SCHOOL'S ASSOCIATED STUDENT BODY (ASB)

Constitution ratified by students,

are kept on records

Fill out Application for
Student Club, attach

Constitution, and budget for
the current year. Submit all
documents to the general

'ASB and to the principal for
approval

develop a budget for the current year.
Officers are elected, regular meeting is
held, and minutes of every meeting

General ASB

J

Class/Club

O

Fill out Form 34-EHJ-8, have it signed by Club
officer. If SLC, coordinate with the school
administrator supervising Leadership.

g

Submit signed Form 34-EHJ-8 to the general
ASB & the principal for approval & for
tentative inclusion in the Master Calendar.

hSd

Submit document to the Financial Manager
for review and approval. At least 2 weeks
prior to the event, it is submitted to the
Coordinating Financial Manager for further
review and approval.

APPROVED
BY CFM

No

Yes

4

Form 34-EHJ-8 is returned to the FM/SFM for
file/record & for distribution :

1) Gen ASB/Student Council

2) Club sponsor

3) Principal (optional)

SCHOOL FUNDRAISING PROCEDURE

IF 3RD PARTY IS
INVOLVED, ADDL
APPROVAL IS

REQUIRED

l

For ASB or cooperative, if “On-
Campus” & Third Party
Vendor/Business is involved,
SBFS will forward to Risk
Finance for approval.

For ASB, if Off-Campus, SBFS
will forward to Risk Finance for

ASB/Club proceeds to fundraising activity as
approved following the Pub 465 guidelines.

<::| Yes

4

FM/SFM submits financial report to the
Coordinating Financial Manager within 30 days

after the event

Profits are posted in the proper account/s
accordingly.

4

APPROVED

4

Request for Authorization for Student Body Expenditures and Receipts (Elementary School, Continuation, Special School, PTA/PTO Elem)
Request for Authorization for Student Body Expenditures and Receipts (Secondary School, DACE Schools, PTA/PTO Secondary)
Booster Club Fundraising Permission Request

PTA/PTO
(Must be registered with the State Dept
of Justice AND on a current status)’

4

Fill out Form 34-EHJ-8, have it signed by
the PTA/PTO local President . Then, get
the approval of the PTA District where

you belong.

Submit signed Form 34-EHJ-8 to the
general ASB & the principal for approval
& for tentative inclusion in the Master

Calendar.
4

Submit document to the Financial
Manager for review and approval. At
least 3 weeks prior to the event, it is
submitted to the Coordinating Financial
Manager for further review and approval.

T

PARENT TEACHER ASSOCIATION (PTA) / PARENT TEACHER ORGANIZATION (PTO)

APPROVED

Il vYes

Form 34-EHJ-8 is returned to the
FM/SFM for file/record & for
distribution :

1) Gen ASB/Student Council

2) PTA/PTO representative

3) Principal (optional)

Cooperative w/ ASB

For ASB or cooperative, if “On-
Campus” & Third Party
Vendor/Business is involved,
SBFS will forward to Risk

Finance for approval.

For ASB, if Off-Campus, SBFS
will forward to Risk Finance for
approval.

PTA/PTO proceeds to fundraising activity
as approved following the Pub 465
guidelines and updated Bul 1633

Y

Cooperative with ASB:

FM/SFM submits financial report to the
Coordinating Financial Manager within

30 days after the event. Profit or loss is
shared between ASB and PTA/PTO then
posted accordingly in the ASB books.

Non-cooperative with ASB:
PTA/PTO must submit financial report to
the ASB Finance Office within 30 days
after the event for file.

IF ON CAMPUS,
ADDITIONAL
APPROVAL NEEDED

PTA/PTO ALONE

Leasing

If the fundraising activity or event is on-
campus, an additional application and
approval is required from the Division of
District Operations — Non Academic
Facilities Planning/Leasing & Asset
Management prior to such use. Please
review BUL-6894.1 Procedures for Third
Party Use of School Facilities issued on
February 7, 2018 and complete Request
For Facilities Use Form.

3RD PARTY ORGANIZATION

BOOSTER CLUB
(Must be registered with the State Dept of Justice
AND on a current status)

4

Fill out Form 34-EHJ-8-Booster, have it signed by the
— booster club representative. If it is an athletic
booster club, then the sports Coach and Athletic
Director must approve as well.

4

Submit signed Form 34-EHJ-8-Booster to the principal
for approval & for tentative inclusion in the Master
Calendar.

4

Send approved Form 34-EHJ-8-Booster to the
Coordinating Financial Manager at least 3 weeks prior
to the event for review and approval.

No APPROVED

-

Independent on-campus event

Leasing : M

APPROVED No

If the fundraising activity or event is
on-campus, an additional
application and approval is required
from the Division of District
Operations — Non Academic
Facilities Planning/Leasing & Asset
Management prior to such use.
Please review BUL-6894.1
Procedures for Third Party Use of
School Facilities issued on
February 7, 2018 and complete
Request For Facilities Use Form.

APPROVED

Risk Finance

For ASB or cooperative, if “On-
Campus” & Third Party
Vendor/Business is involved,
SBFS will forward to Risk Finance
for approval.

For ASB, if Off-Campus, SBFS will
forward to Risk Finance for
approval.

HED

updated Bul 1633.

Booster club proceeds to fundraising
activity as approved following the



https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/849/Form 34-EHJ-8-Unorg.docx
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/849/Form 34-EHJ-8.docx
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/849/Form 34-EHJ-8-Booster.docx
https://achieve.lausd.net/Page/6714
https://achieve.lausd.net/Page/6714
https://achieve.lausd.net/Page/6714

