
	 Laguna Beach Boosters Club (Athletic Boosters) Handbook 
	

	

BOOSTER CLUB OVERVIEW - MEMBERSHIP, BOARD & MEETINGS 
 
The Laguna Beach Boosters Club, Inc. is a 501(c)3 nonprofit organization whose primary mission 
is to support the athletic programs of Laguna Beach High School (LBHS).  The Bylaws of the 
Organization include recital of the essential roles and responsibilities within the Booster Club.   Per 
the bylaws, the Board of Directors include one voting representative for each sports program 
(Booster Representatives/Reps) as well as an Executive Board comprised of a President, Vice-
President, Secretary, and Treasurer.   
 
The purpose of this handbook is to help Booster Representatives (Reps) and Parents of athletes in 
sports programs at LBHS understand the role and responsibilities of the LBHS Athletic Boosters, 
Inc. and its coordination with the Laguna Beach Unified School District (‘District’) in supporting 
LBHS athletics.  It also provides guidance for Booster Reps in their roles to help the Organization 
comply with applicable policies of the Laguna Beach Unified School District as they relate to 
parent booster groups.  

BOOSTER REPRESENTATIVES (REPS) 

Booster Reps are considered members of the Booster Board of Directors, and are the primary point 
of support for each sport program, including contact and communication with coaches/Booster 
members (which includes parents of athletes in LBHS sports programs).  
 
• Booster Reps are to attend regularly scheduled meetings of the Booster Board to remain 

informed on current matters and vote on matters requiring Board attention, and they are highly 
encouraged to send a substitute, typically another Booster member with an athlete in the given 
sport program, to represent the sport at meetings that the Booster rep cannot attend.  
 

• Booster Reps are usually identified and chosen by a sport’s coach.  If there is a change in the 
Booster Rep for a sport, the outgoing Rep shall notify the President and provide the name and 
contact info of the New Booster Rep.  In the event the Rep position is vacated and there is no 
new Rep identified, the Athletic Director (AD) will advise the Executive Board when a new 
Rep has been identified by the coach.   The Rep may identify other parents to assist with 
Booster Rep responsibilities identified in this Handbook; for example, a Rep may designate 
other parents to handle the financial reporting or marketing/fundraising planning to other 
parents.  The voting Rep maintains the primary responsibility for the sport’s Booster-related 
activities. 
 

• This manual provides guidance for Booster rep in carrying out responsibilities that include 
fundraising, processing income/expenses, and otherwise working with coaches and the athletic 
department in supporting LBHS athletics.  Booster reps also oversee their sport’s Booster-
related marketing and communications, including in person, electronic, and their sport’s 
webpage included under LBHSAthletics.com 

 
• All Booster Reps shall have access to the ‘Booster Reps Only’ page of LBHSathletics.com 

https://www.lbhsathletics.com/boosterreps.  This site provides relevant reference info, links to 
online forms, and a current version of this Booster Handbook and other pertinent documents 
for carrying out Booster Rep duties. Please contact the VP of the Exec Board for access.  
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• In addition, to facilitate the ‘onboarding’ of a new rep, the Exec Board members shall do the 

following: 
 

• President – Notify other Exec Board members of booster rep change via email; update 
information on the Booster Rep contact list on the Booster Rep page; send meeting 
schedule; introduce new Reps at the next meeting. 

• VP- Contact new Booster rep to register for SportsEngine.  Once registered, assign access 
to Booster rep page and the individual sport page, and email new Rep re: how to access 
Booster rep page. 

• Treasurer- Contact rep to ensure understanding deposit, stipend, and check request 
forms/processes; send budget template if needed; set up rep on QuickBooks to receive 
financial reports.  

REGULATIONS GOVERNING BOOSTER CLUBS  

The Laguna Beach Boosters Club operates under the requirement that it is approved by the Laguna 
Beach Unified School District (LBUSD), in accordance with California Education Code Section 
51521, because it conducts fund-raising to benefit clubs, schools, students, and the district.  Thus, 
the Laguna Beach Booster Club is subject to, and will comply with, policies approved by the 
LBUSD School Board that apply to the general operation of booster clubs within the District, 
which will be referenced herein as needed. This includes facility use policies for activities on 
school premises as per California Education Code sections 38130-38139. 

ANNUAL BUDGETS  

Boosters donate funds to be used either to support specific sport(s) or general Booster Club 
operations.   To help in planning for the use and allocation of funds, Booster Reps prepare an 
annual budget for their individual sports that estimates sources and uses of funds donated to that 
sport or acquired by fundraising efforts.  Ideally, a sport’s budget is approved by the AD before 
the start of the sport’s season.  The process is as follows: 
 
1. Obtain a copy of the sport’s prior year income and expense statement in Excel worksheet 

format from the Booster Treasurer.  It will have actual income and expenses, with account #’s 
that correspond to the Booster’s QuickBooks accounting system.  Use this as a starting point 
for understanding what the sport’s needs might be for the upcoming year. 
 

2. Develop an annual budget with the coach. Ideally, this occurs during pre-season. Boosters 
are encouraged to meet with the coach to discuss projected income and expenses for the 
upcoming year, including sources of income (including fundraisers), and expenses (wish list 
items, stipends) etc.  NOTE:  The District provides funds to each sport annually for uniforms 
and other purposes as identified by the coaches (amount varies per sport, but it's a few thousand 
dollars). Also, ASB typically provides $500 per sport to be used for an approved 
purpose.  While these funds and related expenses should not be included in your sport's budget, 
Reps should ask coaches about their intended use for these two sources of funds, so that they 
can plan accordingly for use of booster funds (for example, the Booster budget often include 
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allocation for a portion of uniform or equipment expenses that is not covered by district 
funds).  Using the last year’s actual numbers can be helpful in forming projections for the 
upcoming year.   

 
3. Update the #’s in the excel template to reflect discussions/feedback from the coach and 

submit for approval.  If there are newly projected income/expenses that do not seem to fall 
into any line items listed, use the Chart of Accounts reference guide (on the Booster Only 
webpage) to determine the account #/title that seems appropriate and add lines to the Budget 
(contact Treasurer with any questions).  Meet with the AD and Coach to discuss budget, if 
possible.  Submit the projected budget worksheet electronically/via email to AD.  AD will 
follow up with the booster rep if there are questions.  Note: The AD should approve the budget 
before the Booster rep requests reimbursement for expenses for the season.  

 
4. Once approved by AD, the AD will email approval confirmation to Booster rep and the 

Treasurer.  Treasurer will forward budget to the Bookkeeper for input into QuickBooks.  
 
5. Stipends – Stipends should be included in the budget.  See Stipends section of procedures for 

more information.  Because the AD needs to obtain school board approval for Stipends, the 
Booster Rep also needs to fill out the stipend request form in order for any budgeted stipend to 
be paid. http://www.123formbuilder.com/form-4349453/off-season-stipend-form.  

 
6. Limit Funds Carried Over - Boosters should spend the funds collected each year within that 

year, with minimal carryover of unused funds to a subsequent year not to exceed 10-15% of 
annual budget. Exceptions will be made for funds needed due to timing differences (i.e. for 
example, to pay preseason stipends for a Winter/Spring sport that does not generate donations 
until later in the year) or for funds earmarked for a specific purpose such as equipment that 
requires multiyear fundraising.  Sports that raise significantly more income than is expensed 
without meeting one of the exceptions above may be asked to prorate unused funds back to 
contributors.   

 
7. Ongoing Budget Monitoring Responsibilities – The Booster Rep should review the sport’s 

updated income and expense statement regularly to make sure that it is spending funds within 
budget and making adjustments to planned expenses should fundraising and donation income 
fall short of expectations.  The Booster Club utilizes QuickBooks software for financial 
reporting, with all transaction data entered by an independent bookkeeper.  Booster reps should 
contact the Treasurer to request receipt of ongoing income and expense reports on a desired 
schedule; such reports can be autogenerated and sent to Reps weekly, bi-monthly or monthly, 
in detailed format.  NOTE: because detailed income and expense reports include donor names’ 
info, they should not be shared with other parents.  Current income and expense summary 
reports, by sport, are posted on the general website LBHSAthletics.com on a regular basis for 
any parent/booster to access.   
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HANDLING MONEY AND PROCESSING DEPOSITS  
 
Money refers to cash, checks, money orders, or cashier’s checks.  Donations (including money 
collected for fundraisers, banquets and team events, general donations to support an individual 
sport, etc.) should be deposited into the Booster deposit account.   
 
1. Processing Checks for Deposit – guidelines are as follows: 

• Checks should be made payable to Laguna Beach Boosters Club, with the sport identified 
in the memo line.  The individual sport should NOT be named as a payee or the check may 
be returned (i.e. Laguna Beach Track Boosters is not correct!). 

• Rep should complete the online deposit form available here: 
http://www.123formbuilder.com/form-3489397/Donation-Form.  Take a photo or scan of 
checks being deposited and upload with the form as instructed.  NOTE: It is important 
that you select the correct income category for how the deposit should be recorded so that 
our financial statements and tax returns are accurate. Please use the descriptions in the 
form and/or consult the Chart of Accounts reference guide (on the Booster Only 
webpage) as guidance, and contact the Treasurer if you are unsure how to report the 
income if you need assistance in determining how to report the income.  

• Checks should be placed in a sealed envelope, attn.: Athletic Boosters and dropped off to 
the Bookkeeper at Mailstop: 1278 Glenneyre St. (Cross Street is Cress St.) - BOX #285 
Attn: Anne McGraw.  Deposits are typically processed on Fridays.   

• If a contribution check does not clear, the booster rep will be notified by treasurer to follow 
up with contributor. 
 

2. Handling Cash – guidelines are as follows: 
• Booster Reps should encourage parents to make donations via check or PayPal (credit card) 

to reduce the risk of loss.  
• If a sport expects to collect cash as part of an event (banquet, fundraiser, entrance fees to 

competitions, etc.), the Rep should be involved in the cash collections personally and if 
not, identify two responsible individuals to collect cash.  Cash Boxes are available from 
the Athletic Booster mailbox at LBHS or contact the treasurer.  Ideally, two people are 
handling cash collections.   Cash should be counted by two people who record it on (and 
both sign) the CASH VERIFICATION FORM, which is available on the Booster Rep 
resource webpage.  

• For all cash deposits, Rep should complete the online deposit form 
http://www.123formbuilder.com/form-3489397/Donation-Form and upload a picture/scan 
of the cash verification form.  Note: cash and checks can be input onto one deposit form, 
just noting the amount that is cash in the comments. Again, allocate the income into the 
correct reporting categories to ensure our financial statements are correct.  However, Reps 
should contact the Treasurer to arrange transfer of cash deposits to the Treasurer directly. 
NO CASH SHOULD BE INCLUDED WITH DEPOSITS TO BOOKKEEPER 
THROUGH THE MAILSTOP MAILBOX; TREASURER DEPOSITS CASH 
DIRECTLY TO THE BANK AFTER INDEPENDENTLY VERIFYING THE TOTAL. 

• For smaller cash amounts collected or individual cash donations sent to Booster Rep not 
associated with an event, it is acceptable for the Booster Rep to write a check to LBHS 
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Booster for the amount of the cash collected, noting on the check memo line ‘for cash 
collections’ and sport name.  That check should be deposited as any other check using the 
Donation Form.   
 

3. Electronic payments through PayPal – Donations made via PayPal links (see Fundraising 
below) are automatically allocated to the individual sport’s income total, typically updated 
weekly.  PayPal buttons will include a code in the button title to assist our bookkeeper in 
accurately recording the income.  The Booster Rep should contact the Treasurer if more 
detailed information is needed regarding PayPal payments than is provided on the 
income/expense reports. 
 

4. Keep Track of Donations/Deposits – While donations from Boosters/athletes are optional 
and not required to participate in LBHS athletics, Reps may keep records of donors (names, 
amounts, etc.) in formats that they find relevant, as detail of individual contributors by sport 
may not be easily available from bookkeepers.  This information should be kept confidential 
and not shared with coaches, other parents who are not involved in assisting the Rep with 
collections/fundraising (and thus don’t have a ‘need to know’), District employees, or 
community members.   

PROCESSING CHECK REQUESTS / EXPENSES (excluding Coach Stipends) 

1. To process payment of an expense, including payments to third party vendors as well as 
reimbursements to individual Boosters, Booster Reps will complete the online 
Check/Payment Request form available here: http://www.123formbuilder.com/form-3486332/ 
• Input the basic vendor/payee information and identification of the expense category that 

best matches the use of funds.  Use the Chart of Accounts reference guide on the Booster 
Only webpage and descriptions in the payment request form to choose the appropriate 
expense category to help ensure accurate financial reporting.  In addition: 

• Upload a photo/scan of the invoices, receipts, or other documentation to support the request 
for expense payment.   

• Click ‘Submit’, which prompts a copy of the completed form to be emailed to the Booster 
rep submitting the report and the Treasurer. 
 

2. The Treasurer will digitally approve and forward to the Bookkeeper for processing.  
Note: If a sport does not have sufficient funds to pay the requested expense item, the Booster 
rep will be notified, and the check will not be issued until funds are deposited to cover the total 
amount requested.  
 

3. The Bookkeeper will process expense checks weekly based received by the stated cutoff 
day, which is currently Monday.  Each sport’s detailed financial statement will reflect the 
processed payments within days of the check being processed.  Checks are mailed directly to 
the addresses input on the Payment Request Forms.   

 
4. Booster Reps should keep copies of documentation that was submitted with the check 

request (electronic or paper) until the requested checks are processed.   The Organization 
keeps records including the documentation submitted for checks issued.  Reps may maintain 
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records of check requests/supporting documentation that they deem necessary to assist them 
in planning/budgeting, but the official copies of record are maintained with the bookkeepers 
and can be retrieved if needed.  

 

COACHING STIPENDS 

Stipends are payments made to coaches for providing coaching during pre and post seasons.   

1. Stipend Rules - The California Interscholastic Federation (CIF) is the governing body 
implementing parameters for athletic activities in California’s secondary schools.  CIF bylaws 
state that coaches shall not be reimbursed for coaching services from any source other 
than school funds without the approval of the School’s governing board, nor be subject 
to any bonus arrangement dependent upon the success of the school’s team. Violations 
may deem teams to be ineligible for competition.  To comply: 

• The Booster Club does not make payments to coaches to provide bonuses for team 
performance, in any form.   

• Booster Club may provide stipends for pre-and post-season coaching for sports, but not 
additional stipends/fees for coaching during a sport’s in-season.   Pre- and post-season 
coaching typically involves holding regular practices, clinics, etc. open to all team players.   

• The LBUSD School Board must be approved all off-season stipends.  In practice, the 
LBUSD processes payments to coaches after LBUSD approval, and then seeks 
reimbursement from the Booster Club. 

• A pre- or post- season stipend paid by Booster funds cannot exceed the amount that the 
School District pays the coach (head or assistant) as its in-season coaching stipend.  These 
amounts are adjusted annually, and the Athletic Director will communicate the maximum 
amounts to the Booster Club.  Thus, the maximum amount a coach may receive for a full 
year of coaching a sport (Fall, Winter, Spring) is equal to three ‘in season’ coaching 
stipends (one paid by LBUSD, and up to two paid by Booster Club).  

2. Estimating Stipends/Budget - Booster reps should discuss stipends with Coaches during the 
process of developing an annual budget for their sports, and look at trends in prior year’s 
payments in evaluating reasonableness of stipends.  Because stipends are subject to benefits 
mark-up and will be ‘grossed up’ to include tax and benefits, Booster reps should allocate 
the grossed up amounts in their budgets.  The percentage markup will be updated 
annually, but is generally 9 – 27% depending on the employee type classification of the 
coach.  The stipend amounts per coach should be communicated to the AD/included in the 
budget submitted to the AD before the season starts, to the extent possible, recognizing that 
amounts can change due to funding deficits or surpluses. 

3. Processing Stipends - Booster Reps will complete the Stipend Request Form to request a pre 
or post season stipend: www.123formbuilder.com/form-4349453/off-season-stipend-form   
Instructions are embedded on the form for estimating taxes.   
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• Timing – Off season Stipend Forms should be submitted during the sport’s off season, 
using the following general guidelines:  

o FALL - In season sports run September – November. Winter and Spring sports 
may request stipends for coaching taking place during this time, typically by 
October 1st, to be processed in November/early December.  

o WINTER – in season sports run December – February.  Fall and Spring sports may 
request stipends for coaching taking place during this time, typically by January 
1st, to be processed in March/early April.  

o SPRING  – in season sports run March – May.  Fall and Winter sports may request 
stipends for coaching taking place during this time, typically by April 1st, to be 
processed in May/early June.    

• Approval – the Forms are submitted electronically to the AD and Booster Treasurer. The 
AD will compile all requested stipends on a spreadsheet that he approves, and will send 
the Booster Treasurer the spreadsheet so that the Boosters will know that stipends are being 
submitted to the School Board for approval. The Treasurer will put this spreadsheet on the 
shared Google drive.  This also allows the Treasurer to check that stipends being requested 
match what the Booster reps submitted for approval.  

• District Approval/Payment/Reimbursement – The AD submits requested stipends for 
Board approval near the end of the in-season quarter.  Thus, it may be a few weeks from 
the time the Rep submits the form and the time that the stipend is submitted to the Board.  
Once approved by the LBUSD School Board, the stipends will be paid through the district’s 
payroll, after which the LBUSD sends a payroll report of amounts paid (listed by coach 
name) to the Treasurer and bookkeeper.  With this report serving as an invoice from the 
District/request for payment, the Treasurer will approve reimbursement to the District for 
stipends and ensure they the bookkeeper allocates them to the sports in the correct amounts. 
NOTE that this process results in a lag between the time that the Booster Rep requests a 
stipend and the time the stipend is expensed to that individual sport.  Typically, there is a 
3- 4 month lag between when a Rep requests a stipend and when that stipend will be 
expensed to the sport on the Booster’s financial statements.  It is important that Reps be 
cognizant of the pending expense when utilizing funds particularly at the end of the season.    

• Booster reps should remain cognizant of pending stipend payments - The risk of having 
insufficient funds to pay for requested stipends is mitigated if the Booster rep periodically 
reviews updated income/expense reports to monitor that they are in line (or better than) the 
sport’s budget projection.   Booster rep can contact the Treasurer at any time to discuss 
whether or not requested stipend amounts should be adjusted before they are paid out by 
the district.  If a sport lacks sufficient funds to pay stipends at the time the Booster rep 
submits the 123 form, the Treasurer may need to request the AD to delay submission of 
that stipend until the sport has sufficient funds to pay.  

EXPENSES REIMBURSED BY BOOSTERS TO THE DISTRICT  

In addition to stipends, there are some athletic expenses incurred by the District for which the 
Booster Rep may be asked to reimburse the District (for example, transportation costs, uniform 
costs in excess of district funds, etc.).  The District typically pays these and then sends the Booster 
Club a monthly spreadsheet with the amounts owed.  For	 such	 expenses,	 the	 Athletic	
Department	 will	 provide	 the	 Booster	 Club	 Treasurer	 with	 copies	 of	 underlying	
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documentation/invoices	to	support	the	payment	requested.		The	Treasurer	will	obtain	email	
confirmation	from	the	appropriate	sports’	Reps	that	such	expenses	are	‘ok	to	pay’	prior	to	
authorizing	the	Bookkeeper	to	remit	payments	to	the	District.		
	
ASB FUNDS 

The Associated Student Body of LBHS typically funds up $500 per sport, per year to pay for items 
that benefit the student athletes directly, such as supplemental equipment and uniforms.   Reps 
should ask their coaches what the intended use of ASB funds will be, ideally when the sport’s 
annual budget is being established.  While ASB funds are not included in the sports budget, it is 
helpful to identify the expense for which the funds so that expense is not double counted in the 
Booster budget.    

Booster reps are not involved in processing ASB fund requests.  The coach forwards a summary 
of the expense (including the vendor info, items to purchased, etc.) to the AD, who will coordinate 
approval by the ASB.  The dollar limit is $500 including taxes, and the item must be directly 
funded by ASB.  Thus, it is preferable for the Coach to submit the request for an item close to $500 
for ease.  If that is not possible, the Booster Rep should discuss with the coach whether or not a 
larger invoice or purchase order could be split so that there is one for $500 (for direct payment by 
ASB) and the remaining balance to another invoice for direct payment by Boosters. 

GENERAL BOOSTER FUNDRAISING AND BUDGETING 

The Booster Club raises funds to cover not only the basic operations of the organization including 
bookkeeping for its 27 sports, but to private support to the overall athletics program of Laguna 
Beach High School, including the purchase of equipment and making improvements to athletic 
facilities.  Its primary fundraisers include: Breaker Day/Pancake breakfast (payments for physicals 
donated the Boosters); ‘Fast Pass’ sporting event Gate fees shared with ASB, and other levels of 
general donor sponsorship. The Board may consider changing these fundraisers as needed.  
 
With	the	input	of	the	Executive	Board,	the	Treasurer	will	prepare	an	annual	budget	for	the	
general	 booster	 operations	 to	 include	 estimated	 revenue	 from	 fundraising,	 and	
expenses/overhead	of	the	overall	organization,	which	includes	items	such	as	general	liability	
and	D	&	O	insurance,	bookkeeping	and	tax	return	preparation,	events	(to	recognize	student	
athletes,	coaches/staff,	or	Booster	reps),	scholarships	for	graduates,	website	maintenance,	
marketing,	equipment/other	capital	items	or	improvements	donated	to	the	school’s	athletic	
programs,	etc.		The	budget	will	be	presented	to	the	Booster	Board	for	approval	at	the	first	
general	meeting	of	each	fiscal	year.				The	Treasurer’s	regular	reporting	to	the	Booster	Board	
will	include	a	summary	of	actual	to	projected	income/expenses.			
	

INDIVIDUAL SPORT FUNDRAISING  

Individual sports generate donations through various means of fundraising.  Reps should be 
familiar with the following guidelines when considering/implementing fundraising initiatives: 
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1. No mandatory participation - No athlete will be denied participating fully in a sports program 
due to lack of participation in fundraising.  There are no ‘mandatory donations’ or ‘mandatory 
fundraisers’ allowed.  This includes ‘spirit packs’ i.e. Boosters/coaches cannot require athletes 
to purchase supplemental sportswear for a sport such as matching warmups, gear bags, etc.   
 

2. AD review of fundraising events and promotional materials- Any communication (email, 
flyers, etc.) to parents or students pertaining to requests for donations or fundraising must be 
approved by the Athletic Director prior to disseminating to any group of parents or athletes. 
This allows the AD to ensure that dates and use of school facilities is acceptable, and otherwise 
confirm that fundraisers do not violate school district and/or CIF guidance.   This includes the 
sale of banners for sponsorships of individual sports, as the parameters of sponsor 
advertisements (how long banners remain, locations, acceptable content, etc.) require AD 
approval.  See LBUSD guidelines for advertising and promotion here LBUSD Board Policy 
Manual and LBUSD AR 1325 Community Relations, available on the Booster website.  

 
3. Qualified Sponsorships (applies to individual sports and general boosters) – Seeking 

sponsorship by corporations or individuals for which the Boosters or individual sports 
acknowledge such sponsorship is a common form of fundraising.  Sponsors can be 
acknowledged in several ways, including thanking sponsors at events, posting of banners at 
approved locations to acknowledge sponsors (fields, stadium, pool), or including sponsor 
information on sports’ webpages.   These type acknowledgements are considered to be of  
“unsubstantial value”.  Specifically, an acknowledgement on a banner, in a program, or other 
means of distribution can include the sponsor’s name/corporate name, logo, phone #, physical 
address or website address, and/or a QR code linking to the website, as long as it is the sponsor's 
homepage where goods or services are not listed for sale.  

 
In contrast, advertising is considered a substantial return benefit, and would be considered 
unrelated business income to the Boosters and is taxable. The Booster Club does not allow 
advertising by sponsors.  The main distinction between “acknowledgment” and advertising is 
that advertising contains any message that promotes a sponsor’s products or services to 
potential customers. Advertising includes: 1) messages containing qualitative or comparative 
language, price information, or other indications of savings or value 2) endorsements, and 3) 
inducements to buy, sell, or use products or services (i.e. a banner stating a % discount for 
students who purchase a product is an inducement).   Booster reps should direct any questions 
regarding a sponsor’s identification or requested language for sponsorship to an Executive 
Board member. 
 

4. Fundraising online/ PayPal contributions – The Booster Club has a PayPal account to accept 
electronic payments.  Once a Rep has obtained the AD’s approval for a plan for soliciting 
donations or a specific fundraiser, the Rep shall contact the Treasurer who will provide a 
PayPal ‘button’ or link.  The Rep can choose to have a simple link to be emailed to a sport’s 
team contacts to receive donations of any amount, or a button for the sport’s page on the LBHS 
Athletics Website (LBHSAthletics.com).  The club also has PayPal card readers that can be 
attached to mobile devices to accept payments.  Contact the Treasurer to obtain the PayPal 
card readers for temporary use. 
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5. Confidentiality – Reps should keep donor information (specific amounts, lists of contributors, 

etc.).  For example, there shall be no distribution of memos/emails distributed to the team 
listing who has or has not made donations or payments.   

 
6. Consideration of all athletes- in planning team dinners, banquets or other recognition events 

that are not fully funded by Boosters, Reps should be cognizant of the costs of such events, 
which, though optional, should not be cost prohibitive to limit an athlete’s ability to participate.  
No athlete shall be prevented/excluded from participating due to lack of payment.  In general, 
banquet ticket costs should be nominal (if not free) for participating athletes and not more than 
$25 per guest (parents, others).  Other events planned by Reps or Boosters (parents) such as 
all- team dinners should not require more than nominal financial contributions for an athlete 
to participate.  

 
7. Fundraising Restrictions during/before/after school - Education Code 51520 of CA states 

that during school hours, and within one hour before the time of opening and within one hour 
after the time of closing of school, students of public schools shall not be solicited on school 
premises by teachers or others to subscribe or contribute to the funds of, to become members 
of, or to work for, any organization not directly under the control of the school authorities.  
While there is an exception for nonprofits, even in those cases the solicitation has to be 
approved by the School Board.  Thus, Booster reps should ensure fundraising activities and 
requests for donations on behalf of its sports comply with this limitation.  

 
8. No Raffles/Bingo -   A raffle is a type of lottery in which prizes are awarded to people 

who pay for a chance to win.  A typical example is when a person enters a game of 
chance by submitting a detachable coupon or stub from a paper ticket purchased.  The 
state of CA requires registration, approval and reporting of these activities.  The Booster 
Club is not registered with the state and thus raffles/bingo fundraising activities are not 
permitted at this time. 

 
9. No Alcohol – Alcohol cannot be served at Booster Club Fundraising events/activities.    

 
10. Insurance – An individual fundraising event may require general liability insurance. Please 

contact the Treasurer to get an additional insured statement.   
 

 
BRANDING AND MARKETING 
 
The Booster Club works with the Athletic Department to promote consistency in the branding of 
LBHS athletic program by using approved colors, logos, fonts, etc. in conjunction with any LBHS 
sport-related promotional materials, or purchase of apparel, equipment, and gear for LBHS sports 
teams.  This information is included in the “Branding Briefcase” documents, which is available 
one Booster Rep Only page of the Booster website, LBHSathletics.com.  Booster Reps should 
ensure any branded merchandise and materials purchased and/or distributed comply with these 
school-approved guidelines on this site: https://www.lbhsathletics.com/boosterreps.   
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W-9 FORMS 
 
IRS Form W-9 (Request for Taxpayer Identification Number and Certification) is used by a 
taxpayer, usually a business, to obtain the Social Security number or Federal Employer Tax ID 
(EIN) number from a person or business entity to ensure it has accurately identified the entity to 
which payments were made.  This is most often for the purposes of issuing an annual Form 
1099-MISC for any contract payments made by the requesting party.  
 
The Boosters will provide a W-9, even though we are a nonprofit organization with tax exempt 
status, from any Company with which we do business that requests one (such as one providing a 
sport sponsorship). 
 
Please contact the Booster Treasurer with the name of the entity requesting a W-9, to obtain one.  
The Treasurer will prepare the W-9s and keep a copy of all W-9s issued. 
 
If there is an immediate need for a W-9, a Booster rep may utilize the pre-filled W-9 form on the 
shared Google drive under Forms, adding the correct name of requesting entity and signing the 
form. It is important the W-9 is complete and reflects accurate information including the correct 
legal name and EIN number, thus Booster reps should not use blank forms from elsewhere.   
Booster reps should forward an electronic copy of any W-9’s that they prepare to the Treasurer.   

SCHOLARSHIPS 

The Booster Club provides academic assistance scholarships each year to graduating seniors 
through the Laguna Beach High School Scholarship Foundation (LBHSSF) to be used for college.   
Annually, the Booster President will designate a 3-4 person committee to be the point of contact 
for LBHSSF, and to review the criteria and essay applications for Booster Scholarships to be 
awarded. The Booster budget/availability of funds will determine the number and amount of 
scholarships to be awarded annually, with the range generally $1,000 - $3,000 per year. 
 
 
GIFTS TO COACHES and ATHLETES 
 
As stated above Athletic Booster club does not make payments for coaching services to coaches 
(all payments for coaching services must be made by the District, with reimbursement by 
Boosters).   Parents may ask if they can give gifts to coaches and Reps should advise them they 
should be limited to nominal gifts of appreciation (gift cards of $50 and under, for example).   The 
Booster Rep may use Booster funds for its sport for coaches’ gifts of appreciation for the season, 
but such gifts should not exceed $500 annually per coach and such gifts should not be cash.  
 
Senior athletes can be recognized with token gifts of appreciation and thanks, the value of which 
should not exceed $50 per athlete. Boosters are not to give cash gifts to athletes.  The Booster Rep 
may use Booster funds for its senior athlete gifts.  
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BANQUETS  

Banquets are typically held each season to recognize the accomplishments and efforts of a sport 
team.  In planning team dinners, banquets or other recognition events that are not fully funded by 
Boosters, Reps should be cognizant of the costs of such events, which, though optional, should not 
be cost prohibitive so as to limit an athlete’s ability to participate.  No athlete shall be 
prevented/excluded from participating due to lack of payment.  In general, banquet ticket costs 
should be nominal (if not free) for participating athletes and not more than $25 per guest.  Other 
events planned by Reps or Boosters (parents) such as all- team dinners should not require more 
than nominal financial contributions for an athlete to participate.  

DONATIONS – STATEMENTS AND ACKNOWLEDGEMENT LETTERS 

As a 501(c)3 nonprofit, the Laguna Beach Boosters Club is responsible for providing 
documentation to donors in certain circumstances, specifically for 1) contributions of $75 or 
more for in exchange for goods/services (quid pro quo contributions) and 2) donations of $250 or 
more.  Because every sport does unique fundraisers, it is not possible to easily centralize these 
donor statements and acknowledgements.  Booster reps are responsible for sending donor 
acknowledgements.    

The Booster rep page includes templates for the acknowledgement letters.  These letters 
can be sent via email, and it’s generally the easiest way to send them.  Requirements are as 
follows: 

• Quid pro quo contributions in excess of $75 - A quid pro quo contribution is a payment 
made by a donor partly as a contribution and partly for goods or services provided to the 
donor by the charity. For example, if a donor gives $100 and receives spirit packs/spirit 
worth $50, the donor has made a quid pro quo contribution.  Even if the payment amount 
exceeding the value of the goods (i.e. the donation portion) does not exceed $75, a disclosure 
statement must be provided to the donor because the donor's payment itself exceeds $75. The 
required written disclosure statement must: 

o Inform the donor that the amount of the contribution that is deductible for federal 
income tax purposes is limited to the excess of any money (and the value of any 
property other than money) contributed by the donor over the value of goods or 
services provided by the charity, and 

o Provide the donor with a good faith estimate of the value of the goods or services that 
the donor received. 

No disclosure statement is required when:1) the goods or services given to a donor meet the 
standards for insubstantial value set out in by the IRS (currently just over $11.00); or 2) there is 
no donative element involved, i.e. when transactions involve extra uniform or practice gear, 
spirit wear, etc. at cost.   
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• All Donations of $250 or more -  These acknowledgments must state: the name of our 
organization, amount of cash contribution and whether the Boosters provided any goods or 
services in consideration for the contribution.  If it is a quid pro quo donation as described 
above, the written acknowledgment must include a good faith estimate of the value of the 
goods or services.   The acknowledgement should be sent contemporaneously, but generally 
no later than the time the donor files its tax return for the year in which the donation was 
made.   

 


