Green & Gold Booster Club

Fundraising Operations Guide

Effective: July 1, 2026

Purpose

The purpose of this guide is to establish a consistent, organized, and transparent process for
planning and administering fundraising activities supported by the Green & Gold Booster Club
(GGBC).

Fundraising is essential to providing financial support for athletics, clubs, performing arts, and
student programs. This guide ensures every team receives consistent support while protecting
the time, resources, and volunteers of the Booster Club.

This document outlines the responsibilities of the requesting team, the Booster Club Board, the
Fundraising Director, the Communications Director, and the Treasurer throughout the fundraising
process.

Guiding Principles
The Green & Gold Booster Club believes that:

Every Booster-supported team should have equal access to fundraising opportunities.
Fundraising requests should follow one consistent process.

Responsibilities should be clearly defined before fundraising begins.

Coaches should coach—not organize fundraising events.

Parent volunteers should lead fundraising efforts.

GGBC provides administrative support but does not operate team fundraisers.

Clear expectations reduce confusion and create a better experience for everyone.

Roles & Responsibilities

Requesting Team

The requesting team is responsible for:



Selecting an Event Chair.

Submitting fundraiser requests.

Meeting all required deadlines.

Recruiting volunteers.

Promoting the fundraiser.

Operating the fundraiser.

Providing all required information to the Booster Club.

Event Chair
The Event Chair serves as the primary contact for the fundraiser.
The Event Chair:

Must be a parent or Booster-approved volunteer.
May not be the coach.

Coordinates all communication with GGBC.
Ensures deadlines are met.

Oversees event planning and execution.

Coach

The coach serves as an advisor to the team and must comply with the Coach Fundraising &
Financial Compliance Acknowledgement.

Coaches may not serve as Event Chair and may not perform duties prohibited by GGBC policy.

Fundraising Director

The Fundraising Director serves as the primary administrator of team fundraisers.
Responsibilities include:

Reviewing fundraiser requests.

Ensuring compliance with GGBC policies.

Coordinating fundraiser setup.

Creating registration links or online fundraising pages.
Creating fundraiser flyers.

Coordinating with the Communications Director.

Providing final fundraiser materials to the requesting team.

Communications Director



The Communications Director is responsible for GGBC promotion of approved fundraisers.
Responsibilities include:

Website updates.

Social media posts.

Facebook Events (when applicable).

Newsletter inclusion.

Community calendar updates (when appropriate).

Treasurer
The Treasurer is responsible for:

Processing payments.

Depositing funds.

Reconciling fundraiser income.
Updating team account balances.
Providing financial reporting.

Fundraising Process

Every fundraiser follows the same process.

Step 1 — Submit Fundraising Request

The Event Chair completes the Green & Gold Booster Club Fundraising Intake Form.

No fundraiser will begin until the intake form has been submitted.

Step 2 — Review
The Fundraising Director reviews the request to ensure:

Coach Compliance documentation is current.

An Event Chair has been designated.

The fundraiser complies with GGBC policies.

The requested timeline is realistic.

The fundraiser does not conflict with other events.

If additional information is required, the Event Chair will be contacted.


https://forms.gle/Jt5weBznQNv5X8Aw5

Step 3 — Approval

Once approved:

e The fundraiser is added to the GGBC calendar.
e Administrative work begins.

Some fundraising activities may require Board approval prior to proceeding.

Step 4 — Fundraiser Setup
Depending on the fundraiser, the Fundraising Director may:

Create online registration.

Build a GiveButter campaign.
Create an online store.

Coordinate restaurant fundraisers.
Create registration forms.

Design promotional flyers.
Prepare QR codes.

Step 5 — Communications

Once all fundraiser materials are complete:

The Fundraising Director forwards all materials to the Communications Director.
The Communications Director will:

Publish the fundraiser on the website.

Create a Facebook Event (if applicable).

Publish social media posts according to the Marketing Standards.
Include the fundraiser in newsletters when appropriate.

Step 6 — Team Promotion
Once the fundraiser has been published by GGBC, responsibility shifts to the requesting team.

The team is expected to:

e Share GGBC posts.
e Share the fundraiser with families.
e Share with alumni.



e Share with friends and community members.
e Encourage participation.

GGBC provides initial promotion; the requesting team is responsible for maximizing participation
through continued outreach.

Step 7 — Fundraiser

The requesting team conducts the fundraiser.

GGBC provides only the administrative support outlined within the Team Fundraiser Event Policy
& Support Agreement.

Step 8 — Financial Closeout
Following the fundraiser:

Funds are deposited.

Expenses are paid.

Team balances are updated.
Financial records are reconciled.
Final reports are completed.

Required Timelines

To provide consistent support, the following minimum notice is required.

Fundraiser Type Minimum Notice
Restaurant Night 14 days
Online GiveButter Campaign 21 days
Spirit Wear Store 30 days
Product Sales 30 days
Community Event 45 days
Tournament 60 days

Large Events (Auction, Gala, etc.) 90 days



Requests submitted after these timelines will be accommodated when possible but cannot be
guaranteed.

Marketing Standards

GGBC provides standard promotional support for approved fundraisers.

Restaurant Fundraisers

e \Website listing
e One Facebook/Instagram announcement
e One reminder within the week of the event

Online Fundraisers

e Launch announcement
e Mid-campaign reminder
e Final reminder before closing

Spirit Wear Sales

e [aunch announcement
e Mid-sale reminder
e Final reminder

Community Events

Marketing schedule will be determined based on the event timeline.

Prohibited Activities

Unless specifically authorized by the GGBC Board:

Gambling activities
Raffles

50/50 drawings

Casino games

Poker tournaments
Other games of chance



are prohibited.

All fundraising activities must comply with the Green & Gold Booster Club Bylaws and all
applicable laws.

Service Standards

GGBC strives to provide timely support.
Goal response times:

Request acknowledged within 3 business days.
Fundraiser reviewed within 5 business days.
Fundraiser setup completed within 10 business days after receiving all required
information.
e Marketing materials published according to the Marketing Standards.

These timeframes may vary based on volunteer availability.

Related Documents

This guide should be used together with:

Team Fundraiser Event Policy & Support Agreement

Coach Fundraising & Financial Compliance Acknowledgement
Coach Fundraising & Financial Quick Reference Guide

Team Fund Spending Authority Policy

Sponsorship Program Policy

Grant Program Policy

Continuous Improvement

The Green & Gold Booster Club will review this guide annually to ensure fundraising processes
remain efficient, consistent, and aligned with the organization's mission.

Suggestions for improvement may be submitted to the GGBC Board at any time.
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