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Introduction

Thank you for Attending!

Importance of the role of the FFO/Booster Clubs and CFSD 
Foundation to our District.

Review of Policies and Procedures.

Share Information with Event Organizers.

Any forms, contracts or other documents referenced in this 
presentation are available for download from the CFSD website.
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FFO’s, CFSD 
Foundation & 
Booster Clubs

• Help promote, support, and enhance 
educational programs and 
extracurricular activities of the District.

• Operate as separate legal entities from 
the District.

– Eligible to apply for 501(c)(3) tax-
exempt status based upon their 
affiliation with the School District.

– Responsible for compliance with 
laws and regulations.

– Activities must align with the 
District’s educational mission.

– Conduct activities in a fiscally 
responsible manner.
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FFO/Booster Clubs

School Principals are responsible for approving 
and overseeing FFO and Booster Club activities

Some activities require Governing Board approval 

Open Meetings
Provide adequate notice of 
meeting time and place.

Majority of officers present.
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FFO’s, CFSD Foundation & Booster Clubs 
(cont.)



Organizational 
Bylaws

• Bylaws are mandatory and must be approved 
annually by the Governing Board.

• Provide copy of bylaws to the District Business 
Office and forward updates/changes.

• Sample of Bylaws – available on CFSD website

• Required Components of Bylaws include:
– Name of the organization

– Objective

– Eligibility for membership

– Officer selection, duties, and election 
procedures

– Financial institution’s name of where 
organization’s funds are held

– Officer positions 

– Authorized check signers
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Organizational 
Bylaws (cont.)

• Required Components – Continued:

– ALL disbursements must be signed by 
two individuals designated by 
membership to ensure proper internal 
control over funds.

– Specify intended use of funds 
generated by the organization.

– Dissolution – include language on the 
disposition of funds.

– Specific information on time and place 
of regular meetings. 

– Conditions under which special 
meeting called.

– Definition what constitutes a quorum 
and outline voting requirements.
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Finance Guidelines

• Bank Accounts and Tax ID Numbers
– Separate Accounts: Each organization must have its own bank account and 

Tax ID Number
– Cannot use the District’s Tax ID Number

• Purchasing with District Discounts
– Direct Donations: To take advantage of the District’s purchasing discounts, 

organizations can donate funds directly to the District. The District can then 
make the necessary purchases on the organization’s behalf. Common 
practice and can help streamline purchasing process.

• Sales and Fund Collection
– Tracking Methods: When collecting funds from sales or fundraisers, use a 

tracking method such as pre-numbered receipts or ticket tracking. This 
ensures that all funds are accounted for and properly matched with the 
sales.

– Electronic Tracking: Many organizations now use electronic systems for 
handing funds.
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Fundraising 
Approval



Operations 
and Financial 
Responsibility
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Obtain approval/support 
from School Principals

Establishing Officers

Usually president, vice 
president or president 

elect, secretary and 
treasurer.

School employees can 
serve only as advisors, not 
permitted to hold officer 

positions  or authorize 
disbursements.

Meeting minutes recorded 
and maintained for period of 

three (3) years

Set clear goals and develop 
budget to support goals for 

fundraising



Monthly/
Annual 
Financial 
Reports
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Reconcile monthly bank statements verifying all deposits 
and expenditures.

Produce monthly financial reports that detail all revenue 
sources (e.g., fundraisers, dues) and itemize all 
expenditures.

Officers must review all financial statements.

Annual financial reports (detailed Income statement and 
Balance Sheet) to the Director of Finance for fiscal year 
July 1-June 30 by August 31 each year.

Reviewed by Auditors!



Bank Accounts
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Large dollar deposits should be prepared by two individuals to ensure proper internal 
control over collected funds.

Two (2) signatures required on all checks regardless of dollar value of the check.
For debit and credit card transactions/transfers, two individuals review and approve 

transaction.

District or school address on bank account is required.

2101 E River Rd, Tucson, AZ  85718 Please avoid using individual’s home 
address.



Cash 
Receipts

• Please do not accept the following 
types of checks:

– Two-party personal checks 
(where one person endorses 
their check to another).

– Altered checks
– Checks with rubber stamped or 

typewritten company names 
(i.e., checks with non-pre-
printed information).

– Checks payable to two or more 
persons.

– Insurance drafts
– Income tax refunds
– Dividend checks
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Cash 
Receipts 
(cont.)

• Timely deposits
– At least weekly
– Daily, if greater than $250

• Obtain phone number, if not listed 
on check.

• Fundraising Inventory Form: (An 
example is provided on next two 
slides).

• Fundraising Cash Collection Form: 
(An example is provided on next 
two slides).
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Sample 
Fundraising 
Inventory 
Form
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Sample 
Cash 
Collection 
Form
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Gifts & 
Donations



Gifts & 
Donations 
(cont.)

• Procurement Options:

– Direct Procurement by Donor: Donors may 
choose to procure items directly.

 vs.
– Cash Donation to the District:  It may be 

more cost effective for the District to 
procure due to our access to competitive 
cooperative pricing.

• Capital Improvements: Must be managed by 
the District.

– Review projects with the Principal and the 
Director of Facilities.

19



Grants
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Grant proposals routed through 
the Principal.

Superintendent Bartlett reviews 
and approves all grants before 
submitted.

This requirement applies to grants 
submitted to organizations outside 
the FFO/Booster Clubs.



Honorariums 
& Gifts

• Cannot be promised upfront in exchange for 
volunteering.

• Gifts to District employees:

– Gifts should be of modest value, defined 
as no greater than $25 per employee, per 
year.  

– Exception: A gift for a retiring employee 
may be up to $75. 

** These amounts were based on a review 
with our external audit firm. Employees 
should not accept gifts exceeding these dollar 
guidelines. **
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Fundraising Activities
• All fundraising activities must be approved by the Principal.

• If fundraising involves student participation, Board approval is required.

• The fundraising form must:
– List a specific purpose for the fundraising.
– Include anticipated gross and net receipts. 
– Be submitted to the Governing Board at least two meetings prior to the event to allow sufficient time 

for review.  

• Student Share of Proceeds:
• Share of proceeds allocated to students is based on their level of effort
• Determined at the time of approval
• Funds cannot be spent on behalf of students
• Must be remitted to the Principal

• Door-to-door sales by students are prohibited.
• A staff representative must be present at group events involving students.
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Sample 
Fundraising 
Activities 
Form
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Student Field Trips
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Schools cannot charge 
students for participation in 
curricular field trips.
• Often financed through donations

If extracurricular, fees may 
be charged.

Field trips must be approved 
in advance of the trip.
• Approval by the Principal, if less 

than 25 miles
• Approval by the Governing Board, if 

25 miles or more

Field trip requests must be 
submitted to the Governing 
Board at least two meetings 

prior to the event .



Student Field 
Trips (cont.)



Raffles
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Organization must be established for at least 
one year before holding a raffle (reduced from 
previous five-year requirement).

Officers and agents cannot benefit.

Raffles must be managed by the organization’s 
officers (outside individuals or organizations 
cannot handle the raffle).

Students cannot be involved.



Sales and Use Tax

Questions should be referred to a qualified tax consultant.

Sales
• Transaction privilege tax (sales tax) 

• Exemption certificate 

Purchases
• Transaction privilege and use tax

• Exception for purchases of items for resale 

27



501(c)(3) Annual Forms
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IRS Form 990, 990-EZ or 990-N 

If organizations fails to file for three 
years, tax-exempt status revoked.  

Instructions on filing requirements can 
be obtained on IRS website.

Any questions should be directed to a 
qualified tax preparer.

District cannot provide any tax advice.

AZ Form 99

Due 15th day of 5th month following 
close of the fiscal year =

November 15th!



Form 1099-Misc

• Required to be filed for certain payments to individuals or businesses. 
Key situations when needed:
– Non-Employee Compensation
– Rent Payments
– Prizes and Awards
– Other Income (Such as legal settlements)

• Need tax ID number – Obtain a W-9 Form from provider 

• Issue a 1099-Misc to recipient by January 31st.

• Send copy of 1099-Misc to IRS by February 28th.

• Questions – Consult qualified tax professional.
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Charitable Donation Letters

For organizations who are 501(c)(3) 

Create letter for donations ≥ $250 – IRS Requirement

If partly goods/services provided, ≥ $75

Specify whether goods or services were provided
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Insurance
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Directors and Officers 
Liability

• Premiums paid by AZ 
School Risk Retention 
Trust (ASRRT).

• Theft or embezzlement 
covered by District’s 
crime policy.

Bonding

• Currently covered by 
District



Outside 
Vendor 
Contracts
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All contracts must be sent to the 
Director of Finance for review 
and signature.

FFO’s and Booster Club Officers 
cannot sign contracts.

• Requires Director of Finance or 
Superintendent’s signature(s).

• No insurance certificate or license to operate 
needed.

Dine-Out Contracts

• Contracts will not be signed until a current and 
complete certificate of insurance and a valid 
license to operate issued by the health 
department are provided!

Food Service Contracts

• Requires valid certificate of insurance only.
All Other Vendor Contracts



Vendor Contracts (cont.)

• Effective in 2013, the District no longer allows the use of inflatables, 
bouncing houses, trampolines, water slides, etc., at any District event 
on or off our campuses.  

• Effective July 2014, the ASRRT no longer insures ropes courses or 
climbing walls higher than 10 feet or trampolines.
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Vendor 
Insurance 
Certificates

• District must be named as an additional insured 
and Certificate Holder must be in the District’s 
name and the District office address (2101 E. 
River Road, Tucson, AZ 85718).

• If certificate does not reference a specific date or 
event it can be used for all district events as long 
as the vendor’s insurance policy is in force.

• Ensure the certificate is in the vendor’s name and 
that the coverage dates are current.

• Send completed certificate to the Director of 
Finance.

• Goods/services cannot be provided until these 
documents are completed and signed.
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Sample Vendor Insurance Certificate
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Sample 
License to 
Operate 
Issued by 
the Health 
Department 
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Sample Dine-Out Contract



Sample 
Food 
Service 
Contract



Sample Food Service Contract (cont.)



Conflict of Interest
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Definition – A situation where a person 
has the potential to gain personal 

benefit from their actions or decisions 
due to their position or role.

Each year, all District employees are 
required to disclose and complete a 

conflict-of-interest form.

Please do not use vendors for outside 
contracts that are employees of the 

District.



Southwest Foodservice Excellence, LLC
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Food service vendor for the District: 

Southwest Foodservice Excellence, LLC 
(SFE)

Contact Information:

Kenny Alexander, SFE GM of Food 
Service Program
• Email: kalexander@cfsd16.org
• Office: (520) 209-8345

mailto:ebanuelos@cfsd16.org
mailto:kalexander@cfsd16.org


Food 
Operations

• Refer to the bulletin from The 
Trust related to food operations,  
which applies to events 
sponsored by the FFO or Booster 
Clubs on or off district premises.

• There are several Pima County 
Health Department requirements 
that must be followed.  

• For detailed requirements 
related to Pima County, visit: 
http://webcms.pima.gov/health
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http://webcms.pima.gov/health


Technical 
Information 
Bulletin 
No. 54
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Vendors With Documents on File
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Vendors With Documents on File
LAST UPDATED: 8/20/2024

NOTE:  A New Contract Must Be Completed For Every Event.
[FOR DINE-OUT EVENTS ONLY A DINE-OUT FOOD SERVICE CONTRACT SIGNED BY BOTH PARTIES IS NEEDED.

NO INSURANCE CERTIFICATE OR LICENSE TO OPERATE IS REQUIRED FOR DINE-OUT EVENTS.]

[THE LICENSE TO OPERATE IS THE FOOD SERVICE LICENSE REQUIRED THAT IS ISSUED BY THE HEALTH DEPARTMENT. IT IS NOT THE BUSINESS LICENSE.]

Insurance

License To Operate Certificate

Food Vendors Expiration Date Expiration

Al Gusto Coffee 8/31/2024 No Current Insurance Certificate

Bianchi's Italian Restaurant 8/31/2024 3/31/2025

Bugaloo's Soft Serve 3/31/2025 No Current Insurance Certificate

El Sinaloense #5 Hot Dog 10/31/2024 No Current Insurance Certificate

Fork & Fire Mobile Foods, LLC 6/30/2025 3/1/2025

Guadalajara Mexican Grill, 4901 E Broadway Blvd, Tucson 85711 8/31/2024 3/17/2025

Heavy Kettle, LLC 2/28/2025 2/10/2025

Irene's Ice Cream & Cones 9/1/2024 No Current License to Operate

Johnnie's Java, LLC 3/31/2025 8/25/2024

Jozarelli's 10/31/2024 No Current Insurance Certificate

Kona Ice of Marana 2/28/2025 3/9/2025

Maui Wowi (dba Bo's AZ Smoothies, LLC) 12/31/2024 3/15/2025

No Anchovies 10/31/2024 No Current Insurance Certificate

Papa Johns (MRJ - Verona, LLC) 6860 E Sunrise Drive #116, Tucson 85750 10/1/2024 No Current License to Operate

Papa Johns (MRJ - Verona, LLC) 6462 E 22nd Street, Tucson 85710 10/1/2024 No Current License to Operate

Papa Johns (MRJ - Verona, LLC) 2220 El Camino Rinconado, Tucson  85749 10/1/2024 No Current License to Operate

Papa Johns (MRJ - Verona, LLC) 3305 N Swan Road  B107, Tucson 85715 1/31/2025 10/1/2024

Sapphire Services, LLC (Tucson Shared Kitchen - Central Kitchen) 2/4/2025 No Current License to Operate

Southwest Foodservice Excellence, LLC (SFE) On File On File

Special Eats, LLC 4/15/2025 No Current License to Operate

Takoyaki Balls 11/30/2024 8/26/2024

The Blacktop Grill 10/31/2024 9/28/2024

Trucking Good Cupcakes 11/7/2024 No Current License to Operate

Tucson Kona Ice 8/31/2024 5/1/2025

U of A Production Kitchen Self Insured 2/28/2025



Vendor With Documents on File (cont.)
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Insurance

Certificate

Equipment Rental, Services and Other Vendors Expiration

ALC Rentals, LLC (dba A La Carte Rentals & Parties Plus) 2/23/2025

Jennifer Preciado (dba That Balloon Girl) 7/28/2025

Lucid Lizard Entertainment, LLC 8/25/2024

Primetime Events (Darin Taoka) 11/25/2024

Queen of Hearts Casino Parties, LLC 9/12/2024

Wild West Promotions, Inc. 12/12/2024



Additional 
Considerations

46

Outside Food/Vendors: No outside 
food or food vendors are allowed on 
school premises during the school day.
• Contractual requirements with SFE.
• In violation of regulatory requirements of the 

National School Lunch Program.

Alcoholic Beverages at Events: Any 
event where alcoholic beverages are 
served or are available.
• A supplemental insurance policy must be 

purchased by the organization hosting the 
event to cover the liability created by the 
presence of alcohol.

• The Trust does not provide liability coverage 
for alcohol.

• Students are not permitted to attend events 
where alcohol is served.



Hiring Off-
Duty 
Sheriffs
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Off-Duty Sheriff support can be arranged by 
contacting the Pima County Sheriff’s 
Department. 

Required Form: The FFO and Booster Clubs 
must sign an “Off-Duty Work Regulation” 
form, which agrees to the hourly rate and 
other conditions regarding hiring off-duty 
sheriffs. 

Annual Contract: The District completes an 
annual contract and provides the Pima 
County Sheriff’s Department with an 
insurance certificate issued by The Trust.  



Freedom Of 
Information 
Act

• If the FFO or Booster Club needs to obtain 
student and/or parent information from the 
District’s student information system, a Freedom 
of Information Act (FOIA) form must be 
completed. 

• Form Access: Available on the cfsd16.org 
website.

• Approval: Request reviewed and approved by 
Superintendent Bartlett.
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Sample 
Freedom Of 
Information 
Act Form



Questions?
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