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Instructions for

Re-Authorization Attachment Forms

The following are guidelines and instructions to assist in the proper completion of the attachment forms required for District Re-Authorization.  It is recommended that you read, understand and apply the follow information.

General

1. All Booster Clubs are required each year to submit for Re-Authorization and be approved by the District.

2. The re-authorization process begins at the start of the school year with all forms and attachments turned in to the school Athletic Department by November 1 of each year.

3. The forms are either in computer entry format or in hand written format, and are available through both the Umbrella Booster Club and the school Athletic Department.

4. The forms have been officially approved by the District and must be either used directly or as a guide.

5. Enter the Name of your Booster Club on each form. In the computer, replace < ---- > with your Club Name.

6. Enter the Program Year, usually corresponding to the school year. For the Auditor’s Report and Financial Statement, the program year is the past school year completed. For the Budget it is the current school year.

7. Each Booster Club’s fiscal year must be established and maintained. Normally this will correspond with elections and the change of Board members. This should be at least one or two months after the end of the program period so that the financials for the program year can be completed.

8. When all forms are completed and signed, the Board must approve each at the next regular Board meeting.

Annual Auditor’s Report

1. Enter the date your last fiscal or program year began. This must be consistent with all forms and docu-ments. This date should match the starting date on the Financial Statement.

2. Enter the beginning balance on your Club’s checking account registry on the year’s beginning date.

3. From your checkbook registry, enter the total deposits and total withdrawals throughout the year. Note that this includes money transfers between other accounts and any interest earned or fees paid.

4. Enter the date your fiscal or program year ended. The balance should correspond to your book registry.

5. Reconcile the checking account by entering the banks balance at the end of the fiscal year, then adding or subtracting any outstanding checks not cashed or deposits made but not yet recorded. The reconciled bank account amount should match the checkbook registry as calculated above.

6. If you also have a separate savings account, then do the same by entering the starting date and balance, then adding or subtracting deposits and withdrawals for a closing balance on the same ending date.

7. Enter any cash or un-deposited checks on hand at the end of the year as Other Club Assets.

8. The Total Club Assets should match the Closing of the Financial Statement and Starting of the Budget.

9. The Auditor must attest to a thorough and complete review of the Club’s books for the entire year, comparing all checks written to their receipts and other documentation, and reviewing deposits for trans-fer signatures, receipts and tabulation sheets. All fundraisers must have full and complete documentation.

10. The Auditor must sign and date the Report and submit it to the Club’s Board for approval.

11. The Auditor must make the Board aware of any discrepancies, irregularities, or lack of documentation.


Annual Financial Statement

1. Enter the starting and ending dates of your last fiscal or program year, which must match the other forms.

2. The Starting Balance is for your entire assets, not just the checkbook balance. This should and must match the Closing Balance or Total Assets of the previous year’s forms.

3. The individual line items listed can be used as a standard or be changed, or enter special line items under “Other” or on blank lines. It is recommended you keep as many of the standard lines as written.

4. All sources of income should be shown, and should be legal and appropriate. No miscellaneous.

5. All expenses should be shown, and should be legal and appropriate.

6. Care should be taken to not use certain terms on the form such “Membership Fees”, “Loans” or service payments direct to individuals such as “Assistant Coach’s Pay”. Remember, the District is scrutinizing your forms for improprieties and irregularities. No big “Miscellaneous” or “General Operation” amounts.

7. Both the income and expense columns can be used together for a single line item as a way to show the net income or the net expense. For example, fundraisers can show both the gross income and the expenses together so that the net income for each fundraiser is then shown on the Financial Statement.

8. The Financial Statement includes all Club assets, including cash and savings accounts. It does not include transfers between accounts nor other outside funds that the Coach or Director may obtain from the school.

9. The Closing Balance should and must match the Total Assets in the Auditor’s Report and the Starting Balance on the Proposed Budget.

10. The total Incomes and Expenses should match the totals In the Auditor’s Report less any transfers.

11. The Treasurer must sign and date the Financial Statement and submit it to the Club’s Board for approval.

Annual Proposed Budget

1. Enter the starting and closing dates of your current fiscal or program year, which must match the other forms. Remember the Budget is for the current school year and the dates should reflect that.

2. The Starting Balance is for your entire assets, not just the checkbook balance. This should and must match the Closing Balance or Total Assets of the previous year’s Audit and Financial Statement.

3. The individual line items listed can and should be changed to match the individual line items on the Financial Statement. This way the two documents can be compared directly to each other.

4. All the proposed sources of income should be shown, and should be legal and appropriate.

5. All the proposed expenses should be shown, and should be legal and appropriate.

6. Both the income and expense columns can be used together for a single line item as a way to show the net income or the net expense. For example, Program Ads and Sales can show the gross income and the expenses together so that the proposed net income for the Program Sales is then shown on the Budget.

7. The Budget includes all Club assets, including savings and special funds accounts. It does not include transfers between accounts nor other outside funds that the Coach or Director may obtain from the school.

8. The Budget must balance or equal to zero. No proposed profits or loses can be shown.

9. If you wish to use excessive assets or saved club funds that you saved from previous years, then enter that amount under “Previously Saved Club Funds” and deduct that amount from the Closing Balance.

10. If you wish to fundraise this year for something to purchase in future years, then enter that amount under “Future Expense Fund” and add that amount to the Closing Balance.

11. The Closing Balance should reflect the true Balance at the end of the year after entering amounts for Previously Saved Funds or Future Expense Funds, even though the proposed budget shows zero.

12. The Closing Balance should not be proposed to be so small as to jeopardize the ability for the next program year to begin to function.

13. The Treasurer or other designated Board Member must sign and date the Budget and submit it to the Club’s Board for approval before any Club activities can begin.

14. The Budget must be reviewed and followed before any major disbursement of funds can be approved throughout the year.
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