout 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.


C.
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.


D.
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.


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


F.
It 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 functions in the best interests of the students, the school, and/or the District.


G.
The Superintendent may request authorization from the Board of Education to 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.  


H.
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)


I.
All booster organizations shall comply with the following:


1.
Booster organization 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 for 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.


5.
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.

J.
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:


3.
Fire and/or Theft Insurance.


4.
Bond Protection Insurance.

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


(cf. 3290)

L.
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)



(cf.6153)

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


N.
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.
 (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 all 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)
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