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Foreword§
Booster clubs and parent organizations are established to promote school programs or
complement student groups or activities. Support comes in many forms and may be as simple
as providing refreshments for a particular event or it may be as complex as raising money for
an out-of-state competition.

Booster clubs are complimentary to the school district and play a vital role in supporting
students in achieving excellence in their activities.  Belton ISD sincerely appreciates the
countless hours, tireless efforts, and financial support from all our booster clubs and parent
organizations. These organizations are critical partners in providing exceptional learning
experiences for each and every student in the district. 

These guidelines are designed to provide organizational and financial guidance for parent
organizations and booster clubs. It not only guides the organizations in meeting district, state,
and federal requirements, but also provides suggestions for improving the organization’s day-
to-day activities. 

While booster clubs and parent organizations are independent tax-exempt entities, their
invaluable work is closely linked to the district’s operations and our shared standing in the
community. To ensure we are all moving in the same direction, Belton ISD maintains a
supportive oversight role; this includes collaborating on the formation of new groups and, if
necessary, addressing the rare need for dissolution to protect the best interests of our
students and schools.

To ensure school activities align with district policies and standards, organizations are
encouraged to support student groups by collaborating closely with the campus principal.
While we value your suggestions and input, please note that all final decisions regarding
activities and travel are made by the principal or district administration.  



Introduction

Belton ISD is grateful to parent organizations and booster clubs for their partnership in
providing exceptional learning opportunities for students. The primary objective of a parent
organization (PO) or booster club (BC) is to encourage the cooperation of parents, students,
school staff, and community members to enrich and complement the education and
extracurricular activities of our students.  
Parent organizations include: 

    •Parent Teacher Organizations (PTO)
    •Parent Teacher Associations (PTA)
    •Parent Teacher Student Organizations (PTSO)
    •Parent Teacher Student Associations (PTSA)
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Roles &
Responsibilities

Parent Organization/Booster Club –

enhance student activities and experiences by supporting
students and staff in a program or at a campus by performing
the following:

Volunteering
Fundraising
Connecting school and home

Sponsor, Coach, or Teacher -

of a student group, under the supervision of the campus
principal, is the liaison between the parent organization,
booster club, the campus and the district.

Develops list of needs
Plans activities
Guides PO/BC support
Completes district required documents

Principal –

advises and manages the PO/BC, student and staff activity.
Approves PO/BC existence
Identifies and prioritize needs
Approves activities and projects
Ensures safety of students
Actively involved with PO/BC
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Be voluntary and provide unified support for student activities of the school.
Encourage involvement by all parents of students participating in the supported
activity.
Coordinate with teacher, sponsor or coach to get approval of the principal or
director to use school facilities.
Coordinate with the teacher, sponsor or coach to obtain approval from the
campus principal or director for all fundraising activities by completing the
Fundraising Activity Application.
Use the term Booster Club or Parent Organization in the official name of the
organization, not to be mistaken as the district.
Present a financial report and supporting bank statement, not less than, quarterly,
to the appropriate campus representative. (principal, coach or teacher)
Submit a copy of the annual financial report to the district’s business office no
later than October 1st following the end of the fiscal year.
Submit the name, address, and telephone number of all current officers to the
district’s business office by October 1st.
Provide evidence of adequate insurance coverage for activities conducted on
school premises. The district cannot provide insurance coverage for booster clubs.
Pay all taxes and other debts incurred by the organization.
Comply with administrative regulations and Board policies GE(Local) and
CDC(Legal & Local) when donating money or gifts to the district.
Comply with UIL guidelines, District policies, and Federal and State tax laws.
If necessary, obtain legal counsel and certified public accountants to assist with
tax and accounting related matters.
Obtain an Employer Identification Number (EIN).
Obtain tax exempt status 501(c)(3).
Comply with the district’s volunteer requirements and expectations. All parent or
member volunteers must pass a criminal background check before serving at a
campus or event.
Adhere to all District guidelines and Board policies.

Parent Organizations/Booster Clubs
must:



Be involved in decision or policy making activities for a student group.
Give a sponsor, coach, or teacher a gift or cash payment of more than the $500
limit imposed by UIL guidelines.
Give anything to students without prior approval from the school administration.
Give a member any gift without the approval of the club membership.
Directly employ or pay any member for services rendered with organization funds.
Direct, employ, contract, supplement or in any way compensate a consultant,
clinician, accompanist, or paraprofessional for work performed for the school
program or student activity without prior approval of the campus principal,
director and the district purchasing director. These individuals must have a
criminal background check.
Sign contracts or pay expenses directly from the organization’s funds for any
arrangements for student travel. (charter buses). Funds are to be donated to the
campus or district with prior approval from the campus principal.
Use the District’s tax identification number.
Use the District sales tax permit number.
Use the name of Belton ISD in the name of the organization. (ex. Belton ISD
Football Booster Club)
Give cash to any district employee to use at his or her discretion.
Require paid membership, by students or parents, to be eligible for any benefits
from the organization.
Require participation in any fundraiser to be eligible for benefits.
Compete against, limit or restrict student efforts to raise activity funds.

Parent Organizations/Booster Clubs
must not:



Volunteer
Requirements &
Expectations

Belton ISD encourages family and community members to volunteer in our schools. To ensure
student safety, all volunteers must complete a registration form and pass a criminal
background check before serving at any district campus or event. This clearance is also
required for one-time guests, vendors, speakers, and chaperones who may be
unaccompanied by a district staff member. 
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Check In at Front Office: All visitors and volunteers must report to the
front office and sign in through the Raptor system to receive a badge
upon campus arrival.
Wear Badge: The Raptor badge must be always worn while on
campus.
Volunteers are expected to work under the direction of school staff.

Student
Safety

Register: Through the Engage & Empower Volunteer and Partnership
System.
Background Check: All individuals must pass a criminal background
check.  Allow up to one week for the registration to be processed. A
confirmation email will be sent to the registering volunteer.
Annual Renewal: A new registration must be submitted each school
year.

Clearance
Process



Student
Safety

All student information is to remain confidential and may not be shared.
While students may share personal details with you in trust,
confidentiality has legal limits. You must immediately report to the
campus principal if a student confides that they are:

experiencing sexual, emotional, chemical, or physical abuse
considering suicide or harm to others
involved in illegal activity.

Document the information that was reported and to whom it was given.
Family Educational Rights & Privacy Act (FERPA) protects the privacy of
student records. A student record is any document that contains
information directly related to a student (i.e. discipline reports,
attendance records, test scores, grades, transcripts).
All communication with parents should be handled by the appropriate
teacher or campus administrator.

Student
Confidentiality



Governance &
Financial
Responsibilities
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Officer Requirements and Restrictions
A Booster Club or Parent Organization must have a President, Treasurer, and Secretary to
operate. Each role must be filled by a different active member to ensure proper financial
oversight. Additionally:

Family Restrictions: Spouses or family members cannot serve as President and Treasurer
at the same time.
Employee Restrictions: While District employees may join the board, they cannot serve as
Treasurer or have any authority over the organization’s bank accounts and financial
records.
Substitutes: Substitutes are not restricted by this policy as they do not hold permanent
employment positions.

Annual Budget
The organization’s bylaws must stipulate the creation and approval of an annual budget by its
membership. This is typically done in late spring or early fall for the upcoming school year. The
budget should be submitted to the district club sponsor/teacher to be reviewed by the
campus principal for reasonableness. Changes to the budget during the year should be
approved by membership and forwarded to the campus principal for review. 

Actual receipts and disbursements should be periodically compared to the budget. 

The Treasurer is required to provide a monthly written financial report which should include the
bank account balance and the receipt & disbursement activity since the last meeting. The
financial report should also include a comparison of budgeted versus actual receipts and
expenditures. 



Meeting Minutes
All business addressed during the meetings should be approved and reflected in the meeting
minutes to provide documentation of the membership directives. 

Corporation Reporting
Every four years (or upon request), the Secretary of State requires nonprofits to submit an
updated informational report. This is a legal requirement for all corporations, even those with
tax-exempt status. Organizations are required to provide the names and addresses of their
current officers, as well as the registered agent and office (principal/sponsor and school
address are recommended). Failure to file will result in termination of the corporation. 

Documentation of Financial Records
To ensure the accuracy and integrity of financial records, organizations are strongly
encouraged to utilize computerized accounting software. Leadership should select a system
that is user-friendly, simplifies the transfer of records to future treasurers, and offers long-term
sustainability to support the organization’s evolving needs.

For organizations seeking standardized business form templates, the district’s Business Services
webpage offers various downloadable forms. These resources can be adapted to the
organization’s needs to assist in maintaining adequate documentation.  

Financial Reporting
To maintain transparency and accountability, the organization must adhere to the following
reporting standards: 

Membership reporting: At a minimum, the general membership must be provided with a
financial report comparing budgeted versus actual revenues and expenditures at all
meetings.
Executive oversight: Monthly financial packets—including the financial report, bank
reconciliations, and original bank statements must be submitted to the President and/or
other designated officers for thorough review. This process ensures that the executive
board maintains active internal controls and oversight of the organization’s funds.
Cash receipts and disbursement: reports should be available for review when needed.
Financial reports: Parent organizations and booster clubs are required to submit an
annual financial report to the principal and Chief Financial Officer by October 1st each
year. The financial report is for informational purposes only and is not audited by the
district.



Fundraising
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Fundraising is an investment in the entire student group. To protect tax-exempt status and
comply with IRS regulations and District Policy GE(Local), organizations are to fundraise
under the principle of collective benefit for everyone. All fundraising activities must adhere
to the following guidelines: 

Every dollar raised is a
resource for the entire
group, not individual

students.

Collective Benefit

The IRS strictly
prohibits individual

fundraising accounts.
Group benefits cannot
be based on individual
money raised or event

participation.

Joining a fundraiser is
completely optional. A

student or parents’
decision or inability to
raise funds should not

affect their opportunity
to benefit from the

fundraiser’s proceeds.

Voluntary ParticipationNo Individual Accounts

All proceeds must be deposited into a single group account where every member has an
equal opportunity to benefit. If your club is currently using individual accounts to track
student credits, please discontinue this practice immediately. 



Fundraising Request Application
In accordance with board policy GE(Local), all fundraising, promotional events, and charitable
solicitations must be reviewed and approved by the campus principal or appropriate Director
(i.e. Athletic, Fine Arts) three weeks prior to commencement.

The Fundraising Activity Application helps the district coordinate resources (custodial,
maintenance, and facility availability) and prevents scheduling conflicts. Its purpose is limited
to fundraising approval; the district does not monitor or audit the internal or external finances
of participating organizations.

Organizations should coordinate with the program’s teacher, coach or sponsor to complete the
Fundraising Activity Application. It must be submitted to the principal or director for formal
approval.

The following information is required for the fundraising activity application:
Club Name
Campus Represented
Club Email
Start and End Date of Sale or Fundraising Activity
Description of the fundraising activity and products sold
Estimated Earnings of fundraiser.

This application is utilized for both district activity funds and outside organizations
(Booster/PTO). While activity fund clubs must provide additional documentation as outlined in
the Fundraiser Quick Reference Guide, parent groups only need to complete the information
stated above.

For further guidance, please visit the Parent Organization and Booster Club webpage. 



Definition of the “School Day”
Smart Snack standards apply from midnight before the school day begins until 30
minutes after the school day ends.

To promote student wellness, all foods and beverages sold on campus during the school day
must meet nutritional standards set by the U.S. Department of Agriculture and the U.S.
Department of Education. Commonly referred to as "Competitive Foods" because they are
sold alongside the National School Lunch Program, these items must fully comply with federal
requirements, the Belton ISD Wellness Plan, and board policy FFA(Local).  
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Smart Snacks &
Competitive Food
Sales

Covered sales
The following food and beverage sales must comply with these standards

a la carte items sold in the cafeteria
school stores
snack bars
vending machines
food and beverages sold during fundraisers
giving away food for suggested donations
concession stand food and beverages sold during the school day

Types of Transactions
Competitive food standards apply to any exchange of value, including:

Direct payments (cash or credit cards)
Indirect payments (tokens or tickets)
Items offered for suggested donations



Local Belton ISD Policy & Special Occasions
The Belton ISD board policy FFA(Local) and Wellness Plan establishes local guidelines on
foods and beverages made available to students. According to the plan, foods and
beverages given away or otherwise made available to students must meet the Smart Snacks
standards except for the following:

Campus Celebrations: Each campus may host up to nine (9) days of celebrations per
year where food does not meet Smart Snack standards. These events must be approved
by the principal and occur after the scheduled lunch period.
Exempt Fundraisers: Each campus is permitted six (6) exempt fundraiser days per
school year. However, exempt items cannot be sold in the food service area while school
meals are being served.

Resources & Contact Information
Refer to Appendix A “Smart Snacks One-Pager for additional fundraiser and nutritional
standards information.
Detailed information can also be found on the Texas Department of Agriculture Square
Meals website which contains Section 22, Competitive Foods of the Administrator's
Reference Manual (ARM).
Reach out to Chris Teager, Director of School Nutrition at 215-2190.

Why
Compliance

Matters

Revenue from the National School Breakfast and Lunch programs is essential to the district’s
school nutrition services. Competitive sales that do not align with these standards can divert
vital funding away from the School Nutrition Program. 

Exemptions & Non-Competitive Items
The following scenarios are not subject to competitive food standards:

Off-Campus Events: Food provided when students travel for competitions (provided the
location does not operate a school lunch program and/or have Wellness Policy limiting
these foods).
Future Consumption: Bulk items not intended to be eaten at school (e.g., frozen cookie
dough, FFA meat sales).
After Hours: Sales that occur more than 30 minutes after the school day ends.



Raffles &
Bingo

Raffles
The school district is prohibited by Texas law from sponsoring or conducting any raffle or
bingo game for the purpose of raising money. A raffle is any activity that involves awarding a
prize (anything of value) to one or more people who have purchased a ticket. The Charitable
Raffle Enabling Act (CREA) allows organizations that support schools to conduct raffles under
certain conditions. If holding a raffle is considered, check the statutes to be sure that you
qualify. 
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In accordance with the Charitable Raffle Enabling Act, It is important to follow the following
rules:

Qualified Organization: must be a 501(c)(3) non-profit organization that has been in
existence in Texas for at least 3 preceding years (Note: If your club is newer than three
years, it cannot legally hold a raffle).
Frequency and Limitation: maximum 4 raffles per calendar year and cannot hold
multiple raffles at the same time.
Illegal Raffles: 50/50 raffles (where winner takes half the pot) is illegal.
Prize Restrictions:

No cash prizes or gift cards easily converted to cash (Visa, American Express)
Store specific gift cards are generally acceptable
If club purchases the prize, it cannot exceed $75,000 in value.
If the prize is donated, there is no value limit
The prize must physically be in the club’s possession (or own the title) before the first
ticket is sold.



Ticket Requirements: raffle tickets must have the following printed on it:
Name of the booster club
Address of the club
Ticket price
General description of every prize valued over $10
Date prize will be awarded

Advertising & Sales: no online sales. You cannot sell raffle tickets on a website or
through apps like Venmo/PayPal. Tickets must be sold in person or through physical mail.
Paid advertising on TV, radio or newspapers is prohibited. Promotion of the raffle may be
accomplished on the organization’s website, newsletter or social media may be used
District Approval: clubs are required to complete the Fundraising Activity Application
prior to holding a raffle.

Bingo
It is important to note that the Charitable Bingo Enabling Act is significantly more restrictive
than the laws governing raffles. Under Texas law, most parent organizations and booster
clubs do not qualify to conduct bingo games for fundraising purposes. 
In Texas, a bingo license can only be issued to specific types of organizations: Churches,
fraternal and veterans’ organizations, volunteer fire departments, and non-profit medical
organizations. 
Organizations should carefully review all applicable regulations before considering bingo-
related activities. Conducting an unlicensed bingo game can result in significant legal
penalties. 
For detailed rules, including a copy of the Bingo Enabling Act, the Charitable Bingo
Administrative Rules, and the Bingo Operations Manual, please visit the official website at
www.txbingo.org or contact the state regulatory offices for current licensing requirements. 

http://www.txbingo.org/


Donation Collection
& Tax-Exempt
Guidelines

Written Acknowledgments (Receipts)
Receipts are required for contributions of $250 or more. 501(c)(3) organizations are required
to provide the donor with a written acknowledgment. This document must include your
organization's Employer Identification Number (EIN) and the following details:

Organization Name: as registered with the IRS.
Cash Amount: total amount of any monetary contribution.
Non-Cash Description: description of any donated items.

Note: Do not assign a dollar value to non-cash items. It is the donor’s responsibility to
determine the value for their tax records.

Goods & Services Statement: If no goods or services were provided in exchange for the
gift, state: "No goods or services were provided by our organization in return for this
contribution."

If the donor received something in return (dinner or a gift), provide a description and
a good-faith estimate of the value of those goods.

Understanding your organization's tax status is critical when soliciting donations. A donor’s
ability to claim a tax deduction depends entirely on your IRS standing—not your affiliation
with the school.

Non-501(c)(3) Organizations: If your club is not a registered 501(c)(3) non-profit -
contributions or donations are not tax-deductible. You are legally required to inform
individuals or businesses of this fact at the time of solicitation.
501(c)(3) Organizations: Clubs with an official IRS Determination Letter may accept tax-
deductible contributions under IRS Regulation 170.
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Important Note
Even though funds ultimately benefit student groups, the gift is legally made to the
Parent Organization/Booster Club, not to the school or the school district. 



Sample Acknowledgement of Donations
Below is a simple donor receipt template to provide to your donors:
Thank you for your contribution of [Amount or Description of Item] to the [Club Name]
received on [Date]. 
Tax Information: [Club Name] is a 501(c)(3) non-profit organization (EIN: XX-XXXXXXX).

1.No goods or services were provided in exchange for this contribution.
2. In exchange for this contribution, the donor received [Description of Goods] with an

estimated fair market value of $[Amount].

Donations to Campus or District
Parent Organizations and Booster Clubs generally support their campus, specific student
groups or the district through one of the following two financial methods:

Direct Donation (Recommended Method): Under this model, the organization deposits
raised funds into its own bank account and subsequently issues a check to the campus.

This is the recommended IRS method. It creates a transparent audit trail for the donation
and reduces the accounting burden on the donating organization. Once gifted, the

campus/district assumes all accounting, safeguarding and disbursement duties. 

Direct Vendor Payment: Funds are deposited into the organization’s bank account, and
checks are issued directly to vendors for expenses that align with the organization’s
mission. The organization maintains full responsibility for all accounting and safeguarding
of funds.

Donation Documentation and Approval
To document any monetary or non-monetary donation, the campus or district representative
must complete the Donation Recognition Form and obtain approval from their principal or
director.

Deposits: All cash donations must be deposited immediately into the designated activity
account.
CFO Review: Every completed form must be submitted to the Chief Financial Officer
(CFO) for final review.
Restricted Gifts: Donations should ideally be unrestricted. Any specific donor restrictions
must be detailed on the form and are subject to final approval by the CFO.
Value of Donation: Any donation, whether monetary or non-monetary, valued at $1,000
or more requires formal approval from the Board of Trustees.

Once all required signatures are finalized, the completed form will be returned to the
originating campus to be filed with permanent activity fund records. 



Gifts & Solicitations
In accordance with District Policy DBD(Local), school district staff shall not accept or solicit
any gift, favor, service, or other benefit that could reasonably be construed to influence the
employee’s discharge of assigned duties and responsibilities. Students are also discouraged
from accepting gifts of value. Students engaged in UIL activities shall not accept gifts except
as provided by UIL Constitution and Contest Rules.

In accordance with CDC(Local), once accepted, gifts to the district become the sole property
of the district and the following will be considered before accepting any gifts:

1.Has a purpose consistent with the district’s educational goals, and objectives;
2.Places restrictions on a campus or district program.
3.Supports a program that the Board may be unable or unwilling to continue when the

donation of funds is exhausted.
4.Results 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(Local) for

advertising opportunities];
7.Creates 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 requires extensive maintenance.



Scholarships
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Scholarship programs are one of the most rewarding ways a parent organization can support
its students. However, because these programs involve awarding non-profit funds to
individuals, the IRS views them through a lens of strict scrutiny. To protect your tax-exempt
status and ensure every student has a fair advantage, the scholarship process must be built
on a foundation of transparency and objective merit.

Every scholarship begins with your organization’s mission. To stay compliant, the program must
align directly with the purpose stated in your bylaws. When identifying potential applicants,
the pool must be broad enough to qualify as a "charitable class"—ensuring the opportunity is
open to the community rather than a small, exclusive group.

We understand that our most dedicated volunteers often have students of their own. While
family members of board members, selection committee participants, and major contributors
are eligible to apply, these situations demand the utmost integrity and objectivity. The
organization must go above and beyond to ensure that personal relationships never influence
the final award.

The key to a successful scholarship program is consistency. The eligibility criteria should be
clearly stated in your bylaws and remain consistent from year to year. Most importantly,
scholarships must never require students or parents to join the booster club or parent
organization or participate in fundraising to be eligible for scholarships. Nor should they
reward the most active members or those that have the highest fundraising record. 

The organizations’ bylaws should also specify the amount and number of scholarships to be
awarded. As a best practice, the total scholarship payout should represent no more than 10%
to 15% of the total annual operating budget.



To maintain the highest ethical standards, the selection process must be rooted in total
objectivity and transparency. To eliminate even the slightest appearance of favoritism,
organizations are required to form an independent selection committee.

This committee serves as an independent third party and should be comprised of neutral
members who possess no personal stake, family ties, or influential leadership role within your
organization. By utilizing individuals who are independent of the applicant pool and the
board, you ensure that every scholarship is awarded based on merit rather than proximity to
the organization.

To further protect the integrity of the selection process, the committee must perform a "Blind
Review." All student names and identifying details are removed from the applications before
they reach the committee. This ensures that every recipient is chosen solely on their merits,
free from unconscious bias.

The final step is ensuring the funds are used exactly as intended: for education. To maintain
this accountability, scholarship checks are never issued to the student or their family. Instead,
the check is cut directly to the student’s chosen educational institution. This professional
hand-off ensures the scholarship reaches the registrar’s office and directly supports the
students’ higher education.  



Financial
Management

Internal Controls 
To safeguard the booster club’s financial well-being and protect its members from liability, it
is essential to implement rigorous internal controls. The following guidelines outline the
practices necessary to prevent financial loss due to negligence, errors, or misappropriation. 

10

Bank Accounts 
Organizations are required to establish a checking account with the organization’s EIN
number at a bank. A person’s social security number or the District’s EIN number cannot be
used to set up a bank account. Accounts should be established with at least three individuals
on the signature card. Checks and EFTs must require the signature or authorization of two
board officers. Each check must be supported by all supporting receipts and/or
documentation which will be part of the monthly reconciliation and annual review of financial
records. 

It is highly recommended to have a designated member without signature authority to review
the bank statement and its contents for reasonableness and compliance with Treasurer
reports, the budget, and the ongoing business of the organization. Pay special attention to
outstanding or reconciling items. Cancelled checks or imaged copies of checks should be
reviewed to ensure the payee is consistent with the payee identified on the check register
and endorsement on the check are reasonable. This member should sign off on the
completed bank reconciliation.

Bank statements should be reconciled within 30 days of the date of the statement to ensure
that possible inaccurate transactions are identified and communicated to the bank for
correction.  



Cash & Receipts
All cash collections, including program dues, fundraising proceeds, concession sales and
event revenue must be deposited immediately upon receipt. To minimize risk, deposits should
be made daily and are mandatory whenever on-hand receipts exceed $300. To ensure no
funds are left vulnerable, all money must be deposited before the start of any weekend or
holiday. While awaiting deposit, cash must be adequately safeguarded and stored in a
locked safe; the use of bank night deposit drops is highly recommended to deposit funds as
quickly as possible.

To maintain a transparent audit trail, every deposit must be accompanied by detailed records
documenting the source and exact amount of funds, such as copies of cash receipts, cash
receipt logs, ticket sales records, or tabulation of monies collected forms. These documents
must be kept readily available for future financial reviews. Furthermore, cash transfers are
subject to the same oversight as checks or EFTs, requiring formal authorization from two club
officers.

Under no circumstances should organization funds be kept at a member’s residence. Officers
and volunteers should make every effort to balance collections on the day of an event,
prepare the necessary documentation, and utilize a bank night deposit drop for immediate
safekeeping.

Disbursements 
All disbursements via check or electronic fund transfer (EFT) should receive prior authorization
from the executive board. To ensure a system of checks and balances, every payment requires
two authorized signatures or dual-level authentication. Disbursements should be processed
and completely documented; this includes maintaining original receipts, invoices, quotes, and
packing slips, all of which must be archived for future financial reviews.

Furthermore, organizations should not allow the issuance of blank checks to any individual,
regardless of their role. Reimbursements to members or officers should only be granted upon
the submission of an official receipt or invoice. Direct disbursements to district employees are
not permitted. 



Petty Cash 
Each organization may maintain a small petty cash account. Strict controls must be
maintained by keeping petty cash in a locked box accessible by only the treasurer and one
other officer. Control of the petty cash account by a district employee is not allowed. The
petty cash funds should be used for emergency purchases only. All other purchases should be
made with a check.

Upon disbursement through the petty cash account, a receipt for the purchase should be
retained. At any given time, the amount of petty cash remaining and the aggregate total of
receipts on hand should equal the amount of the established petty cash account.

Individual Gifts to Students 
No gifts or purchases that individually benefit students shall be made outside of UIL
guidelines.

When establishing program costs and setting fundraisers, organizations should be cognizant
of the financial effects on students and families. Reasonable efforts should be made to
ensure that all individuals are able to participate in activities. Tax-exempt organizations must
benefit a group instead of benefiting individual members of a group. As such, organizations
should not be a collection agent for the campus teacher/sponsor in the form of fees. All
members of the student group are to be treated equally and receive the same opportunity to
benefit from the organization’s activities. Therefore, one student cannot receive greater
benefit than another. 

The IRS has indicated that a group or club may establish criteria that could be used to
determine if a student is in financial need. If the criteria are met, the group or club could
provide a greater benefit to a particular student. 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. 



Payment for Work Performance
Organizations shall not directly employ, contract, supplement or in any way compensate
district staff for work performed, except for one-time temporary workers who are not current
employees.

Organizations holding events at district facilities may be charged for district employees who
must work because of the event. This expense will be included in facilities use charges.

1099 Requirements
Internal Revenue Service guidelines require that all payments for services more than $600
made to an individual by a booster organization be reported on a form 1099 on an annual
basis. The organization should secure an IRS W-9 form from the worker/provider at the time
of service to ensure that the organization has an accurate record of the taxpayer
identification number. The organization must then issue a form 1099 to all qualifying vendors
performed in the calendar year by January 31st. The Internal Revenue Service website should
be accessed for appropriate 1099 reporting requirements and forms.

Membership Dues
Organizations may charge dues to their members (parents and teachers); however, parents
and teachers do not have to be members for their children or students to receive benefits
from the organization’s activities. Membership dues are separate from the expenses incurred
by a student for an activity (i.e., trip expenses). The annual dues amount should be set and
approved by the organization’s Board.



Permanent Records
Certificate of Formation (Articles of
Incorporation)
Bylaws, Charters
Minutes from meetings
Sales tax permit and application for
permit
Certificate of Formation of Nonprofit
Corporation from the State of Texas
State sales tax exemption notification
State franchise tax exemption
notification
IRS Form SS-4, Application for Employer
Identification Number
IRS Form 1023, Application for
Recognition of Exemption
Deternination Letter

Non-permanent Records
Financial Reports
Check registers and bank records
Contribution receipt records
Sale tax reports
Correspondence with Texas Secretary of
State and the Comptroller
IRS Form 990, 990-EZ, or 990-N
Correspondence with the IRS

Record Keeping
Organizations should establish a record file that is passed on to new officers (i.e. secretary,
treasurer). The records should be turned over to the incoming officers within 30 days of
election. Records should be kept for a period of 10 years for audit purposes. Permanent
records should be kept indefinitely, and non-permanent records for a minimum of 5 years.

Confirm with the Texas Comptroller and the IRS that your organization is in good standing
and there are no open items or issues related to the time period of records being discarded.



Formation of Parent
Organizations or
Booster Clubs

Parents interested in forming a PO/Booster Club should discuss the pros, cons and
responsibilities of having a PO/Booster Club amongst each other and with the campus
principal. Consider the following questions:

1.Will a PO/Booster Club add specific value to the school or student group?
2.Are there enough parent volunteers willing to commit time and resources to sustain a

PO/Booster Club into the future?
3.Are parents willing to obtain necessary training to follow all BISD, UIL, state, and federal

regulations? (This includes submitting required accounting data [including annual tax
filings] information to the Texas Comptroller’s Office and the IRS.)

4.Have parents read the BISD Parent Organization Booster Club Guidelines to understand
the commitment required to maintain a PO/Booster Club?

5.Have parents researched PO/Booster Clubs in operation to understand the scope of the
responsibility of operating an IRS tax exempt organization?

6.Have parents conferred with the campus principal/sponsor to obtain support for the
formation of a PO/Booster Club?

7.Do you want to form a PTA or an independent parent organization/booster club
referenced in the guidelines? PTAs are chapters of a national organization, and their
formation is outlined by the national PTA.

Parents may form organizations to help raise money to enhance a school, program or student
group. Optimal efficacy requires strong commitment from the members, so great
consideration should be taken before forming a parent organization or booster club.

1.Elementary schools - may form a Parent-Teacher Organization (PTO) or establish a
school chapter of the Parent-Teacher Association (PTA) to support all students enrolled in
the school.

2.Secondary schools - may form Booster Clubs, a Parent-Teacher Organization (PTO), a
Parent Teacher Association (PTA), a Parent-Teacher-Student Organization (PTSO), or a
Parent-Teacher-Student-Association (PTSA).
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How to Become a Tax-Exempt Organization
Complete a Parent Organization and Booster Club Information Form to form a Parent
Organization or Booster Club, submit a copy of the form to the Chief Financial Officer, and
complete the following steps to establish the organization: (If you are forming a PTA, please
contact the state level PTA office www.txpta.org)

Establish a Steering Committee to set up the organization. Members of the steering
committee are not PO/Booster Club officers until they are elected at a general membership
meeting. Refer to Appendix B for additional information on steering committees.

Determine official mailing address of the PO/Booster Club. A post office box or private
mailing box is recommended to avoid frequent changes. The address and box keys are easily
passed to newly elected officers. Address changes must be reported to BISD, Texas Secretary
of State, Texas Comptroller’s Office, IRS and the organization’s financial institution.

The school’s address may be used as the PO/Booster Club’s official address; however, the
PO/Booster Club may not receive mail timely when the school is closed (i.e., summer vacation
and holidays).

Draft and approve the PO/Booster Club bylaws. The Steering Committee must approve
the bylaws to allow the group to proceed with applying for incorporation with the State and
applying for tax exemption with the IRS.

All Booster Clubs formed to support extracurricular activity (athletic, academic, music,
cheerleading) must have bylaws that address all the topics listed in the UIL Guidelines. Bylaws
must address:

organizational structure
method to elect officers
maximum consecutive term of officers
rules of membership
frequency, publication and rules of conducting meetings
organization’s fiscal year
that no officer can hold multiple office positions at the same time
that any employees of the district shall not serve in a financial capacity of any kind
dissolution of the organization. 

Refer to Appendix C for additional information and an example draft of bylaws. 

http://www.txpta.org/


File for incorporation with the Texas Secretary of State. Complete Form 202 (Certificate
of Formation for a Nonprofit Corporation) and submit it to the Texas Secretary of State. Read
the Nonprofit Organizations FAQs for forming a nonprofit tax-exempt corporation in Texas. 

Hold a membership drive and inform parents of PO/Booster Club meetings. The general
membership should approve the establishment of the PO/Booster Club, approve the
organization’s bylaws and elect officers at the first meeting.

Only active members in good standing are permitted to hold office or vote.
No officer shall be permitted to hold more than one office at the same time.
District staff may not hold an officer position that has financial capacity.
At a minimum, the organization must elect the following officers: president, vice-
president, secretary and treasurer.

Refer to Appendix D for additional information on the role of officers.

Apply for an Employer Identification Number (EIN) with the IRS. Go to irs.gov for EIN
application instructions. The EIN can be requested prior to the first membership meeting to
open the PO/Booster Club bank account.

Open a bank account using EIN. If the bank account is opened prior to the election of
officers, the Steering Committee members may be signers on the account. At least two
authorized signers are required on the bank account.

PTOs, PTAs, PTSOs and PTSAs Apply for an exemption from Texas sales tax, hotel
occupancy tax and franchise tax. Complete Form AP-207, Texas Application for
Exemption-Educational Organization. 

PTOs, PTSOs, PTAs and PTSAs are not covered by the district’s exempt status. But they can
apply to the Texas Comptroller for their own state tax exemption. These organizations are
eligible for sales and franchise tax exemptions. Once approved, the organization will receive
a letter or email notification, with links to print the exemption certificate Form 01-339, Texas
Sales and Use Tax Resale Certificate, to present to vendors to buy tax-free goods and
services that further the organization's exempt purpose.

https://comptroller.texas.gov/taxes/exempt/pto.php


Booster Clubs Apply for an exemption from Texas sales tax, hotel occupancy tax and
franchise tax. Booster Clubs cannot apply for state exemptions until a 501(c)(3) exemption is
obtained from the IRS.

A booster club with a 501(c)(3) federal exemption should complete Form AP-204, Texas
Application for Exemption - Federal and All Others

Apply for a Sales Tax Permit (if required) using the Texas Comptroller’s Office Sales Tax
Permit Application process. If the PO/Booster Club will not be selling any taxable items or
services, the organization does not need to obtain a Texas Sales Tax Permit.

Apply for federal tax exemption as a public 501(c)(3) organization with the IRS - by
visiting the application for recognition of exemption webpage at IRS.Gov.
Use Form 1023-EZ - if:

Annual gross receipts will not exceed $50,000 in any of the next 3 years
Annual total fair value of all assets (cash, accounts receivable, inventories investments,
land, buildings, equipment) is less than $250,000

Use Form 1023 - if:

Annual gross receipts will exceed $50,000 in any of the next 3 years
Annual total fair value of all assets (cash, accounts receivable, inventories investments,
land, buildings, equipment) is greater than $250,000

Upon acceptance of the organization’s exempt status by the Internal Revenue Service, a
Determination Letter will be received as evidence of approval of exempt status,
approximately 4-6 months after the initial application. This letter should be kept in a
permanent safe place to be used to prove the organization’s exempt status.

PO/Booster Clubs are strongly encouraged to consider purchasing a general liability policy,
and officer’s liability policy. All the documents listed above should be retained in a
“permanent file” and electronic file to be passed down at the installation of each new Board
of Officers. A shared electronic file is suggested to allow all officers access to these
important documents.



Dissolution of an Organization
To dissolve an organization, a resolution shall be adopted by the executive board 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 organization must determine the distribution and usage of its remaining funds and other
assets before dissolution. 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 band or related program(s)
at the supported campus. Any other distribution of funds could void the organization’s tax-
exempt status and force it into a fully taxable situation.

As stated in an earlier section, the district’s designee for overseeing the activities of parent
organizations and booster clubs is the principal of the campus where the organization
functions. The principal shall have the authority to discontinue the association of any school
program with a parent or booster organization that has been judged by the principal to be
disruptive to the educational activities or goals of the program or group.



Federal & State
Tax Filing
Requirements
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Reinstatement of Tax-Exempt Status
The IRS is prohibited by law from undoing an automatic revocation and does not provide for
an appeal process. Organizations whose tax-exempt status was automatically revoked for
failure to file Form 990 series returns for three consecutive years can apply for reinstatement
of tax-exempt status.

FEDERAL TAX
Filing Federal Form 990 Return for Tax Exempt Organizations
Every parent organization or booster club that is exempt from federal income tax is required
to file an annual Form 990 Return of Organization Exempt from Income Tax Return. The return
is due on the 15th day of the 5th month after the close of the organization’s fiscal year.

Form 990-N (e-Postcard) – is filed electronically. Small tax-exempt organizations are
generally eligible to file Form 990-N to satisfy their annual reporting requirement if their
gross receipts are normally $50,000 or less.
Form 990-EZ – is required to be filed for organizations with annual gross receipts are
more than $50,000 but less than $200,000 and total assets are less than $500,000.
Form 990 – is required to be filed for organizations with annual gross receipts equal to or
greater than $200,000 and total assets equal to or greater than $500,000.

Organizations are required to file one of the applicable information returns noted above on
an annual basis. Failure to file for three consecutive years will result in the revocation of the
organization’s tax-exempt status as of the filing due date of the third year.

1099 Requirements
Internal Revenue Service guidelines require that all payments for services more than $600
made to an individual by a booster organization be reported on a form 1099 on an annual
basis. The organization should secure an IRS form W-9 from the worker/provider at the time
of service to ensure that the organization has an accurate record of the taxpayer
identification number. The organization must then issue a form 1099 to all qualifying vendors
performed in the calendar year by January 31st. The Internal Revenue Service website should
be accessed for appropriate 1099 reporting requirements and forms.



State Sales Tax Exemption
Please be advised that PTOs, PTSOs, PTAs, PTSAs, and Booster Clubs are separate legal
entities and are not covered by the district’s sales tax exemption. These organizations may
not use the district’s tax ID or the exemption of any other club.

All clubs must apply for and be approved by the Texas Comptroller for their own state
sales tax exemption.
Once approved, organizations are exempt from state sales, hotel occupancy, and
franchise taxes. Note that local city sales and hotel taxes are not exempt.
Upon approval, the Comptroller will provide notification and links to Form 01-339 Texas
Sales and Use Tax Exemption Certification. This certificate must be presented to vendors
to purchase goods and services tax-free, provided they further the organization's exempt
purpose.

THE EXEMPTION FROM SALES TAX IS FOR ITEMS THAT AN ORGANIZATION PURCHASES,
NOT FOR THE ITEMS IT SELLS.

STATE TAX

State Sales Tax Exempt Purchases Requirements
To maintain valid tax-exempt status, all purchases made by the organization must adhere to
the following Texas Comptroller requirements:

Exempt Purpose: Purchases must directly relate to the organization’s primary mission and
exempt purpose.
Prohibition on Personal Items: Employees and volunteers are strictly prohibited from
purchasing personal items tax-free. This applies even when traveling on official business
or if the individual intends to seek reimbursement.
Payment Method Requirements: To qualify for a tax exemption, the transaction must be
made using the organization’s funds (e.g., a corporate check or credit card).
Reimbursement Rule: If an individual uses personal funds (cash, personal check, or
personal credit card) to buy an item, the transaction is taxable, even if the organization
later reimburses the individual for the expense.



Tax-Exempt
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Travel - State Hotel Occupancy Tax: To be exempt from the 6% State portion of hotel tax,
members must present a Texas Hotel Occupancy Tax Exemption Certificate, Form 12-302 at
check-in.

Local Taxes: Note that local city and county sales and hotel taxes are not exempt and
must be paid as required by the municipality.

Record Keeping - The Treasurer must keep a copy of the specific exemption certificate used
for every transaction, attached to the corresponding receipt or invoice, for a minimum of four
years to satisfy potential state audits.

If a seller chooses not to accept an exemption certificate, ask the seller to provide a properly
completed Assignment of Right to Refund so the organization can request a refund of the tax
directly from the Comptroller.

In order to use your tax-exempt status to make purchases, there is a process that must be
followed.

Verify Vendor Acceptance - Before making a purchase, you need to confirm the vendor
accepts the Texas Sales and Use Tax Exemption Certification (Form 01-339). Most major
retailers require the form to be on file or presented at the time of checkout.
Complete the Certificate - The authorized purchaser must provide a completed and signed
Form 01-339 to the vendor. The form must include:

The organization’s name and address.
The organization’s 11-digit Texas Taxpayer Number.
A description of the items being purchased and how they further the organization's
exempt mission.

Payment must be made from an official organizational account.
Accepted: Organization credit card, debit card, or check.
Not Accepted: Personal credit card, cash, Venmo/Zelle accounts.



Item Type Taxable Status Examples

Grocery Staples Exempt Flour, sugar, fruit/vegetables, milk, eggs, water

Bakery Items Exempt Cookies, cakes, donuts

Prepared Taxable Hot pizza, deli sandwiches, ready-to-eat meals

Candy & Soda Taxable Chocolate bars, gum, carbonated soft drinks

Taxable Purchases
Almost all sales, lease or rental of tangible personal property (physical goods) and specific
taxable services. A PTO or Booster Club, having a tax exemption means you do not pay the
6.25% state sales tax on these items—provided they are bought with organization funds to
further your exempt mission
Common Taxable Items - Most physical items sold in a retail environment are taxable.
Common examples for school organizations include:

School & Office Supplies: Paper, pens, binders, folders, and staplers.
"Spirit Wear" & Clothing: T-shirts, hoodies, hats, uniforms, and costumes.
Event Supplies: Decorations, balloons, paper plates, napkins, and plastic cutlery.
Electronics: Computers, printers, tablets, cameras, and software (including
SaaS/subscriptions).
Furniture & Equipment: Desks, chairs, storage bins, and sports equipment.
Books & Media: Printed books, magazines, and educational DVDs.
Toiletries & Cleaning Supplies: Hand sanitizer, tissues, and cleaning sprays.

Taxable Services
Texas also taxes several types of services that clubs often utilitze, such as:

Amusement Services: Tickets to movies, concerts, carnivals, or sporting events.
Information & Data Processing: Website hosting, database subscriptions, and
professional research.
Printing & Copying: Professional printing of newsletters, flyers, or banners.
Landscaping & Janitorial: Professional cleaning of facilities or lawn maintenance
Repairs & Maintenance: Repairing club-owned equipment or electronics.

Taxable Food
Food is the most complex category in Texas tax law. Whether it is taxable depends on how it
is sold:



Collection and Remittance of Sales Tax
While parent organizations and booster clubs are exempt from paying sales tax on purchases,
they are required by law to collect and remit sales tax on the sale of taxable items (e.g., spirit
wear, yearbooks, or prepared food sold outside of school-sanctioned events). Even if you are
a tax-exempt nonprofit, you must have a Sales Tax Permit if you sell taxable goods. The
following is the step-by-step process for collecting and remitting sales tax:

1.Obtain a Sales Tax Permit - Apply online through the Texas Comptroller eSystems or
print AP-201 Texas Application for Sales and Use Tax Permit from the webpage and mail it
to the Comptroller’s office at: Comptroller of Public Accounts, 111 E. 17th St., Austin, TX
78774-0100.

You must display the permit. Retain the sales tax permit in a permanent folder for
events when taxable items are sold.

2.Collect the Tax - When you sell an item, you must collect the combined state and local
sales tax of 8.25% (State= .0625 / County= .005 / City= .015). Sales tax must be
separately stated on the receipt as a line item or a written statement to the consumer, for
example “Texas state and local sales tax is included in the sales price.”

Here is a breakdown of the two calculation methods that are used:
Line-item Sales Tax – Multiply 8.25% by the cost of an item. [e.g., $20 price of T-shirt X
.0825 = $1.65 tax for a total of $21.65]
Sales Tax Included In Price – Divide the price of an item by (1 + .0825) = sales price of
the item [$20/1.0825 = $18.48]. Then subtract the price of the item from the sales price
of the item [$18.48 - $20 = $1.52]. The T-shirt price was $18.48 and $1.52 in tax
collected.



Yearly Less than $1,000 in tax collections

Quarterly Most small-to-midsize clubs

Monthly High-volume organizations

Determine Filing Frequency - Once you receive your permit, the Comptroller will assign you
a filing schedule based on your expected volume. If you’re not sure whether you should file
monthly, quarterly, or yearly, contact the Comptroller’s office at 800-252-5555.

File and Remit Sales Tax – Returns must be filed or postmarked on or before the 20th day of
the month following the end of the reporting period. If the due date falls on a weekend or
holiday, the next business day will be the due date. You must file a return even if you had zero
taxable sales during that period.

Log In - Use the Comptroller’s WebFile system or,
Mail – Completed Form 01-117, Texas Sales and Use Tax Return – Short Form to the Texas
Comptroller at: Comptroller of Public Accounts, P.O. Box 149355, Austin, TX 78714-9355.
Refer to Form 01-922, Instructions for Completing Texas Sales and Use Tax Return.
Report Totals - Enter your Total Sales and your Taxable Sales.
Calculate - The system will calculate the tax due.
Timely Filing Discount - If you file and pay on time, you can keep 0.5% of the tax you
collected
Pay - You can pay via electronic check (ACH) or credit card

Quarter 1 (Jan–Mar) - Due April 20
Quarter 2 (Apr–Jun) - Due July 20

Standard Quarterly Filing Deadlines

Quarter 3 (Jul–Sep) - Due Oct 20
Quarter 4 (Oct–Dec) - Due Jan 20



Sales Tax Collection
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There are several loopholes where parent organizations and booster clubs are not required to
collect sales tax.

Two One-day, Tax-Free Sales – an exempt organization may have two one-day, tax-free
sales or auctions each calendar year (January through December). During a tax-free sale day,
the organization is not required to collect tax on the sales price of taxable items.

A one-day, tax-free sale day (24 consecutive hours) is either:
The day the vendor delivers the items to the exempt organization; or
The day the exempt organization delivers the items to its customers.

Customers buying from surplus inventory on the designated day do not owe tax. For example,
a school can sell old yearbooks on the same designated day they are distributing the new
yearbooks and not collect sales tax. Extra yearbooks sold outside of those days are taxable.

If two or more organizations hold a tax-free sale together, the event counts as one tax-free
sale for each participating group. Each organization that participates in the joint tax-free
sale can hold one additional tax-free sale during that calendar year.

An organization can hold its two tax-free sales back-to-back for a maximum of 48
consecutive hours. For example, a sale could last from noon Friday until noon Sunday.

This exemption does not apply to any items sold for more than $5,000, unless the exempt
organization made the item or it was donated to the organization and not sold back to the
donor.

To purchase taxable items tax free for resale during the tax-free sales days, the organization
can either give the seller a resale certificate (if it has a sales tax permit) or an exemption
certificate.



Use of a Fundraising Company - Sometimes a school, parent-teacher group, booster club
or other exempt organization raises funds by entering into an agreement with a fundraising
company to sell taxable items, such as wrapping paper, gifts, candles or candy, and receives
money for their exempt school organization use.

The exempt school organization markets the items, collects the money and forwards to the
fundraising company an agreed-upon portion of the money collected, and all the sales tax
collected. The fundraising company is the seller, in this case, and not the exempt school
organization. These types of sales do not qualify as a tax-free sale, and the fundraising
company must collect, report and remit the sales tax. The exempt school organization is not
required to use their tax-free sale day or responsible for reporting or remitting sales tax since
they are not considered the seller.

Food and Beverage Sales
During the School Day - parent organizations and booster clubs do not have to collect
tax on sales of meals and food products, including candy and soft drinks, if the sales are
made during the regular school day and by agreement with the school principal and
School Nutrition Director. This exemption includes food, soft drinks and candy sold
through vending machines.
Outside the School Day - parent organizations and booster clubs may also sell meals,
food, candy or soft drinks tax free outside of the school day if the sales are part of the
organization’s fundraising drive and all net proceeds go to the group for its exclusive use.

Gift Certificates & Promotional Discounts
Membership Fees & Dues
Advertising
Athletic Events
Theatre Productions

Magazine Subscriptions
Amusment Services
Reading Materials
Concerts
School Dances

NON-TAXABLE SALES

Sales to Students
Parent organizations, booster clubs and school districts must collect sales tax on taxable
items or services sold to their students. For example, if a school sells uniforms, gloves and
shoes to drill team members, it must collect tax on the sales, unless it designates the sale as
part of its tax-free sales day. An organization can hold the two tax-free sales back-to-back
for a maximum of 48 consecutive hours during which they are not required to collect sales
tax.



Online Sales
Online sales of taxable items are treated the same as sales made at the school or at any
other sales location.

Unless an exemption applies, parent organizations and booster clubs that accept online
orders must collect sales tax on taxable items they sell online. An online sale during a one-
day, tax-free sale qualifies for the exemption.

TAXABLE AND NON-TAXABLE SALE EXAMPLES

TAXABLE NON-TAXABLE

Renting items such as locks, musical
instruments, calculators and computers

Renting space such as a gymnasium,
auditorium, library or cafeteria

Horticultural products such as flower
arrangements, roses, carnations, holiday
greenery and poinsettias

Agricultural products (plants and seeds), or
products that normally constitute human
food

Cosmetology products such as shampoo,
conditioner, and nail polish sold to
customers

Cosmetology services such as haircuts,
shampoo, manicures and pedicures

Parking permits for the general public
Campus parking permits for public school
students, faculty and staff

Pets, such as hamsters, mice, cats and dogs
Livestock, such as pigs, cows, chickens,
sheep and goats

Publications such as football, basketball or
volleyball programs

Advertising space in athletic programs,
yearbooks or newspapers

Automobile repair parts

Automobile repair (depends on
contract/invoice)

A lump-sum charge for parts and labor
is not taxable
A seperately stated charge for parts is
taxable; a separately stated charge for
repair labor is not taxable

Bumper stickers and decals Car wash



Franchise Tax Exemption
All corporations in Texas—both for-profit and nonprofit—are required to file annual franchise
tax and public information reports. You must continue to file these reports and submit any
necessary payments until the Texas Comptroller’s Office officially grants your organization a
tax exemption.

Failure to follow these filing requirements and lead to the loss of corporate privileges as well
as the forfeiture of charter by the Texas Secretary of State. 

A common misconception is assuming that federal tax exemption covers state taxes. While a
Determination Letter from the IRS granting 501(c)(3) designation makes you eligible for
federal tax relief, Texas franchise tax exemption is not automatic.  You must apply for
exemption through the Texas Comptroller’s Office by completing Form AP-204, Texas
Application for Exemption – Federal and All Others. 

To ensure you receive critical legal correspondence, you must notify the Texas Comptroller’s
Office immediately if your mailing address changes.

To avoid frequent mailing address changes, the Texas Comptroller’s Office recommends that
each club obtains its own post office box (PO Box) or private mailing box to be used for
official club mail. In addition, the post office box address and keys can be given easily to the
new officers at the beginning of each year.



Reporting
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Beginning with the 2024 report year, a taxable entity whose annual total revenues are less
than or equal to the “No Tax Due Threshold” is not required to file a No tax Due Report.
However, the entity is required to file Form 05-102, Public Information Report.

Submit Form 05-102, Public Information Report via web file or mail to:
Texas Comptroller of Public Accounts
P.O. Box 149348
Austin, TX 78714-9348

Due Dates
The annual franchise tax report is due May 15th or the next business day if May 15th falls on a
weekend or holiday.

Threshold Limits
Franchise thresholds, deduction limits and tax rates vary by report year. The “No Tax Due
Threshold” limitation for report years 2026 and 2027 is $2,650,000.

Franchise Reporting Exemption
Upon receiving official franchise tax exemption from the Texas Comptroller’s Office via Form
AP-204, your organization is exempt from filing the annual Public Information Report (Form
05-102) and is no longer subject to the reporting requirements mentioned above.



Appendices
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Other Links
Administrator’s Reference Manual (ARM)
Charitable Raffle Enabling Act (CREA)

Raffle Qualifications
Texas Department of Agriculture - Square Meals

UIL Constitution and Contest Rules
UIL Guidelines

Board Policy
CDC(Legal/Local)

DBD(Local)
FFA(Local)
GE(Local)
GKB(Local)

Belton ISD Links
Business Service Webpage
Belton ISD Wellness Plan

Volunteer Register System
Fundraiser Quick Reference Guide

Parent Organization and Booster Club webpage
Fundraising Activity Application

Parent Organization and Booster Club Information Form

Texas Comptroller Links
Form AP-201
Form AP-204
Form AP-207
Form 01-117
Form 01-339
Form 01-922
Form 05-102
Form 12-302

Sales Tax Permit Application
Texas Comptroller eSystems

IRS Links
1099 Reporting Requirements
EIN Application Instructions

Federal 501(c)(3) Application
Reinstate Tax Exempt Status

Secretary of State Links
Form 202

Nonprofit Organizations FAQs

https://www.squaremeals.org/Programs/National-School-Lunch-Program/Policy-ARM
https://www.texasattorneygeneral.gov/divisions/charitable-trusts/charitable-raffles-and-casinopoker-nights
https://www.texasattorneygeneral.gov/divisions/charitable-trusts/charitable-raffles-and-casinopoker-nights
https://www.squaremeals.org/
https://www.uiltexas.org/policy/constitution
https://www.uiltexas.org/policy/booster-club-guidelines
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=164&code=CDC#legalTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=164&code=DBD#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=164&code=FFA#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=164&code=GE#localTabContent
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=164&code=GKB#localTabContent
https://www.bisd.net/departments/business-services/business-office/forms
https://drive.google.com/file/d/1juilUAgIif5779Gqn1F7v4VNvXlGcPl8/view
https://www.bisd.net/join-our-team/volunteers
https://www.bisd.net/departments/business-services/booster-clubs-and-student-organizations
https://www.bisd.net/departments/business-services/booster-clubs-and-student-organizations
https://www.bisd.net/departments/business-services/booster-clubs-and-student-organizations
https://docs.google.com/forms/d/e/1FAIpQLSdqwl1jafxAYe1cMVfdr__rAJcwMQPKCkSjBJ_znJoTXZ6AmA/viewform?usp=sharing&ouid=111186958377359382953
https://comptroller.texas.gov/taxes/sales/forms/
https://comptroller.texas.gov/taxes/exempt/booster.php
https://comptroller.texas.gov/taxes/exempt/pto.php
https://comptroller.texas.gov/taxes/sales/forms/
https://comptroller.texas.gov/taxes/sales/forms/
https://comptroller.texas.gov/taxes/sales/forms/
https://comptroller.texas.gov/taxes/franchise/pir-oir-filing-req.php
https://comptroller.texas.gov/taxes/publications/96-224.php
https://comptroller.texas.gov/taxes/permit/
https://www.google.com/search?q=https://comptroller.texas.gov/taxes/permit-apply/
https://www.irs.gov/businesses/small-businesses-self-employed/forms-and-associated-taxes-for-independent-contractors
https://sa.www4.irs.gov/applyein/
https://www.irs.gov/charities-non-profits/application-for-recognition-of-exemption
https://www.irs.gov/charities-non-profits/automatic-exemption-revocation-for-nonfiling-reinstating-tax-exempt-status
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APPENDIX B – STEERING COMMITTEES

New schools or high school clubs may use a steering committee to facilitate the formation of a 
new PO/Booster Club. For Parent Organizations, the steering committee should be comprised 
of the principal and a representative group of parents whose students are/will be attending the 
school. For Booster Clubs, the steering committee could be comprised of the sponsor (teacher
or coach) and several parents who have children that participate or will participate in the school 
activity for which the Booster Club is being formed.

The steering committee may:

2. Draft and approve bylaws.

3. Have a membership drive.

4. Promote volunteer recruitment.

5. Recruit a slate of proposed officers.

6. Draft a preliminary budget.

7. Hold the first general membership meeting to re-approve the bylaws and elect the officers.

During the membership drive and prior to the general membership meeting, the bylaws and 
slate of proposed officers should be available for public viewing for a reasonable time period.

I. Membership
Membership is open to individuals who are parents, guardians, stepparents, or grandparents of
a student at the school (POs) or of a student active in the sponsored program (Booster Clubs) who
are current in their dues. PO membership is also open to teachers and to individuals from a
business partner or community organization that is involved in the Adopt-a-School Program.
Only active members should have the ability to vote or hold an office. Other individuals may
volunteer for the PO/Booster Club but cannot vote or hold an office. “Members” should be
defined in the PO/Booster Club bylaws.

II. Membership Dues
POs/Booster Clubs may charge membership fees to their members; however, parents and
teachers do not have to be members of the PO/Booster Club for their child(ren) or students to
receive benefits from PO/Booster Club activities. The amount of membership fees should be
voted on by the PO/Booster Club Board of Officers.



 

APPENDIX C - BYLAWS

Bylaws are the governing document for the Parent Organization or Booster Club. They outline
the philosophy, structure, and general procedures of the organization. The bylaws are 
formulated as a series of “articles,” each dealing with one aspect of the outline.

 
Each PO’s/Booster Club’s bylaws should specify:

 
A. Name of Organization

B. Purpose: define the charitable purpose of the organization. The organization needs to 
make sure the purposes clause is not so narrow that it unduly limits the organization’s 
activities, and not so broad that it prevents the organization from obtaining 501(c)(3) 
exemption from the IRS. **

C. Meetings: the frequency and place of meetings, the type of notice required, and
whether directors may vote by written proxy. 

D. Leadership: the titles and specific responsibilities of the officers, qualifications for 
directors, the number of directors, the length of terms for the directors and officers, and 
the method for electing and removing directors and officers. The corporation must have 
a president, treasurer, and secretary. 

E. Provisions for Membership: qualifications for membership, method of selection, dues 
and fees, voting rights, and the frequency and place of membership meetings. 

F. Quorum: the number of members or directors required for a quorum to conduct 
business, and the proportion of votes required to take action on a matter (pursuant to 
Texas law, an act of the board is an act of the majority of the directors present unless a
greater number is required by the certificate or bylaws).

G. Financial Policies/Controls: the signatures required for execution of legal documents,
signatures required for checks, accounting method (i.e., cash or accrual), number of
authorized signers on the bank account(s), and other controls over financial transactions 
and transfers of corporate assets.

H. Committees: the types of committees, responsibilities of committees, and qualifications 
for serving on a committee. 

I. Fiscal Year: the accounting period of the organization, which does not have be the
calendar year. 

J. IRS Language: special clauses that relate to (i) the dissolution of the nonprofit, (ii) 
“inurement,” and (iii) a general statement that the corporation may not take action that 
would be inconsistent with the requirements for tax exemption under Section 501(c)(3). 
It must be stated that, upon dissolution, any remaining assets will be distributed to 
other exempt organizations under Section 501(c)(3). *

K. Bylaw Amendments: the procedures for amending the bylaws. Amendments may be 
adopted by the Board, but in most cases, require a two-third vote of the members at a 
general meeting. Prior notice of the proposed amendment is always required, either at 



 

the previous meeting or at least a certain number of days before the vote. A committee 
may be appointed to write a revised set of bylaws. This usually requires a vote at a
general meeting but may also be allowed by a two- thirds vote of the Board.
Requirements for adopting the revised set of bylaws should be the same as for an 
amendment. 

 
*Denotes articles required by the IRS. 
**Denotes articles required by the Secretary of State. 
 
 
 



 

EXAMPLE DRAFT OF BYLAWS
 

BYLAWS of  

[Insert Booster Club Name] (A Non-Profit 

Corporation)  

Article I 
Name and Location 

 

1.01.    The name of this organization shall be (insert booster club name).  
  

1.02.  All club meetings may be held at such places within the Belton Independent School District (BISD) 
as designated by school administration and club officers.  

 

Article II   
Purpose and Structure 

 

2.01 Purpose: This organization is organized and operated for the charitable and educational purposes 
as defined in Section 501(c)(3) of the Internal Revenue Code. The purposes of the organization 
include raising funds and purchasing personal property and services to be used by students and 
faculty of [Insert Name of Group Supporting], providing volunteers for educational and 
extracurricular activities, engaging in other charitable, civic, or educational activities that will 
contribute to the public education of the community; and exercising other powers conferred by 
the laws of Texas on nonprofit corporations. 

This Booster Club shall be self-governing, self-supporting, non-commercial, non-sectarian, 
nonprofit and nonpartisan, and shall seek neither to direct the administrative activities of the 
Belton Independent School District nor to control its policies.

No part of the net earnings of the Booster Club shall inure to the benefit of, or be distributable 
to, its members, trustees, officers, or other private persons, except that reasonable 
compensation may be paid for services rendered to or for the organization affecting one or more 
of its purposes. No member, officer, or private individual shall be entitled to share in the 
distribution of any of the corporate assets on the dissolution of the Booster Club. No substantial 
part of the activities of the Booster Club shall be the carrying on of propaganda or otherwise 
attempting to influence legislation, and the Booster Club shall not participate in, or intervene in 
(including the publication of statements) any political campaign on behalf of any candidate for 
public office. 

  



 

The Booster Club shall not conduct or carry on any activities not permitted to be conducted or 
carried on by an organization exempt from taxation under Section 501(c)(3) of the Internal 
Revenue code and Regulations as they now exist or as they may be amended. 
 
The Booster Club shall observe the following regulations: Belton Independent School District 
Booster Club Guidelines, University Interscholastic League Booster Club Guidelines and all local, 
state, and federal laws which apply to nonprofit organizations.  

  
Upon dissolution of this organization, assets shall be distributed exclusively to charitable 
organizations which would then qualify under the provisions of Section 501(c)(3) of the Internal 
Revenue Code and its Regulations as they now exist or as they may be amended. 

  
The Booster Club is organized pursuant to the Texas Nonprofit Corporation Act and does not 
contemplate pecuniary gain or profit and is organized for nonprofit purposes which are 
consistent with the provisions of Section 501(c)(3) of the Internal Revenue Code and its 
Regulations as they now exist or as they may be hereafter amended.  

  
Article III   

Membership  
  
3.01 Membership: Membership in this organization is open to any person who is a parent/guardian of 

a child or children who participate in the [Insert Name of Group Supporting], and who will 
uphold the policies of this organization and agree to its Bylaws. A maximum of one membership 
shall be granted to each family unit.  

  
3.02 Rights and Responsibilities: The members shall have the right and responsibility to attend 

meetings and events sponsored by the organization, serve on committees and be nominated and 
elected to office. Voting members shall have the right to vote for the officers, review and 
approve the annual budget and approve amendments to these Bylaws.  

  
3.03 Quorum: The members present at any membership meeting of the organization, provided at 

least (X) number of members are present, shall constitute a quorum for the transaction of 
business. In the absence of a quorum, the members may not take action. In that event, any 
matter brought before the membership, at the meeting at which a quorum is not present, shall
be discussed and decided by the Executive Board.  

  
3.04 Meetings: There shall be at least one general annual meeting of the membership in (MONTH) at 

which the officers are elected. Such additional business or special meetings may be held alone or 
in conjunction with an event sponsored by the organization as is determined by the Executive 
Board or at the request of twenty (20) or more members in writing to the Executive Board. 



 

Article IV  
Executive Board

4.01 Qualification. The Executive Board shall consist of the elected officers of the organization. Any 
member in good standing is eligible to serve on the Executive Board.  

  
4.02 Authority: The affairs, activities, and operation of the organization shall be managed by the 

Executive Board. The Executive Board shall transact necessary business during the intervals 
between the meetings of the membership and such other business as may be referred to it by 
the membership or these Bylaws. It may create Standing and Special Committees, approve the 
plans and work of standing and special committees, prepare and submit a budget to the 
membership for approval, and, in general, conduct the business and activities of the 
organization.  

  
4.03     Compensation. No officer shall receive compensation for any service he or she may render to the 

organization. Board members may be reimbursed for actual expenses incurred in the 
performance of their duties.  

  
4.04 Officers. Officers shall be elected at the last general business meeting at the end of each season 

and will take office immediately. The Nominating Committee will name a slate of officers and the 
floor will also be open for nominations. The officers will be elected by simple majority of the 
membership present. Vacancies of offices of unexpired terms shall be filled by appointment by a 
majority of the remaining officers. The officers and their respective duties are as follows:  

  
a. The President shall:  

• Regularly meet with the designated district representative(s) regarding booster activities; 
• Preside at all meetings of the organization;  
• Resolve problems in the membership;  
• Regularly meet with the treasurer of the organization to review the organization’s financial 

position;  
• 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.

  
b. The Vice President shall:  

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

c. The Secretary shall:  
• Report on any recommendations made by the Executive Board of the booster 
organization if such a governing board is defined by the bylaws;  



 

• Record, create, and 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 any 
executive board meetings in a prescribed format;  
• Maintain records of attendance of each officer;  
• Conduct and report on all correspondence on behalf of the organization;  
• Other specific duties as outlined in the bylaws of the organization.  

  
d. The Treasurer shall:  

• Serve as chairperson of the Budget and Finance Committee;  
• Issue a receipt for all monies received and deposit said amounts on at least a weekly 
basis (daily if receipts on hand exceed $250.00);  
• Present a current financial report to the executive committee and general 
membership within thirty days of the previous month end; 
• File a financial report with the BISD Business Services (or designee) by September 1st

each year;  
• Maintain an accurate and detailed account of all monies 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 fiscal year;  
• Other specific duties as outlined in the bylaws of the organization.  

    
4.05 Term.  Each elected officer shall serve a term of one (1) year or until a successor has been duly 

elected or appointed.  Officers may be elected for up to two consecutive terms in the same office.  
No one may hold dual offices.  

  
4.06 Meetings.  The Executive Board shall provide for by resolution the time and place for the holding 

of at least one annual meeting of the Board, and of the additional regular meetings of the Board, 
without other notice than such resolution. 

  
4.07 Notice.  Notice of any special meeting of the Executive Board shall be given at least two days 

previously thereto by oral or written notice delivered personally or sent by mail or facsimile to 
each Director at his or her business address.  Any Director may waive notice of any meeting, and 
the attendance of a Director at any meeting shall constitute a waiver or notice of such meeting. 

  
4.08 Quorum.  A majority of the Executive Board shall constitute a quorum for the transaction of 

business at any meeting of the Board; but if less than a quorum of the Board members is present 
at said meeting, a majority of the Board present may adjourn the meeting from time to time 
without further notice.  The act of a majority of the Board present at a meeting at which a 
quorum is present shall be the act of the Executive Board. 



 

4.09 Voting.  Each qualified family unit, as described in Article Three, Section 1 of these Bylaws, shall 
have the right to cast one vote at any matter at any particular meeting.  The decision of the 
majority of the voting members present at a meeting at which a quorum is established will be 
binding on the organization, unless provisions of these Bylaws require greater vote.  

  
4.10 Proxy.  No voting by proxy will be allowed.  
  

Article V  
Standing Committees  

  
5.01 Nominating Committee. Meet to receive nominations for the elected offices of the organization 

and to prepare a slate of nominees and a ballot for the election of officers.  The committee shall 
be made up of the President, the school sponsor (coach) and one at-large person appointed by 
the President. 

5.02 Banquet Committee.  Responsible for organizing and coordinating the planning and 
implementation of all activities associated with the annual awards banquet.  The Vice President 
shall chair the committee and name its members as needed.  

  
5.03 Fundraising Committee. Responsible for developing and managing fundraising projects.  The 

President will chair the committee and name its members as needed.  
  
5.04 Membership Committee.  Distribute membership information and coordinate membership drive.  

The Vice President shall chair the committee and name its members as needed.  
  
5.05 Scholarship Committee:  Responsible for coordinating the scholarship application and selection 

process.  The Treasurer shall chair the committee and name its members as needed. 

 
 

Article VI  
General Provisions/Finances  

  
6.01 Operating Funds:  Operating funds shall be maintained in a general fund, and an accounting of 

such funds shall be presented at all meetings.  
  
6.02 Fiscal Responsibility:  All Board members having fiscal responsibility shall be bonded.  
6.03 Annual Statement: The Executive Board shall present at each annual meeting, or when called by 

vote of the members at any meeting, a full and clear statement of the financial condition of the 
organization.  

  



 

6.04 Group Exemption: This nonprofit organization will qualify as a tax-exempt organization under the 
provisions of Section 501(c)(3) of the Internal Revenue code and its Regulations as they now exist. 

6.05 Budget:  The Executive Board shall present to the membership at the first regular meeting of the 
membership after the officers have been elected or as soon thereafter as practicable, a budget of 
anticipated revenue and expenses for the year.  This budget shall be used to guide the activities of 
the organization during the year, including serving as approval for anticipated expenditures.  Any 
substantial deviation from the budget must be approved in advance by the membership. 

  
6.06 Obligations:  The Executive Board may authorize any officer or officers to enter into contracts or 

agreements for the purchase of materials or services on behalf of the organization. 

6.07 Loans: No loans shall be made by the organization to its officers or members. 

6.08 Banking: The Treasurer shall deposit all funds of the organization to the credit of the organization 
in such banks, trust companies or other depositories as the Executive Board may select and shall 
make such disbursements as authorized by the Executive Board in accordance with the budget 
adopted by the membership.  All deposits and/or disbursements shall be made as soon as 
practicable upon receipt of the funds and/or orders of payment. 

  
6.09 Financial controls:  The organization shall adopt appropriate financial controls to ensure the 

integrity of its funds.  Specifically, without limitation, the organization shall maintain separation of 
financial controls so that, minimally: 
a. All expenses must be approved by membership by way of approval of an annual budget, or 

amendments thereto, or be approved by separate resolution of the Executive Board; 
b. All checks, drafts, or other orders for the payment of money on behalf of the organization 
shall require two signatures and be signed by the Treasurer and by any other person as 
authorized in writing by the Executive Board.  Checks shall bear notice of this requirement 
above the signature line as follows, “Two signatures required.” 
c. An officer or other person without check signing authority designated by the Board shall 
review all bank statements; and, 
d. A committee of at least two (2) persons without check signing authority shall annually audit 
all corporate finances, or hire and supervise an outside accountant or auditing firm to conduct 
a review of corporate financial records. 
  

6.10 Financial Report:  The Treasurer shall present a financial report at each membership meeting of 
the organization and shall prepare a final report at the close of the year in accordance with the 
organization’s financial policies.  The Executive Board shall have the report and the accounts 
examined annually.  If the organization grosses less than $100,000 per year the financial practices 
and accounts may be reviewed by an internal audit committee.  The internal audit committee 
shall consist of two or more board or voting members of the organization who are not involved in 
the routine handling of the organization’s finances, including not having signature authority of 
bank accounts or approval authority over disbursements.  If the organization grosses $100,000 -



 

$200,000 in receipts, an external professional, such as a Certified Public Accountant (CPA), shall be 
hired by the audit committee to perform a financial review of compilation.  A full audit shall be 
conducted by an external CPA when annual gross receipts equal or exceed $200,000. 

  
6.11 Fiscal Year:  The fiscal year of the organization shall be from September 1 to August 31 but may be 

changed by resolution of the Executive Board. 

6.12 Record retention:  All records of the organization shall be maintained and destroyed in accordance 
with law and standard record retention guidelines.  Financial records shall be maintained as 
follows: 

  

RECORD  HOW TO STORE PERIOD OF TIME  

Year-end Treasurer’s financial 
report/statement 

Store in corporate record 
book. 

Permanent

Treasurer’s reports, periodic  Compile & file records on 
a yearly basis.  

Three Years.  Store 
w/financial records. 
Destroy after three 
years. 

Bank statements, canceled 
checks, check registers, invoices, 
receipts, cash tally sheets, 
investment statements, and 
related documents  

Compile file records on a 
yearly basis.  

Seven Years.  Store 
w/financial records.  
Destroy after seven 
years. 

  
Article VII  

Conflicts of Interest  
  

7.01 Existence of Conflict, Disclosure:  Directors, officers, employees, and contractors of Corporation 
should refrain from any actions of activities that impair, or appear to impair, their objectivity in 
the performance of their duties on behalf of the Corporation.  A conflict of interest may exist 
when the direct, personal, financial, or other interest(s) of any director, officer, staff member, or 
contractor competes or appears to compete with the interests of the Corporation.  If any such 
conflict of interest arises, the interested person shall call it to the attention of the Executive 
Board for resolution.  If the conflict relates to a matter requiring Board action, such person shall 
note vote on the matter.  When there is a doubt as to whether any conflict of interest exists, the 
matter shall be resolved by a vote of the Executive board, excluding the person who is subject of 
the possible conflict.  

  
7.02 Nonparticipation in Vote:  The person having a conflict shall not participate in the final 

deliberation or decision regarding the matter under consideration and shall retire from the room 
in which the Board is meeting.  However, the person may be permitted to provide the Board with 
any and all relevant information. 



 

7.03 Minutes of Meeting:  The minutes of the meeting of the Board shall reflect that the conflict was 
disclosed and the interested person was not present during the final discussion or vote and did 
not vote on the matter. 

  
7.04 Annual Review:  A copy of this conflict of interest statement shall be furnished to each director or 

officer, employee and/or contractor who is presently serving the corporation, or who hereafter 
becomes associated with the corporation.   This policy shall be reviewed annually for information 
and guidance of directors and officers, staff members and contractors, and new officers and 
directors, staff members and contractors shall be advised of the policy upon undertaking the 
duties of their offices. 

  
Article VIII 

Indemnification  
  

Every member of the Executive Board, officer or employee of the Corporation may be indemnified 
by the corporation against all expenses and liabilities, including counsel fees, reasonably incurred 
or imposed upon such member of the Board, officer, or employee in connection with any 
threatened, pending, or completed action, suit, or proceeding to which she/he may become 
involved by reason of her/his being or having been a member of the Board, officer, or employee 
of the corporation, or any settlement thereof, unless adjudged therein to be liable for negligence 
or misconduct in the performance of his/his duties.  Provide, however, that in the event of a 
settlement the indemnification herein shall apply only when the Board approves such settlement 
and reimbursement as being the best interest of the corporation.  The foregoing right of the 
indemnification shall be in addition and not exclusive of all other rights which such member of 
the Board, officer, or employee is entitled. 
  

Article IX 
Amendments 

  
9.01  Amendments to Bylaws:  These Bylaws may be altered, amended, or repealed, and new bylaws 

may be adopted by a majority of the Executive Board, provided that such alterations, 
amendments, or proposed substitute bylaws have been read or distributed to all Board members 
present at the previous regular meeting or such action may be made at a special meeting held at 
least ten days after the regular meeting in which the reading or distribution was made. 

  
9.02  Amendments to the Articles of Incorporation:  The Executive Board shall adopt a resolution 

setting forth any proposed amendment of the Articles of Incorporation, which, if approved by a 
majority of the Executive Board, shall be again submitted for a vote at the next regular meeting 
of the Executive Board. 



 

CERTIFICIATE OF SECRETARY 

I certify that I am the duly elected and acting secretary of the (insert Booster Cub Name) and 
these Bylaws constitute the organization’s Bylaws.  The Bylaws were duly adopted at a meeting of 
the Executive Board held on ______________, 2025. 
  
Dated: ______/_____/_____ 

_______________________________________ 
Secretary of the Booster Club



 

APPENDIX D – ROLE OF OFFICERS

At a minimum, the parent organization or booster club shall elect the following officers on an annual 
basis. Each officer should receive a copy of the Belton ISD Parent Organization and Booster Club 
Guidelines and follow the standards and protocols of the guidelines in carrying out their leadership 
roles while serving as an elected officer.

President 
Typically, the president of a parent organization or booster club is an individual who has previously 
been active in the organization. Major duties include, but are not limited to, the following:

Preside over all meetings of the organization 
Regularly meet with the designated campus representative (principal, coach, teacher) 
regarding organizational activities.
Regularly meet with the treasurer of the organization to review the organization's financial 
position.
Schedule annual audit of records or request an audit if needed, should a need arise during the 
school year.

Vice-President
The vice-president acts as the president’s representative in their absence. They must remain familiar 
with the organization. The major duties include, but are not limited to, the following: 

Preside over meetings in the absence of the president 
Perform administrative functions delegated by the president.

Secretary 
The secretary is responsible for keeping accurate records of the proceedings of the organization and 
reporting to the membership. The secretary must ensure the accuracy of the meeting minutes and 
have thorough knowledge of the organization’s procedures. The major duties include, but are not 
limited to, the following:

Report on any recommendations made by the board of officers of the organization.
Maintain the records of the minutes and any standing committee minutes or rules, and current 
membership.
Record all business activity and actions of each meeting.
Conduct and report on all correspondence on behalf of the organization. 

Treasurer 
It is strongly recommended the treasurer has an accounting background. The treasurer is the 
authorized custodian of the organization’s funds and financial resources. The treasurer disburses all 
monies authorized by the organization’s board of officers and indicated in the budget. All persons 
authorized to handle funds of the organization should be covered by a fidelity bond in an amount 
based on the organization's annual income and determined by the board of officers. The major duties 
include, but are not limited to, the following:

 Serve as chairperson of the budget and finance committee if prescribed. 
 Issue a receipt of monies received and deposit the monies on at least a weekly basis. (Daily if 



 

receipts on hand exceed $300).
Present/maintain a current financial report including bank statements, bank reconciliations, 
and financial statements and be able to give them to the president or general membership as 
requested.
A financial report and supporting bank statement must be presented to the president monthly.
File an annual financial report to the district’s business office no later than September 1st

following the end of the organization’s fiscal year.
Maintain accurate and detailed account of all monies received and disbursed.
Reconcile all bank statements and resolve discrepancies with the bank immediately.
File sales tax reports as required by the State Comptroller’s office.  
File annual IRS Form 990 annually.



 

STATE TAX EXEMPTIONS 

APPLICATIONS

CERTIFICATES  

FORMS 







TAX EXEMPTION CERTIFICATES 
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	To maintain the highest ethical standards, the selection process must be rooted in total objectivity and transparency. To eliminate even the slightest appearance of favoritism, organizations are required to form an independent selection committee.
	This committee serves as an independent third party and should be comprised of neutral members who possess no personal stake, family ties, or influential leadership role within your organization. By utilizing individuals who are independent of the applicant pool and the board, you ensure that every scholarship is awarded based on merit rather than proximity to the organization.
	To further protect the integrity of the selection process, the committee must perform a "Blind Review." All student names and identifying details are removed from the applications before they reach the committee. This ensures that every recipient is chosen solely on their merits, free from unconscious bias.
	The final step is ensuring the funds are used exactly as intended: for education. To maintain this accountability, scholarship checks are never issued to the student or their family. Instead, the check is cut directly to the student’s chosen educational institution. This professional hand-off ensures the scholarship reaches the registrar’s office and directly supports the students’ higher education.
	Financial Management
	Internal Controls
	Bank Accounts

	Cash & Receipts
	All cash collections, including program dues, fundraising proceeds, concession sales and event revenue must be deposited immediately upon receipt. To minimize risk, deposits should be made daily and are mandatory whenever on-hand receipts exceed $300. To ensure no funds are left vulnerable, all money must be deposited before the start of any weekend or holiday. While awaiting deposit, cash must be adequately safeguarded and stored in a locked safe; the use of bank night deposit drops is highly recommended to deposit funds as quickly as possible.
	To maintain a transparent audit trail, every deposit must be accompanied by detailed records documenting the source and exact amount of funds, such as copies of cash receipts, cash receipt logs, ticket sales records, or tabulation of monies collected forms. These documents must be kept readily available for future financial reviews. Furthermore, cash transfers are subject to the same oversight as checks or EFTs, requiring formal authorization from two club officers.
	Under no circumstances should organization funds be kept at a member’s residence. Officers and volunteers should make every effort to balance collections on the day of an event, prepare the necessary documentation, and utilize a bank night deposit drop for immediate safekeeping.

	Disbursements
	Petty Cash
	Individual Gifts to Students
	Membership Dues
	Payment for Work Performance
	1099 Requirements
	Record Keeping
	Non-permanent Records
	Permanent Records

	Formation of Parent Organizations or Booster Clubs
	How to Become a Tax-Exempt Organization
	Hold a membership drive and inform parents of PO/Booster Club meetings. The general membership should approve the establishment of the PO/Booster Club, approve the organization’s bylaws and elect officers at the first meeting.
	Only active members in good standing are permitted to hold office or vote.
	No officer shall be permitted to hold more than one office at the same time.
	District staff may not hold an officer position that has financial capacity.
	At a minimum, the organization must elect the following officers: president, vice-president, secretary and treasurer.
	Refer to Appendix D for additional information on the role of officers.
	Apply for an Employer Identification Number (EIN) with the IRS. Go to irs.gov for EIN application instructions. The EIN can be requested prior to the first membership meeting to
	open the PO/Booster Club bank account.
	Open a bank account using EIN. If the bank account is opened prior to the election of officers, the Steering Committee members may be signers on the account. At least two authorized signers are required on the bank account.
	PTOs, PTAs, PTSOs and PTSAs Apply for an exemption from Texas sales tax, hotel occupancy tax and franchise tax. Complete Form AP-207, Texas Application for Exemption-Educational Organization.
	PTOs, PTSOs, PTAs and PTSAs are not covered by the district’s exempt status. But they can apply to the Texas Comptroller for their own state tax exemption. These organizations are eligible for sales and franchise tax exemptions. Once approved, the organization will receive a letter or email notification, with links to print the exemption certificate Form 01-339, Texas Sales and Use Tax Resale Certificate, to present to vendors to buy tax-free goods and services that further the organization's exempt purpose.
	Booster Clubs Apply for an exemption from Texas sales tax, hotel occupancy tax and franchise tax. Booster Clubs cannot apply for state exemptions until a 501(c)(3) exemption is obtained from the IRS.
	Apply for federal tax exemption as a public 501(c)(3) organization with the IRS - by visiting the application for recognition of exemption webpage at IRS.Gov.
	Use Form 1023-EZ - if:
	Annual gross receipts will not exceed $50,000 in any of the next 3 years
	Annual total fair value of all assets (cash, accounts receivable, inventories investments, land, buildings, equipment) is less than $250,000
	Use Form 1023 - if:
	Annual gross receipts will exceed $50,000 in any of the next 3 years
	Annual total fair value of all assets (cash, accounts receivable, inventories investments, land, buildings, equipment) is greater than $250,000
	Upon acceptance of the organization’s exempt status by the Internal Revenue Service, a Determination Letter will be received as evidence of approval of exempt status, approximately 4-6 months after the initial application. This letter should be kept in a permanent safe place to be used to prove the organization’s exempt status.
	PO/Booster Clubs are strongly encouraged to consider purchasing a general liability policy, and officer’s liability policy. All the documents listed above should be retained in a “permanent file” and electronic file to be passed down at the installation of each new Board of Officers. A shared electronic file is suggested to allow all officers access to these important documents.
	Dissolution of an Organization
	Federal & State Tax Filing Requirements
	FEDERAL TAX
	Filing Federal Form 990 Return for Tax Exempt Organizations
	Reinstatement of Tax-Exempt Status
	1099 Requirements


	STATE TAX
	State Sales Tax Exemption
	THE EXEMPTION FROM SALES TAX IS FOR ITEMS THAT AN ORGANIZATION PURCHASES, NOT FOR THE ITEMS IT SELLS.
	State Sales Tax Exempt Purchases Requirements


	Tax-Exempt Purchasing Process
	Taxable Purchases
	Almost all sales, lease or rental of tangible personal property (physical goods) and specific taxable services. A PTO or Booster Club, having a tax exemption means you do not pay the 6.25% state sales tax on these items—provided they are bought with organization funds to further your exempt mission
	Common Taxable Items - Most physical items sold in a retail environment are taxable. Common examples for school organizations include:
	School & Office Supplies: Paper, pens, binders, folders, and staplers.
	"Spirit Wear" & Clothing: T-shirts, hoodies, hats, uniforms, and costumes.
	Event Supplies: Decorations, balloons, paper plates, napkins, and plastic cutlery.
	Electronics: Computers, printers, tablets, cameras, and software (including SaaS/subscriptions).
	Furniture & Equipment: Desks, chairs, storage bins, and sports equipment.
	Books & Media: Printed books, magazines, and educational DVDs.
	Toiletries & Cleaning Supplies: Hand sanitizer, tissues, and cleaning sprays.

	Taxable Services
	Texas also taxes several types of services that clubs often utilitze, such as:
	Amusement Services: Tickets to movies, concerts, carnivals, or sporting events.
	Information & Data Processing: Website hosting, database subscriptions, and professional research.
	Printing & Copying: Professional printing of newsletters, flyers, or banners.
	Landscaping & Janitorial: Professional cleaning of facilities or lawn maintenance
	Repairs & Maintenance: Repairing club-owned equipment or electronics.

	Taxable Food
	Food is the most complex category in Texas tax law. Whether it is taxable depends on how it is sold:
	Item Type
	Taxable Status
	Examples


	Collection and Remittance of Sales Tax
	Yearly
	Quarterly
	Monthly

	Standard Quarterly Filing Deadlines
	Sales Tax Collection Exceptions
	A one-day, tax-free sale day (24 consecutive hours) is either:
	Food and Beverage Sales


	NON-TAXABLE SALES
	Sales to Students
	Online Sales

	TAXABLE AND NON-TAXABLE SALE EXAMPLES
	TAXABLE
	NON-TAXABLE
	Franchise Tax Exemption
	Reporting Requirements
	Due Dates
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	Franchise Reporting Exemption
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