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Why do we need 
booster clubs?

• Booster Clubs provide invaluable service and 

support to school districts

• Parent volunteers give unselfishly of  their 

money and time 

• Booster clubs afford parents an opportunity to 

be involved in a sport/activity that their 

student loves







Start with communication

• Talk with your Board,  
Superintendent and CSFO about 
your local policies and 
procedures

• Hold annual Booster 
Club/Parent Organization 
meetings

• Discuss Board policy and 
procedures surrounding booster 
clubs at your local school 
bookkeeper meetings
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What do I talk about?
• Alabama State Department of  Education’s 

Financial Procedures for Local Schools

• Internal Revenue Service IRS Publication 557 Tax 
Exempt Status for Organizations

• Alabama Ethics Commission’s Guidelines for 
Public Officials and Employees

• Alabama Building Commission

• Local Board Policies and Procedures

• Parent and Outside Organization Manual

• Debit and Credit Card Policy



Lines of  Authority
• Boards of  Education – The board of  education should adopt policies to 

govern the establishment and operation of  all activity funds.  The district’s 
auditors should review these policies for sound accounting and reporting 
principles.

• Superintendent – The superintendent is directly responsible to the board 
of  education for administering all board policies.

• Chief  Financial Officer – The chief  financial officer should have overall 
responsibility for accounting for and reporting all funds, including district 
and student activity funds, to the board.  The chief  financial officer is also 
responsible for implementing and enforcing appropriate internal controls 
procedures.

• Principal – The principal at each school site should be designated as the 
activity fund supervisor for that school building.  The supervisor has the 
overall responsibility for the operation of  all activity funds, including 
collecting and depositing activity fund monies; approving disbursement of  
student activity fund expenditures; and supervising all bookkeeping 
responsibilities.  The supervisor should also be a signatory to all 
disbursements.



Lines of  Authority

• Sponsors – The sponsor of  each student organization is responsible for 
supervising all activities of  the organization, including approving student activity 
fund transactions.  Sponsors should be employees of  the district and under the 
direct control of  the principal.

• Local School Bookkeeper – The local school bookkeeper is responsible for 
assisting the principal with proper receipting and depositing of  activity funds.  
Bookkeepers should also help communicate and enforce Board policies regarding 
financial operations of  the activity to the organization officers.

• Parent Support Organization Officers – The officers of  each support organization 
are responsible for the activities of  the organization and assurances that they are 
following their bylaws, established laws and regulations in addition to all board 
policies related to the operations of  the organization.



ALSDE Local School 
Financial Procedures

• Approved by the 
ALSDE on June 10, 
2010

• Section 7 – Guidelines 
for School-Related 
Organizations



ALSDE Guidelines for School-Related Organizations

Student Organizations

• Student clubs and classes are usually recognized as school activities.  
The student officers and faculty sponsor operate the organization 
while the school principal acts in a fiduciary capacity over the 
organization’s funds.  The school’s accounting records contain a 
separate account to record the financial operations of  each student 
organization.  Income from the student organization is recorded by 
receipts and deposited in the school bank account.  The school 
principal approves the purchase orders, signs the checks and 
maintains the supporting documents for the expenditures.



ALSDE Guidelines for School-Related Organizations

Athletics

• School athletics are extra-curricular activities that must be under the control of  the school 
principal. Coaches and other school employees cannot maintain a separate bank account that 
supports, or benefits from, a school extra-curricular activity. Funds received to support an 
athletic activity at a school from sponsors, vendors, or other sources must be included in the 
school’s financial records under the fiduciary control of  the school principal. Funds from 
gate receipts and other sources may be recorded in one or more separate accounts for a 
particular sport in the school’s financial records. However, a separate account for each sport 
is not required. When athletic events are held on locations other than school property, the 
school principal’s control over the financial operations of  the event, including ticket sales, 
concessions, and parking fees, will be determined by agreement with the entity in control of  
the event location.



ALSDE Guidelines for School-Related Organizations

Parent Organizations 

• Parent and parent/teacher organizations provide a vital role in the education of  
students. In Alabama public schools, the PTA and the PTO are the most 
common parent organizations. Many parent organizations join a national 
organization that serves the individual school organizations. Each of  the 
national organizations publishes guidance for the financial operations of  the 
individual school organizations. These organizations must have a separate 
employer identification number (EIN) and a separate mailing address in order 
to maintain their own records and accounts outside the control of  the school. 
However, these organizations will become school activities if: a) Both parties 
mutually assent to the fiduciary control of  the principal or b) A school 
employee leads fund-raising or maintains the accounting records for the 
organization. 



ALSDE Guidelines for School-Related Organizations

Booster Organizations 
• All school sponsored extra-curricular activities must be under control of  the school. 

However, booster organizations are often formed to support the operations of  these 
activities in a variety of  ways. While providing additional financial support for a particular 
extracurricular activity, the volunteers in the booster organizations also enhance community 
support that often extends to benefit all of  the students at a school. Because some of  the 
activities of  a booster organization may be intertwined with the extra-curricular activity it 
supports, some of  the organization’s activities may be under the control of  the school 
principal while other functions of  the same booster organization are not school activities. 
The determination that a particular booster organization is a school activity must be made on 
a case-by-case basis according to the actual facts and circumstances of  the organization’s 
operations at a school. These organizations must have a separate employer 
identification number (EIN) and a separate mailing address in order to maintain 
their own records and accounts outside the control of  the school. However, these 
organizations will become school activities if: 

a) Both parties mutually assent to the fiduciary control of  the principal, b) A school 
employee, who is associated with the activity supported by the booster organization, 
serves/holds a leadership position in the organization, or c) A school employee leads fund-
raising or maintains the accounting records for the organization. 



ALSDE Guidelines for School-Related Organizations

Booster Organizations 
Specific activities of  a booster organization may come under the control of  
a school principal if: 

a) The organization collects admission to the school function 

b) The organization operates a concession operation on school property at 
the school function

c) The organization collects parking fees for the school function 

d) The organization operates a training camp that includes students of  the 
activity it supports, or 

e) The organization operates an exhibition or competition that includes 
students of  the activity it supports. 



ALSDE Guidelines for School-Related Organizations

Parent organizations and booster organizations that maintain financial operations 
outside the control of  the school could create a negative image for the school 
by failing to maintain proper accounting controls. Accountability for the funds 
these organizations control includes an agreement that: 

a) The organization has obtained an employer identification number from the 
IRS. 

b) The organization provides a report of  the annual audit of  the organization to 
the school. 

c) The organization makes its financial records available to the school’s auditors 
and authorized school employees upon request. 

d) The organization provides required financial reports. 

e) The organization provides proof  of  a fidelity bond for the treasurer. 

f) The organization will not provide any payment or benefit to a school 
employee (or family member of  a school employee) in violation of  the State 
Ethics Law. 



IRS Publication 557
Chapter 3 - Section 501 (c)(3) Organizations

• To qualify, the organization must be organized as a 
corporation (including a limited liability company), 
unincorporated association, or trust. Sole proprietorships, 
partnerships, individuals, or loosely associated groups of  
individuals won't qualify. 

• Qualifying organizations include: • Nonprofit old-age 
homes • Parent-teacher associations • Charitable 
hospitals or other charitable organizations • Alumni 
associations • Schools • Chapters of  the Red Cross • Boys' 
or Girls' Clubs and • Churches

• Form SS-4 Application for Federal Tax ID #

• Form 1023 Application for Non-Profit 501 (c)(3)



Parent Support and Outside 
Organization Manual

I. ORGANIZATION

• FORMATION OF ORGANIZATION

• BYLAWS

• OFFICERS AND DIRECTORS

• MEETINGS/RECORD KEEPING/RULES FOR DISSOLUTION

• INSURANCE

II. ADMINISTRATIVE GUIDELINES

• RELATIONSHIP WITH SCHOOL BOARD

• LAWS

• TRAINING

• CONTRACTS/LOANS

• FUNDRAISING GUIDELINES

• SELF-WORK PROJECTS

III. REPORTING REQUIREMENTS -APPLICABLE TO ORGANIZATIONS OUTSIDE   

THE SCHOOL’S BOOKS

• OBTAINING EMPLOYER IDENTIFICATION NUMBER (EIN)

• 501(C)(3) INFORMATION

• FIDELITY BOND

• ANNUAL AUDIT

• ANNUAL AUDIT FILING REQUIREMENTS



Parent Support and Outside 
Organization Manual

IV.  FINANCIAL PROCEDURES

• GENERAL 

• INTERNAL CONTROL PROCEDURES

• BANK ACCOUNTS

• CASH RECEIPTS

• DISBURSEMENTS

• FUNDRAISERS

• BUDGETARY AND OVERSIGHT CONTROL

V.   ACTIVITIES ON SCHOOL CAMPUSES

APPENDIX - FORMS

















Resources

Parent Booster USA

https://parentbooster.org

Alabama Ethics 

Commission

www.ethics.alabama.gov

Alabama Attorney 

General

www.alabamaag.gov

http://www.ethics.alabama.gov/


https://parentbooster.org



Contact information:

Alisa Benson

alisa.benson@alsde.edu

334.694.4603
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