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The guidelines provided in this manual are designed to offer organizational 
and financial guidance to support organizations and booster clubs.  
Although such organizations are separate entities from the District, only 
those organizations operating within these guidelines shall be permitted to 
use Springtown ISD’s name and/or facilities in support of our programs.  It 
is the responsibility of each organization to comply with State and 
Federal requirements as well as District policies.  Support 
organizations should obtain competent independent counsel on 
accounting and tax matters related to their specific circumstances.  
These guidelines are not offered as legal advice… secure the services 
of an accountant or attorney for such matters. 
 
Springtown ISD appreciates the time, effort, and financial support local 
booster clubs and support organizations provide while promoting our 
school programs or complementing student groups and activities.  We 
encourage active involvement in school activities, and recognize the 
mutual benefit created by partnerships between the District and 
stakeholders in our community.  
 
Campus principals or other appropriate administrators are responsible for 
final decisions regarding student groups’ activities and programs.  Support 
organizations affiliating with Springtown ISD must recognize the District’s 
authority and responsibility by operating within the guidelines found in this 
document as well as Board Policy GE(LOCAL) and CDC(LOCAL). 
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Formation of a Support Organization 
 

This section of the Guidelines provides information related to applying for 
permits and exemptions a support organization or booster club might need.   
The following short summary is an example of steps that should be 
completed.  

 
1.   Decide if your support organization will be an association or a corporation and 

prepare the necessary organizing document. 
 

An association will prepare and sign an “Articles of Association” as an 
organizing document; however, this document will not be filed with the 
Texas Secretary of State. The date the final document is signed by at 
least two officers or board members is considered the beginning date of 
the organization. 

 
A corporation will prepare and sign Form 202 (Certificate of Formation 

Nonprofit Corporation) to be filed with the Texas Secretary of State. You 
should receive a copy of your certificate of formation from the Texas 
Secretary of State stamped with the date considered the beginning date the 
organization. 

 
Both the IRS and State of Texas require that each support organization have an 

organizing document to establish the official formation of the organization. You will 
submit this document along with the appropriate forms when applying for federal 
tax exemption as a public 501(c)(3) organization and when applying for state 
sales, use, and franchise tax exemptions. 

 
Benefits of Incorporation: 

 
 Formalize organization and provide standardized operating 

procedures through Articles of Incorporation and Bylaws. 
 

 Helps shield the individuals governing and operating the nonprofit 
organization from liabilities incurred by the organization, unless the 
individuals are negligent in their duties. 

 
2. If an association, skip to Step 4. If a corporation, go to Step 3. 

3. For a corporation, file for incorporation with the Texas Secretary of State before 
proceeding with Step 4.  

4. Draft the club’s bylaws as soon as possible. 

5. A membership drive should occur to let parents know about the organization 
and when the first membership meeting will be held. At the first meeting, 
have the general membership approve establishing the support organization 
and bylaws. Then elect officers in accordance with the bylaws. 

6. Apply for an Employer Identification Number (EIN) with the IRS. 
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7. After receiving an EIN and electing officers, the support organization can open a 
bank account. 

8. Apply for a Sales Tax Permit with the Texas Comptroller’s Office. 

9. Apply for federal tax-exemption as a public 501(c)(3) organization with the IRS. 

10. Receive a Letter of Acknowledgement from the IRS indicating receipt of your 
application and payment. 

11. Correspond with the IRS if your bylaws need to be modified or if the IRS needs 
additional information to complete your approval process. 

12. Receive a Determination Letter (approximately 4-6 months later) stating you 
are a public 501(c)(3) tax-exempt organization. 

13. Send a copy of the Determination Letter to the campus principal or organization 
director. 

14. Apply for an exemption from Texas sales, excise, and use tax with the Texas 
Comptroller’s Office. 

15. If you are incorporated, file for franchise tax-exemption with the Texas Comptroller’s 
Office. 

16. Put all of the documents related to these steps in a “Permanent File” in a safe 
place to be forwarded to the new officers each year. You may also scan these 
documents and save to a CD. Make copies for several officers. 

17. Pat yourself on the back for a job well done!! 
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Authoritative Guidelines Overview 
 
School support organizations are governed by various entities. Springtown 
ISD has Board Policies and guidelines that must be followed by support 
organizations, as well as guidelines that the campus principal or organization 
director may implement. Also, booster clubs and support organizations must 
follow the guidelines of the University Interscholastic League (UIL); the State 
of Texas; and the federal government, through the IRS. Some state 
regulations relate to state sales tax while other regulations involve becoming 
incorporated or involve the holding of a raffle. 
 
The following information is included in this section: 
 

1. District Board Policy GE (Local), Relations with Parents or Parents’ 
Organizations 

2. UIL Booster Club Guidelines 
 
3. State Regulatory Information 
 
4. Federal Regulatory Information 

 
The UIL Booster Club Guidelines do not necessarily include all rules that may 
apply to a support organization. For specific questions, you should contact UIL 
directly. 
 
The state and federal regulatory information included in this section does not 
include all laws or rules that may apply to your particular situation. This 
information is provided by the District’s Internal Audit Department; however, 
Internal Audit is not an authority on specific accounting situations or tax-
related issues concerning individual support organizations. Therefore, support 
organizations should obtain competent independent counsel, such as a 
Certified Public Accountant (CPA) or an attorney, to address accounting and 
tax matters related to their specific circumstances. The cost of these services 
would be the support organization’s responsibility. In addition, the IRS and the 
Texas Comptroller’s Office may be contacted for questions related to your 
organization’s specific situation. 
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Springtown ISD  
184902  
  
RELATIONS WITH PARENT ORGANIZATIONS  GE(LOCAL) 
 

District-affiliated school-support organizations and booster organizations, and 
other parent groups, shall organize, fundraise or solicit donations, and function in 
a way that is consistent with the District’s philosophy and objectives, Board 
policies, District administrative regulations, applicable UIL or other governing 
association guidelines, and financial and audit regulations. [See also CDC and 
CFC] 

Before engaging in fundraising or soliciting gifts, an organization or group shall 
notify the principal or other appropriate administrator identified in administrative 
regulations. [See CDC(LOCAL) for District acceptance of gifts and solicitations]  

 

 

District-affiliated school-support or booster organizations may 
use District facilities with prior approval of the appropriate 
administrator. Other parent groups may use District facilities in 
accordance with policy GKD. 

 
Date Issued:  2/14/17 Update 107 

 

 

GE(LEGAL) 

The Board shall cooperate in the establishment of ongoing 
operations of at least one parent-teacher organization at 
each school in the District to promote parental involvement in 
school activities. Education Code 26.001(e) 

 

CDC(LOCAL) 

Note: For purposes of this policy, the terms “gift” and “donation” have the same meaning. 

The Board delegates to the Superintendent the authority to accept 
unsolicited gifts on behalf of the District. However, any gift that the 
potential donor has expressly made conditional upon the District’s use 
for a specified purpose, or any gift of real property, shall require Board 
approval. 

Once accepted, a gift becomes the sole property of the District.   

Use of 
District 
Facilities 

Parent-Teacher 
Organizations 

Unsolicited Gifts 
Authority to Accept 
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The District shall not accept any gift that would violate or 
conflict with policies of or actions by the Board or with 
federal or state law.  

Before the Superintendent accepts a gift or recommends 
acceptance of a gift to the Board, as applicable, the 
Superintendent shall consider whether the gift: 

1. Has a purpose consistent with the District’s 
educational philosophy, goals, and objectives; 

2. Places any restrictions on a campus or District 
program; 

3. Would support a program that the Board may be 
unable or unwilling to continue when the 
donation of funds is exhausted; 

4. Would result in ancillary or ongoing costs for the 
District; 

5. Requires employment of additional personnel; 

6. Requires or implies the endorsement of a specific 
business or product [see GKB for advertising 
opportunities]; 

7. Would result in inequitable funding, equipment, or 
resources among District schools or programs;  

8. Obligates the District or a campus to engage in 
specific actions; or  

9. Affects the physical structure of a building or would 
require extensive maintenance on the part of 
the District. 

An employee who solicits gifts on behalf of the District or for use 
in the fulfillment of his or her professional responsibilities shall 
comply with relevant state and federal law and any District 
administrative regulations. 

All donations solicited on behalf of the District, including 
solicitations in the name of the District or a campus, or donations 
solicited using District or campus resources, become the sole 
property of the District.  

An employee may solicit web-based donations of money or items 
for use by the employee in fulfilling his or her professional 
responsibilities or for the District’s use, including “crowdfunding.” 
However, an employee shall obtain prior approval from the 
employee's supervisor before using the name or image of the 
District, a campus, or any student.  

 

Date Issued:  2/14/17 Update 107

 
Criteria for Acceptance 

 
Solicitations 

 
Web-Based 
Solicitations 
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https://www.uiltexas.org/files/booster-guide.pdf
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State Regulatory Information 
 
To sell any taxable items within the State of Texas, a company, organization, 
or person must apply for a Sales Tax Permit. Support organizations should 
obtain a Texas Sales Tax Permit if you intend to sells goods or taxable 
services in Texas. The sale of goods does include fund-raisers, such as 
candy sales, T-shirt sales, and sales of other items. In addition, some 
organizations sell services that may be taxable. 
 
Support organizations and booster clubs may obtain a Texas Sales Tax 
Permit by submitting the completed applications to the Texas Comptroller’s 
Office. You must apply on-line for the Texas Sales Tax Permit. 
 
Note: Go to the Texas Comptroller of Public Accounts website at 
www.window.state.tx.us. 
 
A Texas Sales Tax Permit will be issued to the support organization along 
with a Sales Tax Permit Number. The Texas Sales Tax Permit Number has 11 
digits and begins with a 1, 2, or 3. The permit numbers beginning with a "1" 
are based on an entity's EIN. Those permit numbers beginning with a "2" are 
based on a person's social security number. The permit numbers beginning 
with a "3" are assigned by the Texas Comptroller’s Office. 
 
Support organizations MAY NOT use the District's Sales Tax Permit 
Number. 
 
To determine if your organization has a permit, you may use the searchable 
Taxpayer Information Database at www.window.state.tx.us/taxinfo/exempt.  
The same site may be used to apply exemption based on the federal exempt 
status, complete application AP-204.  
 
The sales and use tax exemption allows approved organizations an 
exemption from sales tax when purchasing items to further the organization’s 
exempt purpose. Therefore, this exemption allows the approved support 
organizations to make sales tax-exempt purchases of items intended for 
resale for a fund-raiser. This exemption process is separate and in 
addition to applying for federal tax-exemption from the IRS. Booster 
Clubs and support organizations with the exemption are entitled to two (2) 
“one-day, tax-free” sales or auctions per calendar year. A fund-raiser qualifies 
for the “one-day, tax-free” sale/auction if all items are to be delivered on one 
day. Each "one-day" sale/auction may not exceed 24 consecutive hours. 
Remember: You must be granted the exemption first to be entitled to the 
two (2) “one-day, tax-free” sales or auctions per calendar year. 
 
Sales of items such as T-shirts, candles, cups, etc. are subject to sales tax 
when sold on days other than the two (2) “one-day, tax-free” sale/auction 
days. 
 

http://www.window.state.tx.us/
http://www.window.state.tx.us/taxinfo/exempt
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If you plan to hold a catalog fund-raiser, tax must be collected for those items 
in the fund-raiser that are taxable. For instance, gift wrap is taxable, but 
cookie dough is exempt from sales tax by law. The vendor should remit the 
applicable sales tax to the Texas Comptroller’s Office. 
 
The Texas Comptroller’s Office requires that support organizations and 
booster clubs file at least one sales tax report per calendar year. The 
frequency of filing the sales tax report is determined by the Texas 
Comptroller’s Office. The amount of anticipated sales tax payments affects the 
frequency of reporting. The sales tax reports may be due monthly, quarterly, 
or annually. Some support organizations and booster clubs have reports due 
on a seasonal basis (semi- annually). This reporting frequency is no longer 
available for new organizations. 
 
Since sales tax payments may vary from year to year, the frequency of 
reporting can also change. The Texas Comptroller’s Office will generally 
communicate changes in filing requirements to the support organizations in 
writing. In addition, the Texas Comptroller’s Office will generally mail the 
required reporting form and information to organizations that have obtained a 
Sales Tax Permit. 
 
Every profit and nonprofit corporation in Texas must file all franchise tax 
reports and public information reports with appropriate payment until the 
Texas Comptroller’s office has granted tax exemption. Failure to do so will 
cause the loss of corporate privileges as well as the forfeiture of charter by the 
Texas Secretary of State. 
 
Support organizations and booster clubs that have received their 
Determination Letter from the IRS granting 501(c)(3) tax exemption may also 
request exemption from the Texas franchise tax through the Texas 
Comptroller’s Office. 
 
Although a nonprofit corporation that is exempt from federal income tax under 
Internal Revenue Code 501(c)(3) is exempt from franchise tax, the exemption 
is not automatically granted. Support organizations and booster clubs must 
apply for exemption with the Texas Comptroller’s Office based on the federal 
exempt status. 
 
If an organization’s mailing address changes, immediately notify the Texas 
Comptroller’s Office. Failure to do so may result in important correspondence 
being lost. To avoid frequent mailing address changes, the Texas 
Comptroller’s Office recommends that each support organization or booster 
club obtain its own post office box (PO Box) or private mailing box (PMB) to 
be used for official mail. In addition, the post office box address and keys can 
be given easily to the new officers at the beginning of each new year. 
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Federal Regulatory Information 
 
Each support organization should strive to remain in good standing with all 
federal agencies, including the Internal Revenue Service (IRS). Therefore, 
each organization is responsible for obtaining its own competent 
independent counsel on accounting and tax matters related to its 
specific circumstances. This counsel may include a Certified Public 
Accountant (CPA) or an attorney. The cost of these services would be the 
support organization’s responsibility. 
 
Every organization must have an employer identification number, even if it will 
not have employees. The employer identification number is a unique number 
that identifies the organization to the Internal Revenue Service. 
 
Since support organizations and booster clubs are separate entities from the 
District, support organizations and booster clubs cannot use the 
District's EIN. 
 

IMPORTANT 
An organization is not automatically considered tax-exempt by 
acquiring an EIN. All organizations must first apply for an EIN to 
be recognized as a unique entity and then apply for tax-exempt 
status. Likewise, the mere fact that an entity is organized as a 
nonprofit organization does not indicate that it is exempt from 
federal tax. 

 
Support organizations and booster clubs may obtain an EIN by: 
 
1. Appling Online -- Once the application is completed, the information is 
validated during the online session, and an EIN is issued immediately. 
 
2. Applying by Phone-- Call Business & Specialty Tax Line at (800) 829-4933. 
The EIN will be issued to the individual over the telephone. 
 
3. Applying by Fax-- Fax the completed Form SS-4 application to (859) 669-
5760. A fax will be sent back with the EIN within four (4) business days. 
 
4. Applying by Mail --Mail the completed Form SS-4 to: 

IRS 
Attn. EIN Operation 
Philadelphia, PA 19255 

 
The processing timeframe for an EIN application received by mail is four 
weeks.  Note: No fee is required for obtaining an EIN. 
 
After receiving your EIN, you may use it to then open a bank account and 
obtain a State Sales Tax Permit. Support organizations and booster clubs 
should not use an individual’s social security number to conduct the 
business of the organization. 
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Copies of the completed SS-4 form and the IRS response documenting the 
assigned EIN number should be kept in the organization’s permanent records 
from year to year.  
The IRS Tax Code provides for special treatment of certain organizations 
identified as "tax-exempt." Some benefits to becoming tax-exempt as a public 
501(c)(3) organization include: 
 

1. Taxes are not paid to the IRS for revenues raised, and 
2. Contributions to certain tax-exempt organizations [501(c)(3)] are tax-

deductible by the contributor. 
 
However, the following are restrictions placed on tax-exempt organizations 
that support organizations must follow to receive tax-exempt status and to 
retain that status: 
 

♦ Tax-exempt organizations must benefit a group as a whole 
instead of benefiting individual members of a group. Since 
support organizations usually assist student groups, all 
members of the student group sponsored are to be treated 
equally and receive the same opportunity to benefit from the 
support organization’s assistance. Therefore, one student 
cannot receive a greater benefit than another unless the criteria 
for financial need  discussed below is met. 
 
In some instances, individuals may not be able to afford to pay 
the amount owed to participate in a particular event. The IRS 
has indicated that a group or club may establish criteria that 
could be used to determine if a person is in financial need. If the 
criteria are met, the group or club could provide the necessary 
funds to allow the individual to participate. The criteria should be 
established in writing prior to a particular situation 
arising. In addition, the criteria should be used consistently for all 
people, and the criteria should not change every year. 
 
♦ Tax-exempt organizations cannot use individual accounts. 
"Individual accounts" are those accounts used by a support 
organization to credit an individual with revenues raised. The 
support organizations would use these accounts to benefit the 
individual by offsetting that individual's expenses with the 
amount credited to that individual from the revenues raised. 
Please note that individual accounts do not refer to bank 
accounts. 
The purpose of a tax-exempt organization is to benefit an entity 
as a whole instead of benefiting individuals. Therefore, the use 
of individual accounts could result in denial of the application for 
tax-exempt status by the IRS or the loss of existing tax-exempt 
status. In addition, the individual benefits received by people 
would result in taxable income to them. 
 



  
  15 
 

 

♦ Tax-exempt organizations cannot require a person to 
participate in fund-raising activities. Normally, support 
organizations raise funds for a student group through the efforts 
of the support organization members; however, sometimes the 
students of the group being assisted participate in the fund-
raising activities. A support organization cannot require its 
members or the students in the related student group to 
participate in a fund-raiser. Furthermore, members of the 
student group who do not participate in fund-raising activities 
would receive the same opportunity to benefit as those members 
of the student group who participated. The members or students 
cannot be penalized in any way for not participating in a fund-
raiser. 
 
♦ Tax-exempt organizations cannot require that a certain 
amount be raised or sold per person. For example, a support 
organization cannot require that each Support organization 
member or student of the assisted group sell $20 worth of candy 
or sell 10 candy bars in a fund-raiser. 
 

The following is an illustration of the above concepts: 
 
A dance team is attending a summer dance camp that costs $2,000 for its 10 
members ($200 each). The Dance Team Booster Club organization decides 
to have a catalog fund-raiser to help defray some of the cost of the summer 
dance camp. The catalog sale generates a total of $200 of revenue. Of the 10 
total members of the dance team, only 2 participate in the catalog sale that 
generates the $200, which is deposited into the Dance Team Booster Club's 
bank account. 
 
Since revenues from the catalog sale were to be used to defray some of the 
dance camp expense, the tax-exempt Dance Team Booster Club must give all 
10 dance team members an equal opportunity to benefit from the catalog sale, 
even though only 2 members participated. This means that each member's 
cost would be reduced by $20 ($200 / 10 members). Therefore, each 
member's cost for attending the summer camp would be $180 ($200 cost - 
$20 fund-raiser benefit) 
 
TAX EXEMPT STATUS 
Tax-exempt status is not automatic once an EIN has been issued; 
organizations must apply for taxexempt status. According to the IRS, an 
organization is either a taxable organization or a tax-exempt organization. 
Furthermore, organizations may not represent themselves as tax-exempt until 
they have obtained notification from the IRS stating they are a tax-exempt 
entity. 
 
According to Board Policy GE (Local), all Booster Clubs must obtain tax-
exempt status with the IRS as a public 501(c)(3) organization. The 
Booster Club officers should take the necessary steps to ensure they follow 
the regulations regarding that type of entity.  
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Applying for Public 501(c)(3) Tax-Exempt Status 
 

1. Complete IRS Form 1023 (Application for Recognition of Exemption) 
seeking tax-exempt status as a public 501(c)(3) organization. 

 
2. Complete IRS Form 8718 (User Fee for Tax-exempt Organization 

Determination Letter Request) and pay the required fee of $400 
or $850. 

 
3. Mail Form 1023, Form 8718, and a check for the filing fee to: 

 
Internal Revenue Service 
PO Box 192 
Covington, KY 41012 

 
The filing fee is $400 if your annual gross receipts averaged no more than 
$10,000 during the last 4 years or if you are a new organization that does not 
anticipate annual gross receipts exceeding $10,000 during your first 4 years. 
 
The filing fee is $850 if your annual gross receipts averaged more than 
$10,000 during the last 4 years or if you are a new organization that 
anticipates annual gross receipts exceeding $10,000 during your first 4 years.  
 

To determine annual gross receipts: 
- Add all deposits made to the organization’s bank account(s), 
- Add cash on hand that was not deposited by the end of its reporting 
year, 
- Less transfers from one bank account to another, and 
- Add expenses paid with money collected that was not deposited in 
the organization’s bank account(s). 

 
When completing the IRS Form 1023, organizations will establish their fiscal 
year-end (also known as the accounting period year-end or official year-end). 
Once this date is established, the IRS does not easily allow an organization to 
change it. Changes are usually only allowed for extreme circumstances. 
 
The date established will determine when the organization has to file their 
informational return (Form 990) to the IRS. The return is due 4 ½ months after 
the end of a fiscal year (the 15th day of the 5th month after the organization’s 
accounting period ends). 
 
When considering a fiscal year-end date, you may wish to align your year-end 
with the school’s year-end date of June 30. This way, the financial activity of 
the organization can relate easily to a given school year.  Second, the current 
officers can prepare the annual Financial Report and have it audited before 
the new school year begins. Third, the organization’s Form 990 would not be 
due to the IRS until November 15; therefore, the new officers would have time 
to prepare it after beginning the new school year. 
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The IRS approval process for tax-exempt status usually takes several months. 
 
The IRS will send the organization an Acknowledgement of Your Request 
letter that indicates your application and fee were received and are being 
processed. 
 
Upon approval by the IRS of the tax-exempt status, the organization will 
receive a Determination Letter stating that the organization is considered to be 
tax-exempt as of a certain date. Only then can the organization represent 
itself as a federally tax-exempt organization. 
 
Likewise, donations to the organization are only deductible on the contributor’s 
tax return as of the effective date on the Determination Letter received by the 
organization granting 501(c)(3) tax-exempt status and within set guidelines that 
apply to 501(c)(3) organizations.  
 
Therefore, if the support organization receives tax exemption under any other 
code [i.e., 501(c)(4), 501(c)(7)], donations received are not deductible on the 
contributor’s tax return. Furthermore, support organizations should clearly 
state in all advertisements that donations to the organization are “not tax-
deductible” so that a contributor is not misled and does not incur penalties 
levied by the IRS for taking the deduction erroneously.  
 
If the IRS does not grant tax-exempt status, the organization will receive a 
Letter of Denial stating the organization is not considered tax-exempt. 
 
Send a copy of the Acknowledgement of Your Request and a copy of the 
Determination Letter to the campus principal or organization director 
when each is received. 
 
 
 
FILING REQUIREMENTS FOR TAX-EXEMPT ORGANIZATIONS 
 
Annually, each support organization must file an exempt-organization 
information return Form 990-N, 990-EZ, or 990, Return of Organization 
Exempt from Income Tax. The return is due by the 15th day of the 5th 
month after the close of your tax year. For example, if your tax year ended 
on June 30, 2012, the Form 990 is due November 15, 2012.  
 
The IRS will automatically revoke your tax-exempt status if you fail to file 
the appropriate 990 form for three consecutive years. 
 
According to the IRS, small tax-exempt organizations, such as small Booster 
Clubs, are required to file annual electronic notice Form 990-N (e-Postcard). 
The e-Postcard is required to be filed on-line. The e-Postcard is due every 
year by the 15th day of the 5th month after the close of your tax year. 
You cannot file the e-Postcard until after your tax year ends. 
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Whether or not your organization has filed for exemption status with the IRS, 
file the appropriate 990 form as required by exempt organizations. 
 
For the fiscal year ends in 2011 and later: 
 
Organizations must use Form 990-N, normally known as the e-Postcard if: 

1. Gross receipts are $50,000 or less. 
 

Organizations must use Form 990-EZ if: 
1. Gross receipts are more than $50,000 but less than 

$200,000 AND 
2. Total assets are less than $500,000 at year-end. 
 

Organizations must use Form 990 if: 
1. Gross receipts are $200,000 or more 
2.  Total assets are $500,000 or more at year-end. 

 
If your address has changed, you need to notify the IRS to ensure you receive 
any IRS correspondence. To change your address with the IRS, complete 
Form 8822-B, Change of Address - Business, and send it to the address 
shown on the form. 
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ORGANIZATIONAL STRUCTURE 
 
Each support organization must develop and maintain bylaws that are jointly 
reviewed on an annual basis by the campus principal and the organization’s 
officers. 
The bylaws should contain the detail of the rules of membership. This 
document must address the organization’s fiscal year, organizational structure 
and the method used to elect officers. Only active members in good standing 
shall be permitted to hold office or vote upon any matter of business of the 
organization. 
 
Employees of the District shall not serve in a financial capacity of a booster or 
other support organization or as an officer if doing so could be considered as 
a conflict with their position with the District. Financial capacity includes 
holding positions of treasurer, fund-raising chairperson, or serving as a check 
signer. At a minimum, the support organization should elect the following 
officers on an annual basis: 
 
PRESIDENT 
Typically, the president of a support organization is an individual who has 
previously been active in the organization. The major duties include, but are 
not limited to, the following: 

• Preside at all meetings of the organization; 
• Regularly meet with the designated campus representative 

regarding the organization’s activities; 
• Resolve problems in the membership; 
• Regularly meet with the treasurer of the organization to 

review the organization’s financial position; 
• Select an officer as the designee to receive bank statements 

through the mail at their home address. 
 

This individual shall not be a signer on the account. Upon receipt, the 
designee should review activity on the bank statement and canceled checks 
for reasonableness. This provides independent review by an individual not 
associated with disbursement activity. 

• Schedule annual audit of records or request an audit if the 
need should arise during the year; 

• Perform any other specific duties as outlined in the bylaws of 
the organization.  

 
VICE-PRESIDENT 
The vice-president acts as the president’s representative in his/her absence. 
They must remain familiar with the organization. The major duties include, but 
are not limited to, the following: 

• Preside at meetings in the absence or inability of the president to 
serve; 
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• Perform administrative functions delegated by the president; 
• Perform other specific duties as outlined in the bylaws of the 

organization. 
 
Note: Larger organizations may find it necessary to elect several vice 
presidents with responsibility over differing areas. Such positions shall be 
clearly defined in the bylaws of the organization. 
 
 
SECRETARY 

• The secretary is responsible for keeping accurate records of the 
proceedings of the association and reporting to the membership. 
The secretary must ensure the accuracy of the minutes of the 
meetings, and have a thorough knowledge of parliamentary law 
and the organization’s bylaws. The major duties include, but are 
not limited to, the following: 

• Report on any recommendations made by the executive board of 
the organization if such a governing board is defined by the 
bylaws; 

• Maintain the records of the minutes, approved bylaws and any 
standing committee rules, current membership and committee 
listing; 

• Record all business transacted at each meeting of the association 
as well as meetings of any executive board meetings in a 
prescribed format; 

• Maintain records of attendance of each member; 
• Conduct and report on all correspondence on behalf of the 

organization; 
• Other specific duties as outlined in the bylaws of the organization. 
 

 
TREASURER 
The treasurer is the authorized custodian of the funds of the association. The 
treasurer receives and disburses all monies indicated in the budget and 
prescribed in the local bylaws or as authorized by action of the association. All 
persons authorized to handle funds of the association should be covered by a 
fidelity bond in an amount based upon the organization’s annual income and 
determined by the executive board. The major duties include, but are not 
limited to, the following: 
 

• Serve as chairperson of the Budget and Finance Committee if 
prescribed within the bylaws of the organization; 

• Issue a receipt for all monies received and deposit said amounts on 
a weekly basis (daily if receipts on hand exceed $ 250.00); 

• Present a current financial report including bank statements, bank 
reconciliations, and financial statements to the executive 
committee within thirty days of the previous month end; Copies 
should be available for review by the general membership if 
requested. 
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• File current financial reports at the end of each semester 
(December and June) with the campus principal, campus 
bookkeeper, and the Executive Director of Financial Services; 

• Maintain an accurate and detailed account of all monies received 
and disbursed; 

• Reconcile all bank statements as received and resolve any 
discrepancies with the bank immediately; 

• File sales tax reports as required by the comptroller’s office 
(monthly, quarterly, or annually); 

• File annual IRS form 990 in a timely manner; 
• Submit records to audit committee appointed by the organization 

upon request or at the end of the year; 
• Other specific duties as outlined in the bylaws of the organization. 

 
Note: Due to the increasing requirements placed on charitable organizations 
by the Internal Revenue Service, it is strongly recommended that the 
Treasurer have an accounting background. 
 
 
PARLIAMENTARIAN 
The primary duty of the parliamentarian is to advise the presiding officer on 
parliamentary law and matters of procedure when requested. The president or 
presiding officer of the organization alone has the power to make decisions or 
rule on a point of order. Thus, after the parliamentarian has given his advice, 
the presiding officer must make the ruling to the organization – he is not 
obligated to follow the recommendation of the parliamentarian. The 
parliamentarian should be thoroughly familiar with the bylaws and any 
standing rules of the group on which he serves. A copy of Roberts Rules of 
Order Newly Revised should be maintained by the organization and 
referenced as needed. 
 
 
SPECIAL COMMITTEES 
Special committees are created for a specific purpose and voted upon by the 
membership. The committee is automatically dissolved as soon as that 
purpose is accomplished and the committee report is made. Special 
committees should complete their assignments within the current school year. 
If the objectives are not met at the end of the school year, officers will be 
required to reappoint members of the committee for the following year until the 
purpose of the committee has been achieved. 
Individuals who have a conflict of interest shall not be allowed to serve as 
members of the committee. For example, senior parents would not be 
included on a scholarship committee since their child is a potential recipient of 
the monies. 
 
 
NOMINATING COMMITTEE 
The nominating committee is formed from the organization’s membership in 
the spring of each year. The purpose of the committee is to recommend 
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various members of the organization for office in the coming school year. The 
nominating committee should be charged with soliciting recommendations for 
officer positions within the organization. The committee should then contact 
the potential candidate directly to ascertain their willingness and desire to 
serve. The nominating committee should report back to the membership on 
their results in the spring (typically by mid- April) so that elections may be 
held. 
 
 
AUDIT COMMITTEE 
At the end of the fiscal year, an audit of the organization’s financial records 
shall be conducted. The audit shall be performed by individuals who are 
independent from day-to-day financial activities. 
Ideally, this audit should be performed by a group of three individuals; 
however, if the membership size does not allow, the audit may be performed 
by two individuals. The primary objectives of the audit are to: 
 

• Verify the accuracy of the Treasurer’s financial reports; 
• Ensure that the club’s cash balances are accurate; 
• Determine that established procedures for handling the support 

organization’s funds have been followed; 
• Ensure that expenditures occurred in a manner consistent with the 

organization’s bylaws; 
• Ensure that all revenues have been appropriately received and 

recorded. 
 

The audit committee shall make a report to the general membership upon 
completion of the audit. Any discrepancies noted shall be brought to the 
attention of the president of the organization and a resolution reached prior to 
presentation. All officers of the organization shall make records available as 
requested by the committee. Suggested audit procedures are included in 
Appendix A of this document. 
 
 
ELECTION OF OFFICERS 
The election of officers of the organization will occur annually within the 
timelines and manner prescribed by the organizations bylaws. Typically the 
election of officers should occur by May of each year so that the newly elected 
officers may be in place for the start of the next school year. The transfer of 
records and audit of the accounts should be complete no later than July 1st of 
each year. Officers may be elected in a variety of methods (simple majority, 
secret ballot) in accordance with the organization’s bylaws. The election of 
officers should be from a slate of officers presented by the nominating 
committee in the spring of each school year. 
 
Recommendations may also be taken from the floor at the time of the vote in 
accordance with Roberts Rules of Order. At no time should officers be 
appointed without the input and approval of the membership. 
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STANDARDS FOR MEETINGS 
Notice of all meetings of the organization should be published at the campus 
seventy-two hours prior to the meeting date. The notice should clearly indicate 
the date and time of the meeting and the items to be discussed. In order to 
provide an optimum level of communication and teamwork, a support 
organization’s meetings should be held in the presence of the campus 
principal or other school sponsor. 
 
Business determined at meetings without adequate campus representation is 
discouraged.  
 
 
RULES FOR DISSOLUTION 
To dissolve an organization, a resolution shall be adopted by the organization 
(or the executive board if the organization is inactive) stating that the question 
of such a dissolution be submitted to a vote at a special meeting of the 
members having voting rights. At least 30 days prior to the meeting, written or 
printed notice shall be given to each member entitled to vote stating that the 
purpose of such meeting is to consider the advisability of dissolving the 
organization. The support organization must determine the distribution and 
usage of treasury monies and other assets before dissolution. In order to 
comply with Internal Revenue Service guidelines, care should be taken to 
ensure that excess funds are distributed within the framework of the 
organization’s original purpose – i.e. band booster funds would remain with 
the musical program at that particular campus. Any other distribution of funds 
could void the organization’s tax exempt status and force it into a fully taxable 
situation. 
 
 
RECORD KEEPING 
The secretary and treasurer of the organization shall turn records over to the 
incoming officers within 30 days of election. Records should be kept for a 
period of 10 years for audit purposes. 
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FUNDRAISING 
 

Prior to the start of each semester, all support organizations shall submit a 
fundraising application for each type of planned, scheduled or anticipated 
event and receive the approval of the campus principal. A copy of this 
application must be forwarded to the superintendent’s secretary and reported 
to the Board of Trustees . The application should detail the vendor (if any), 
product to be sold or service to be rendered, and the estimated sales 
proceeds.  
In order to obtain the best pricing available, support organizations are 
encouraged to obtain three written quotes prior to making large purchases. 
For substantial purchases, obtaining formalized bids is strongly 
recommended. 
 
INDIVIDUAL ACCOUNTS 
Credits to individual student accounts should not be based on the parent’s 
participation in fund raising events. The credit should not be based on a 
proportionate share of what they “earned” during the fund raiser. 
Unfortunately this practice creates a situation that would jeopardize an 
organization’s tax exempt status. In order to prevent such occurrences, funds 
raised by parents through an organization’s activities must be used to benefit 
the organization as a whole. Funds raised by students and earmarked for 
individual student accounts are not affected and this practice may continue. 
 
RAFFLES 
Qualifying organizations are permitted to hold raffles within the following 
guidelines: 

• Each ticket must indicate the name and address of the organization, 
name of an officer, price of the ticket and a description of each 
prize valued at $10 or more. No prize may be valued in excess of 
$50,000; 

• Each organization may hold no more than two raffles per calendar 
year and only one at a time; 

• Tickets may not be advertised through paid advertising; 
• A raffle prize may not be cash or a negotiable instrument such 

as a check, money order, or certificate of deposit. However, 
savings bonds, prepaid or “stored-value” credit cards are 
acceptable as they are not negotiable instruments. 

• The organization must have the prizes in its possession before 
beginning the raffle or post a bond for the full value with the 
county clerk; 

• Only members of the support organization may sell the tickets; 
• The winner must pay income tax on any prize. If the value exceeds 

$600, the organization must provide an IRS form 1099 to the 
recipient 
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TITLE IX 
 
Title IX is a federal law enacted in 1972 which protects individuals in education programs or 
activities from discrimination based on sex. It states that “No person in the United States 
shall on the basis of sex, be excluded from participation in, be denied the benefits of, or be 
subject to discrimination under any educational program or activity receiving federal financial 
assistance.” 
Title IX, which is promulgated by the U.S. Department of Education, applies to all aspects of 
education and related programs, not just athletics. It requires that equal opportunities be 
provided for members of both sexes. It does not require that each team, club, or activity 
receive exactly the same services and supplies, but rather that the male and female 
programs collectively receive comparable levels of service, facilities, supplies, etc. 
 
Since booster club and support organization funding and activities are included in the 
analysis of the District’s compliance with Title IX, such organizations should have an 
awareness of the law and the District’s requirement for compliance. 
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SUGGESTED AUDIT PROCEDURES 
 

Bank Reconciliations 

1. Trace ending balances on the reconciliations to bank statements, outstanding check 
lists, and other reconciling items. 

2. Verify that bank reconciliations were completed within 30 days of bank statement ending 
date. 

3. Ensure that any outstanding or reconciling items on the reconciliations were 
cleared the following month. 

4. Verify that the balance in the bank account (at beginning of school year), plus 
total deposits per check register, minus total disbursements per check 
register, balances to ending bank account balance (at end of school year) 

 
Bank Statements 
5. Determine whether a procedure is in place for a club member, other than those that 

have check signing ability, to receive bank statements by mail and review for 
reasonableness. 

6. Determine whether any cash corrections were identified on bank statements. 
Ensure that reasonable explanations are available. 

7. Compare the number of cleared checks included in the bank statement with the 
number that is noted on the bank statement to ensure agreement. 

8. Ensure that cleared checks contain signatures of individuals authorized to sign 
checks. Ideally, bank accounts should be established to require two 
signatures. 

 
Receipts 
9. From the check register or other accounting records, schedule each deposit (use of 

spreadsheets is helpful). If volume is significant, consider selecting only a 
representative sample. 

10. Trace deposits to collection documentation and prepared cash receipts for agreement. 

11. Trace deposits to bank statements to ensure agreement. 

12. Ensure that receipts are presented for deposit in a timely manner by reviewing the 
dates of prepared cash receipts with the date of deposit on the bank statement. 

 
Disbursements 
13. From the check register or other accounting records, schedule each check, withdrawal, 
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or other debit (use of spreadsheets is helpful). If volume is significant, consider 
selecting only a representative sample. 

14. Trace checks to supporting documentation such as invoices, receipts, approved 
expenses related to fundraisers, or other reasonable explanations. 

15. Review the canceled check to ensure agreement of payee name, endorsement, 
and check amount. 

16. Trace disbursements to budget approved by the membership or meeting minutes. 

17. For bank withdrawals for the purpose of establishing a change fund for an event, confirm 
that the change fund was later re-deposited 

 

Fundraisers 

18. Evaluate each fundraiser individually by calculating the value of items available for sale 
or number of tickets sold, and comparing to deposits and remaining inventory, if 
any, to ensure agreement. 

19. Determine whether fundraiser applications were prepared and submitted to the 
campus principal for each fundraiser. 

 

Additional Information 

20. Inventory remaining check stock to confirm that all checks are present and sequential. 
Ensure that the check number for the last check issued and first check available in 
check stock are sequential.  

21. Confirm that check stock is retained in a secure place when not in use. 

22. Determine whether any checks were voided during the course of the year. Ensure that 
any voided checks are retained in the records, but have been sufficiently modified to 
eliminate the possibility of clearing the bank (i.e. signature portion has been cut out of 
the check and VOID has been written across the check). 

23. Ensure that sales tax reports were prepared and filed timely. 

24. If IRS 990 form was filed, review for reasonableness. 
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MISCELLANEOUS 
 
The following guidelines apply to all support organizations. If a question should arise which 
cannot be resolved at the campus level, the Superintendent or his/her designee should be 
contacted for clarification. 

• Failure to follow policies and procedures of the District may result in refusal by the 
campus principal or organization director to allow related activities on the campus. 

• All meetings shall be public and announced in advance in accordance with the bylaws; 

• A campus administrator, organization director, or designee should be present at all 
support organization meetings; 

• Any action taken at the meeting will be subject to review and revocation by the 
organization sponsor, director, campus principal, or superintendent; 

• The regular school program and extra and co-curricular activities of the school and 
programs sanctioned by TEA, UIL and district affiliated organizations will take 
precedence over support organization activities; 

• Parents and support organization / booster club members are expected to follow the 
same standards of conduct as district employees when chaperoning, sponsoring or 
attending student activities, including rules in the campus handbook; 

• Each individual student’s or group of students’ participation will be determined by the 
sponsor and the principal and not by the organization or any member(s). Participation 
is considered to be a privilege and not a right, and will be based on a proven record of 
good conduct and dependability. 

 
Lack of such demonstrated behavior on the part of anyone will be grounds for disapproval 
for participation and travel. 

• There will be no student activities, parties, meetings, travel, or other gathering in the 
name of the school organization or booster organization unless prior permission has 
been received from the sponsor and/or a district representative. All activities should be 
under the auspices of the school and the district. 

• School employee and student planning and preparation for activities supported by the 
support organization will occur outside the school day or as approved by the 
organization sponsor, campus principal, or organization director. 

• No cash will be given to any school employee to use at his or her discretion; 

• The purchase or consumption of alcoholic beverages while on school property or in 
the presence of students, is specifically prohibited; 

• Organizations shall not directly support political activities by providing campaign 
donations or placing advertisements in support of a particular candidate, as doing so 
could jeopardize the tax exempt status of the organization. If a candidate running for 
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office is invited to join a meeting, all candidates running for the office must be extended 
an invitation to the event. 

• Booster organizations may not contribute funds in an effort to increase the personnel  
allocations and/or stipends of a particular program or campus without the express 
written approval of the appropriate Assistant Superintendent in conjunction with the 
Executive Director of Financial Services; 

• Upon dissolution of a booster organization, a private termination letter ruling 
should be requested from the Internal Revenue Service. 

 
QUICK REFERENCE GUIDE 

 
 
Web Sites 
Springtown ISD website www.springtownisd.net  
Internal Revenue Service www.irs.gov 
UIL www.uil.utexas.edu 
State Comptroller www.window.state.tx.us 
Secretary of State www.sos.state.tx.us 
 
 
Phone Numbers 
State Comptroller 512-463-4000 
Secretary of State 512-463-4600 
University Interscholastic League 512-471-5883 
Springtown High School 817-220-3888 
Springtown ISD Department of Athletics 817-220-3040 
 
 
Policy Reference 
Grants from Private Sources CDC 
Activity Funds Management CFD 
Student Activities FM 
Social Events FMD 
Contests and Competition FMF 
Gifts and Solicitations FJ 
Relations with Parents or Parents’ Organizations GE 
Advertising and Fund Raising in the Schools GKB 
Gifts and Solicitations DHA 
 
Springtown ISD’s current policies and regulations may be found at 
https://pol.tasb.org/Home/Index/983 

 

http://www.springtownisd.net/
https://pol.tasb.org/Home/Index/983
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