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Financial Management Handbook 
For Parent Organizations 

Summary of Important Dates and Information Requirements 

Parent Organizations are NOT permitted to use the District’s EIN or its Texas Sales Tax Permit 
Number. 

A copy of the completed items listed below must be forwarded to both the principal of your 
organization’s campus and the Central Office.  You may upload documents on the Parent Support 
Organization website at www.kleinisd.net/pso. 

1) Completed Bylaws (if changes have been made)
2) Copy of completed 990/990EZ/990N
3) Completed Sales Tax Return
4) Completed Year-End Information Sheet  (GASB 39)

A copy of the parent organization’s Annual Financial Report and the Audit Report MUST be provided 
to the campus principal as soon as they are completed. 

August 1 – The Year-End Information Sheet (GASB 39) is due to central office

October 15 – Requests for fundraisers must be submitted to the principal on the appropriate form no 
later than October 15 of the current school year. (These can be turned in sooner, this is just the deadline.) 

November 15 - Form 990, 990EZ and 990N are due on the 15th day of the fifth month after the end of 
the fiscal year of the parent organization.  For parent organizations that are part of the group exemption, 
the due date is November 15th each year. (June 30 year-end) 

January 20 – Annual sales tax reports are due January 20th each year.  Quarterly and monthly sales tax 
reports are due on the 20th of the month immediately following the end of the quarter or month, 
respectively. 

Calendar Year – (January – December) Parent Organizations are allowed two one-day tax-free days per 
calendar year by the Sate if they have obtained exempt status from the IRS and exemption from sales 
and use taxes from the State. 

School Year – (July – June)  There is a limit of three (3) fund-raisers for each organization per school 
year and the school principal must grant advance approval. 

Financial Year – (July - June) The revenue and expenditure (fundraiser income/expense) reporting year 
is July 1 – June 30, (if you are part of the group exemption, if not these dates may vary slightly). 

Ex.  Although the School Year has not started, the parent organization may decide to conduct 
fundraising in July and August. 

http://www.kleinisd.net/pso
https://kleinisd.net/cms/One.aspx?portalId=568125&pageId=8423504










Parent Organization Checklist 
 
 

The following checklist serves as a guide to help ensure that your Parent Organization has complied with the 
District’s Board Policies and guidelines and federal and state regulations governing Parent Organizations.  In 
addition, information you document here will help future officers continue your compliance efforts. 

    
 

      
General    

     
  1. Provide the District’s Office (on Year-End Info Sheet) and the School 

Principal with a list of the Parent Organization officers at the beginning of 
each school year and as officer’s change.  The list should include: 

 
 

      
  - Name   
  - Office Held   
  - Home Phone Number   
  - Work Phone Number   
  - Cell Phone Number   
  - E-mail Address   
     
 2. Provide the School Principal with the Parent Organization’s constitution 

and bylaws, when they are originated.  In addition, provide updated copies 
as changes are made. 

 

     
 3. The Parent Organization’s official mailing address is:  
     
  Official Name   
  PO Box / Street   
  City, State and Zip Code   
 
 

    

Insurance   
     
 4. The Parent Organization should consider purchasing a general liability 

policy, event liability, and/or fidelity (bond) insurance coverage policies.   
 

  
 
 

  

Fund-Raisers   
    
 5. For the fund-raisers planned for the current school year, submit the request 

to fund-raise on the appropriate form to the Principal (or designee) for 
approval no later than October 15.  Forms found on www.kleinisd.net/pso. 
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Parent Organization Checklist  
  

 
 6. The Parent Organization cannot require members or students to fund-raise 

or raise a certain amount.  For example, a student’s ability to attend a trip 
cannot be based on raising a certain amount of money.  If your Club is 
currently requiring fund-raising, discontinue this requirement. 
 
The Parent Organization cannot use individual accounts to credit an 
individual for funds raised.  If your Club is using individual accounts 
currently, discontinue this practice. 
 
Fund-raising is an opportunity to generate revenue for the Parent 
Organization as a group, not individuals.  Therefore, revenues should be 
recorded in a group account where all members or students have the same 
opportunity to benefit equally from the revenues.   
 

 
 

  One member or student should not receive a larger benefit from fund-
raising than another.  In addition, if a member or student chooses not to 
participate in the fund-raiser, that person still receives an equal benefit 
from the revenues generated.   
 

 

  
Financial Matters  

     
 General  
     
 7. The bank accounts used by the Parent Organization include:  
     
  Bank Name  Account Number  
      

      
      

      

     
 
 

 
8. 

 
Determine the identification number used for the bank accounts.  The 
Parent Organization’s Employee Identification Number (EIN) should be 
used.  Do not use an individual’s social security number, and do not use 
the District’s Group Exemption EIN or the District’s EIN. 
 
The identification number used for the bank accounts is as follows: 
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Parent Organization Checklist  
  

 
 9. Update the authorized signers on your bank accounts as officer’s change. 

 
The current authorized signers include the following Parent Organization 
officers: 

 

     
  Name of Person  Officer Position Held / 

District Employee? (Yes/No) 
 

Example: June Bugg  
                
          President               |  No  

 
 

  
                                           | 

 

                                             |  

                                             |  

                   |  

    
   

 
 

 
    
  IMPORTANT 

 
A District employee may serve a parent organization as a general 
member or as a member of its executive board, except for the position 
of treasurer.  A District employee shall not serve in a capacity over the 
organization’s financial affairs, including an authorized signer on the 
bank account. 

 

   
 
 

    

 10. Determine whether your organization is in good standing with the Texas 
Comptroller’s Office by calling their office. 

 

   
 

  

 11. Determine whether your organization is in good standing with the IRS by 
calling the Exempt Organization Section of the IRS. 

 
 

   
 

 

 12. Present a written Treasurer’s Report at every meeting that includes the 
general membership. 
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Parent Organization Checklist 

 13. File the Parent Organization’s Texas Sales Tax Reports as required.

The Texas Comptroller’s Office determines how often the report needs to 
be filed and is subject to change. 

The Parent Organization files its Texas Sales Tax Report: 

 Monthly
 Quarterly
 Seasonal (Semi-Annually) (Not available for new Parent

Organizations)
 Annually

 14. Provide a copy of the written Parent Organization Financial Report for the
applicable school year to the School Principal by June 15, of each year. 

 15.  Provide a copy of the Parent Organization Audit Report that indicates the
results of the review of the organization’s financial information to the 
Sponsor or to the School Principal by September 15, of each year. 

 16 .  Provide a copy of the financial report and audit report at a meeting that
includes the Parent Organization’s general membership by October 31, of 
each year. 

 17. Issue 1099 forms to applicable individuals or businesses by January 31, of
each year.  If 1099 forms are issued, send information to the IRS by 
January 31, of each year.  

Note:  Request a W-9 form from the individual or business before issuing 
them a check. 
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Parent Organization Checklist 

 18. File the IRS Form 990, 990-EZ, or 990-N, Return of Organization Exempt
from Income Tax, each year.  If this annual return is not submitted for 
three consecutive years, the IRS will revoke the organization’s public 
501(c)(3) status. (For the Parent Organizations included in the District’s 
Group Exemption, the due date is November 15.) 

The return is due by the 15th day of the 5th month after the organization’s 
accounting period ends (due 4 ½ months after your official year-end). 

Official Year-end:  ____/____/____      Due Date for Return:  ___/___/____ 

State Regulatory Information 

The following items need to be done only once since the origination of the Parent Organization. 

 19. Determine whether your organization has obtained a Texas Sales Tax
Permit. 

The Parent Organization’s sales tax permit number 
is________________________ 

 20. Determine whether your organization has obtained a sales tax-exemption
from the Texas Comptroller’s Office. 

The Parent Organization has received a tax-exemption from the Texas 
Comptroller’s Office: 

 Yes
 No

Reminder:  Only those organizations with a tax-exemption from the Texas 
Comptroller’s Office are entitled to the two (2) “one-day, tax-free” 
sales/auction days. 

 21. The Parent Organization is incorporated (obtained by Klein ISD, if part of
the group exemption): 

 Yes
 No

If the Parent Organization is incorporated, an exemption from Texas 
franchise tax was obtained from the Texas Comptroller’s Office (obtained 
by Klein ISD, if part of the group exemption): 

 Yes
 No
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Parent Organization Checklist 

Federal Regulatory Information 

The following items need to be done only once since the origination of the Parent Organization. 

 22. Obtain an Employer Identification Number (EIN) from the Internal Revenue
Service (IRS), (obtained by Klein ISD, if part of the group exemption). 

The EIN for the Parent Organization  

is:___________________________________ 

 23. Determine whether the Parent Organization has received tax-exempt status
as a public 501(c)(3) organization from the IRS.  If the IRS has approved 
the Clubs’ tax-exempt status, a Determination Letter would have been 
received from the IRS, (obtained by Klein ISD, if part of the group 
exemption). 

The Parent Organization received its tax-exempt status as a public 501(c)(3) 
organization from the IRS: 

 Yes
 No

The Parent Organization has remitted the tax-exempt determination letter to 
the Sponsor or the Principal and the District Controller. 

 Yes
 No

If you have not applied for the tax-exempt status, complete the IRS Form 
1023, Application for Recognition of Exemption, and the Form 8718, User 
Fee for Tax-Exempt Organization Determination Letter Request.  Submit 
these forms and the applicable fee to the IRS. 

If you have applied for the tax-exempt status but you have not received your 
Determination Letter, you should receive an Acknowledgment of Your 
Request.  Call the IRS to determine the status of your application. 

 24. As your Parent Organization President or Treasurer changes, give the
applicable Financial Management Handbook for Parent Organizations to 
the new officer(s). 

If you have any questions concerning the above items, please refer to the applicable sections of this handbook. 
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Financial Management Handbook 
For Parent Organizations 

Section 1 
General Information 

1.0 General Guidelines 

1.1 In the Klein Independent School District (KISD), we encourage the participation 
and involvement of parents in the education of their children.  One way parents 
can be involved is through participation in voluntary parent organizations such as 
Parent Teacher Organizations (PTO’s) and booster clubs. 

1.1.1 A PTO is formed to promote the general welfare of the entire student body 
at a particular school. 

1.1.2 A booster club is formed to enrich the school’s participation in 
extracurricular activities and normally involves an individual student 
group (band, football, after prom, etc.). 

1.2 The principal must approve the formation of all parent organizations. 

1.3 Parent organizations operate autonomously of the school district as separate 
parent organizations even though they generally exist solely to support school 
activities. 

1.4 This Financial Management Handbook for parent organizations is a consolidation 
of updated guidelines and previously issued documents designed to provide parent 
organizations, principals and sponsors with financial procedures that are 
mandated by state law, the Internal Revenue Service (IRS), Board policy, 
administrative directives and/or good business practices. 

1.5 The responsibility for accounting, safeguarding, and disbursement of funds rests 
with the parent organization officers.  The principal may act in an advisory 
capacity only. 

1.6 Sections of this handbook will provide general, not specific and/or all-inclusive 
tax information as it relates to parent organizations.  It is each parent 
organization’s sole responsibility to seek competent professional tax assistance 
for its own tax reporting requirements.   

1.7 Parent organizations should strive to remain in good standing with all federal and 
state agencies.  This includes paying all taxes and other debts incurred by the 
organization. 
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1.8 A parent organization may not represent the District nor bind the District or any 
of its employees to a third party with which the organization may conduct 
business. 

1.9 All meetings of parent organizations must be public meetings.  

1.10 Minutes of all parent organization meetings should be kept in writing in the 
permanent records of the organization. 

1.11 Each parent organization shall operate under bylaws and shall submit a copy to 
the school principal and the KISD business office. 

1.12 All parent organizations must obtain a unique tax identification number/Employer 
Identification Number (EIN).  Parent organizations are not permitted to use 
the District’s EIN or its Texas Sales Tax Permit Number. 

1.13 Principals should inform sponsors so that they are aware of the guidelines that 
may pertain to their particular area. 

2.0 Helpful Websites, Addresses and Phone Numbers 

2.1 General questions as it relates to the financial matters of parent organizations and 
assistance with becoming part of the group exemption. 

Klein Independent School District 
Attn: Executive Director-Business Services 
7200 Spring-Cypress Road 
Klein, TX 77379-3215 

jgossett3@kleinisd.net 
(832)249-4655 (phone)
(832)249-4034 (fax)

2.2 Secretary of State – check corporate name, questions on articles of incorporation 
and submission of articles of incorporation. 

Corporations Section 
Statutory Filings Division 
Office of the Secretary of State 
P.O. Box 13697 
Austin, TX 78711-3697 

www.sos.state.tx.us 
(512)463-5555 (phone)
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2.3 IRS – obtain EIN. 
 
     EIN Operation 
     Cincinnati, OH 45999 
 
     http://www.irs.gov/ 
     (800)829-4933 (phone) 
     (859)669-5760 (fax) 
 

2.4 IRS – apply for recognition of exemption and related questions. 
 
    Internal Revenue Service 
    P.O. Box 12192 
    Covington, KY 41012-0192 
    
    (877)829-5500 (phone)  
 

2.5 State Comptroller – request exempt status from sales and franchise taxes and 
related questions. 

 
    Texas Comptroller of Public Accounts 
    Exempt Organizations Section 
    P.O. Box 13258 
    Austin, TX 78711 
 
    http://www.window.state.tx.us/taxinfo/taxforms/ap-205.pdf  
    (800)252-5555 (phone) 
 
  2.6 State Comptroller – apply for State Sales and Use Tax Permit and related 

questions. 
 

 Comptroller of Public Accounts 
 111 E. 17th Street 
 Austin, TX 78774-0100 
 

 Fillable form:  http://www.window.state.tx.us/taxinfo/taxforms/ap-201.pdf  
    Apply online:  http://www.window.state.tx.us/taxpermit/ 

 
 (800)252-5555 (phone) 
 
2.7 IRS – assistance with Form 990/990EZ/990N and general questions regarding 

exempt organizations. 
 
  (800)829-4933 (phone) 
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2.8 IRS – forms and publications (i.e. – Form 990/990EZ/990N). 

 
   www.irs.gov/formspubs/ 
   (877)829-5500 (phone)  
 

2.9 State Comptroller – complete sales tax report online. 
 

 http://www.window.state.tx.us/webfile/salestax.html 
 
2.10 University Interscholastic League (UIL) – booster club guidelines. 

 
http://www.uil.utexas.edu/ 
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Section 2 
Tax-Exempt Non-Profit Organization 

 
 

1.0 District  Requirements 
 

1.1 All parent organizations must obtain a unique Employer Identification Number 
(EIN). Parent organizations are not permitted to  use  the  district's  EIN  or  its 
Texas Sales Tax Permit Number. 

 
1.2 All parent organizations shall obtain federal tax-exempt status as a public 

50l(c)(3) charitable organization by applying for and obtaining a Letter of 
Determination from the Internal Revenue Service (IRS) that states the 
organization is tax-exempt. 

 
1.3 A parent organization may request through the business office at the central office 

to be a part of the group exemption obtained for parent organizations of the District 
versus filing for individual tax-exempt status. 

 
1.4 If a parent organization is new, the organization shall apply for and receive its 

tax-exempt status from the IRS within one year from the date the organization is 
formed. 

 
1.5 If an organization loses its public 50l (c)(3) tax-exempt status or if it expires, the 

organization shall take the necessary steps to regain the tax-exempt status within 
one year from the date of notification from the IRS of the loss of exemption or 
within one year from the expiration date. 

 
2.0 Individual Tax-Exempt Status for Parent Organizations 

 
2.1 If a parent organization has not obtained tax-exempt status as a nonprofit 

organization, it may follow the steps below to obtain individual exempt status. 
 

2.1.1 Obtain information on tax-exempt status (see check list with Form 1023) 
 

2.1.2 Prepare articles of incorporation (see Exhibits 2-1 & 2-2) 
• Call Secretary of State (512)463-5555 for OK on corporate name 
• Approval by majority vote at membership meeting 
• Mail articles of incorporation and filing fee ($25) to: 

Corporations  Section 
Statutory Filings Division 
Office of the Secretary of State 
P.O. Box  13697 
Austin, TX 78711-3697 
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2.1.3 File for EIN for new organization 

• Complete Form SS-4 online at http://www.irs.gov/ 
o Select Online EIN Application on left-hand side or 

• Fill out Form SS-4 completely and fax to (859)669-5760 or 
• Call IRS office (800)829-4933: 

o Give information on Form SS-4 as requested by operator  
o Operator will give you the EIN to be recorded on the form 

 
2.1.4 Prepare bylaws (see Exhibits 2-3 through 2-6) 

• Approval by majority vote at membership meeting (held after 
incorporation  is complete) 

 
2.1.5 Prepare application for recognition of exemption (Form 1023) 

• See check list with Form 1023 packet 
• Complete Schedule D 
• Fill out Form 8718, User Fee for Exempt Organization Determination 

Letter Request 
• Check (a) if your average gross proceeds for the last 4 years is less 

than $10,000 (filing fee is $400) 
• Check (b) if your average gross proceeds for the last 4 years is more 

than $10,000 (filing fee is $850) 
• Mail Form 8718, check for filing fee, Form 1023, copy of Certificate 

of Incorporation from Secretary of State, Articles of Incorporation and 
copy of signed bylaws to: 

Internal Revenue Service 
P.O. Box 192 
Covington, KY 41012-0192 

 
2.2 After your organization receives a Determination Letter from the IRS indicating 

your organization qualifies as a public 501(c)(3) charitable organization, request 
exempt status from State sales and use taxes (to purchase items to be used in an 
exempt manner) and franchise taxes as follows: 
• Go to Texas State Comptroller's website at 

http://www. window .state.tx.us/taxinfo/taxforms/ap-205 .pdf 
and complete form per instructions. 

• Print above form and enclose copy of Articles of Incorporation and IRS 
Determination Letter and mail to: 

Texas Comptroller of Pubic Accounts 
Exempt Organizations Section 
P.O. Box  13528 
Austin, TX 78711 
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2.3 After your organization receives a letter from the State Comptroller approving an 

exemption from State sales and use taxes, apply for a State Sales &  Use Tax 
Permit if your organization will be selling taxable items on days other than your 
two (2) one-day tax-free days. 
• Complete Application for Sales and Use Tax Permit (if needed for resale 

purposes) by going to Texas State Comptroller's website at 
http://www.window.state.tx.us/taxinfo/taxforms/ap-201.pdf 
and complete form per instructions. 

• Mail to: Comptroller of Public Accounts 
111 E. l 71h Street 
Austin, TX 78774-0100 

 
• If your organization currently has a permit number (prior to becoming a public 

501(c)(3) charitable organization), indicate the number on the form so that the 
old account can be closed when the new permit is issued. 

 
3.0 Group Exemption for Parent Organizations 

 
3.1 A parent organization may request to be a part of the group exemption obtained 

for parent organizations of the District versus filing for individual exempt status 
as outlined above. 

 
3.2 Send a letter to the business office at the central office requesting to be part of the 

group exemption. Include a list of  all parent  organization  officers,  their 
addresses, a contact person and contact's phone number. 

 
3.3 If your organization decides to take the route of group exemption versus applying 

for individual exempt status, the business office at the central office will handle 
the following for your organization: 
• Prepare and notarize the articles of incorporation, and forward to your 

organization with a pre-addressed envelope to the Secretary of State and 
detailed instructions (organization will need to attach $25 check for filing fee) 

• Complete Form SS-4 to file for your organization's EIN 
• Provide your organization with sample bylaws via e-mail that can be 

customized to your organization 
• Request exemption for your organization from State sales, use and franchise 

taxes 
• Provide your organization with a completed application for a Sales and Use 

Tax Permit that can be sent to the Comptroller if your organization determines 
a Permit is needed. 

 
3.4 Your organization will not be required to complete a Form 1023 (application for 

recognition of exemption) with the IRS or pay a user fee to obtain exempt status 
as this part of the process was handled by the KISD in applying for the group 
exemption. 
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4.0 To Open a Bank Account 

 
4.1 Once an EIN has been received, use it to open a bank account. Each parent 

organization must have a separate bank account at a facility in proximity to the 
school. 

 
4.2 A member's social security number should not be used as the organization's EIN 

for banking and/or other business purposes. 
 
5.0 Federal Tax Information 

 
5.1 Upon approval by the IRS of exempt status, the organization will receive a 

determination letter from the IRS stating the organization is considered to be an 
exempt organization. At that time, within certain guidelines that apply to what is 
received by a contributor in return for a contribution, contributions made to the 
organization will be deductible on contributors' federal income tax returns. 

 
5.2 Once the IRS recognizes an organization as "exempt," the organization must file 

the appropriate Form 990 on an annual basis. 
 

5.3 Form 990 is simply an informational return that the IRS requires to determine that 
the tax-exempt organization is operating in the tax-exempt manner as indicated 
when they filed for exempt status with the IRS. 

 
5.4 The type of Form 990 (990, 990EZ or 990N) is dependent on the organization's 

annual gross receipts. 
 

5.4. l Gross receipts are defined as the total of all amounts received/collected 
from all sources (i.e. - dues, donations, fund-raisers, etc.), without 
subtracting any costs or expenses. In other words, it is not just profit. 

 
5.4.2 Effective for fiscal years ending in 2011, the Form 990N must be 

completed if gross receipts are normally less than $50,000. This form is 
not optional and must be completed online or a penalty will be 
assessed and the organization  could lose its exempt status.  There is 
no paper form. 

 
5.4.3 The Form 990 or 990 EZ must be completed if gross receipts normally 

exceed $200,000 or $50,000, respectively. 
 

5.5 An organization's gross receipts are considered normally to be $50,000 or less if 
gross receipts for the immediately preceding 3 tax years (including the year for 
which the return would be filed) averaged $50,000 or less. 

4  
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5.6 The Form 990, 990EZ and 990N are due on the 15th day of the fifth month after 

the end of the fiscal year of the parent organization. For parent organizations that 
are part of the group exemption, the due date is November 15th each year (June 30 
year-end). 

 
5.6.1 Mail Form 990 or 990EZ to: 

Department of the Treasury 
Internal Revenue Service Center 
Ogden, Utah 84201-0027 
(877)829-5500  (phone) 

 
5.6.2 If you do not receive the IRS Form 990 package, you still need to 

complete a Form 990 or 990EZ if you fall into the gross receipts criteria. 
The form and instructions can be obtained by going to 
www.irs.gov/formspubs/ . 

 
5.6.3 The Form 990N must be completed online at the website 

www.irs.gov/990n . 
 

5.7 The IRS will impose a financial penalty if you fail to complete a Form 990, 990 
EZ or 990N. 

 
5.8 It is important that next year 's incoming officers are made aware of this and all 

other financial requirement s. 
 

5.9 A  copy  of  the  completed  Form  990/990EZ/990N  should  be  kept  in   the 
organi zation's permanent files . 

 
5.10 A copy of the completed Form 990/990EZ/990N must be forwarded to both the 

principal and the business office central office.  You may upload to Central Office 
at www.kleinisd.net/pso and click on Submit Documents. 
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Exhibit 2-1 
 

Articles of Incorporation 
of 

[INSERT NAME OF BOOSTER CLUB HERE] 
(A Non-Profit Corporation) 

 
 The undersigned natural person of the age of eighteen (18) years or more, acting as 
incorporator of a corporation under the Texas Non-Profit Corporation Act (“Act”), does hereby 
adopt the following Articles of Incorporation for such Corporation: 
 

Article One 
Name 

 
 The name of the Corporation is [INSERT NAME OF BOOSTER CLUB HERE]    
(“Corporation”). 
 

Article Two 
Nonprofit Corporation 

 
 The Corporation is a nonprofit corporation and 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 or as they may be amended by becoming a subordinate under the IRS group 
exemption of Klein Support Groups, Inc. 
 

Article Three 
Duration 

 
 The Corporation shall continue in perpetuity. 
 

Article Four 
Purposes 

 
 The Corporation is organized exclusively for charitable, literary, and educational 
purposes as defined in Section 501(c)(3) of the Internal Revenue Code. The activities of the 
Corporation include, but are not limited to: 
 

1. Raising funds and purchasing personal property and services to be used by 
[NAME OF CAMPUS SERVICED OR (KLEIN ISD)]; 

 
2. Providing volunteers for educational and/or extracurricular activities at NAME 

OF CAMPUS;  
 

3. Engaging in other charitable, civic, or educational activities that contribute to the 
public education of the community; and 

 
4. Exercising other powers conferred by the laws of Texas on nonprofit 

corporations. 



Article Five 
Powers 

 
 Except as otherwise provided in these Articles, the Corporation shall have all of the 
powers provided in the Act.  Moreover, the Corporation shall have all implied powers necessary 
and proper to carry out its express powers.  The Corporation may pay reasonable compensation 
for services rendered to or for the Corporation in furtherance of one or more of its purposes set 
forth above.   
 

Article Six 
Restrictions and Requirements 

 
 No part of the net earnings of the Corporation shall inure to the benefits of, or be 
distributable to its directors, officers, or other private persons, except that the Corporation shall 
be authorized and empowered to pay reasonable compensation for services rendered and to make 
payments and distributions in furtherance of the purposes set forth in Article Four hereof.  The 
Corporation shall have no power to take any action prohibited by the Act, or to engage in any 
activities, except to an insubstantial degree, that are not in furtherance of the purposes set forth in 
Article Four.  No substantial part of the activities of the Corporation shall be the carrying on of 
propaganda, or otherwise attempting to influence legislation, and the Corporation shall not 
participate in, or intervene in (including the publishing or distribution of statements) any political 
campaign on behalf of or in opposition to any candidate for public office.  Notwithstanding any 
other provision of these Articles, the Corporation shall not carry on any other activities not 
permitted to be carried on by (a) a corporation exempt from federal income tax under section 
501(c)(3) of the Internal Revenue Code, or corresponding section of any future federal tax code, 
or (b) by a corporation, contributions to which are deductible under section 170(c)(2) of the 
Internal Revenue Code, or a corresponding section of any future federal tax code. 
 

Article Seven 
Membership 

 
The Corporation shall have one class of members and is a non-stock corporation.  The 

Corporation shall not practice discrimination on the basis of race, color, sex, age, national or 
ethnic origin, or creed in any of its activities, or violate the terms of any applicable Federal or 
Texas state law pertaining to discrimination.  The Board of Directors shall receive periodic 
reports containing such information as may be reasonably necessary to ascertain and ensure 
compliance with this policy. 
 

Article Eight 
Initial Registration Office and Agent  

 
 The street address of the initial registered office of the Corporation is 7200 Spring-
Cypress Road, Klein, Texas 77379-3215, and the name of the initial registered agent at such 
address is Tonya Little. 
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Article Nine 
Dissolution 

 
 In the event of the dissolution of the Corporation, the Board of Directors of the 
Corporation shall cause the assets of the Corporation to be distributed as follows: 
 

(a) All liabilities of the Corporation shall be paid or adequate provision shall be made 
for payment; 

 
(b) Assets held by the Corporation upon a condition which requires such assets be 

returned or specifically conveyed to a third party upon dissolution of the 
Corporation shall be returned or conveyed in accordance with such requirements; 

 
(c) All of the remaining assets of the Corporation shall be distributed for one or more 

exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue 
Code, (or corresponding section of any future federal tax code) or government, for 
a public purpose.  Any such assets not so disposed of shall be disposed of by the 
District Court of the county in which the principal office of the Corporation is 
then located, exclusively for such purposes or to such organization or 
organizations, as said Court shall determine, which are organized and operated 
exclusively for such purposes. 

 
Article Ten 
Directors 

 
 The qualifications, manner of selection, duties, terms and other matters relating to the 
Board of Directors shall be provided by the bylaws.  The initial Board of Directors shall consist 
of three (3) persons.  The number of Directors may be increased or decreased by adoption or 
amendment of the bylaws.  The initial Board of Directors shall consist of the following persons 
at the following addresses: 
 
Name of Director     Address 
 
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
 
        
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
  
       
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
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Article Eleven 
Limitation on Liability of Director 

 
 A director of the Corporation shall not be liable to the Corporation for monetary damages 
for an act or omission in the director’s capacity as a director, except that this Article Eleven does 
not eliminate or limit the liability of a director to the extent the director is found liable for: 
 
 1. A breach of the director’s duty of loyalty to the Corporation; 
 

2. An act or omission not in good faith that constitutes a breach of duty of the 
director to the Corporation or an act or omission that involves intentional 
misconduct or a knowing violation of the law; 

 
3. A transaction from which the director received an improper benefit, whether or 

not the benefit resulted from an action taken within the scope of the director’s 
office; and 

 
4. An act or omission for which the liability of a director is expressly provided by an 

applicable statute. 
 

 In addition to the circumstances in which a director of the Corporation is not liable as set 
forth above, the director shall not be liable to the fullest extent permitted by any provision of the 
statutes hereinafter enacted that further limit the liability of a director. 
 

Article Twelve 
Indemnification 

 
 The Corporation may not indemnify or provide for the defense of any person who was or 
is a party, or is threatened to be made a party to any threatened pending or completed action, suit 
or proceeding, whether civil, criminal, administrative or investigative (other than action by or in 
behalf of the Corporation) by reason of the fact that he or she is or was a director, officer, or 
employee of the Corporation, to the full extent permitted under Texas law, as in effect from time 
to time. 
 

Article Thirteen 
Amendments 

 
 All references in the Articles of Incorporation to statutes, regulations or other sources or 
legal authority shall refer to the authorities cited, or their successors, as they may be amended 
from time to time. 
 

Article Fourteen 
Incorporator 

 
 The name and street address of the incorporator is: 
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Article Five 
Powers 

 
 Except as otherwise provided in these Articles, the Corporation shall have all of the 
powers provided in the Act.  Moreover, the Corporation shall have all implied powers necessary 
and proper to carry out its express powers.  The Corporation may pay reasonable compensation 
for services rendered to or for the Corporation in furtherance of one or more of its purposes set 
forth above.   
 

Article Six 
Restrictions and Requirements 

 
 No part of the net earnings of the Corporation shall inure to the benefits of, or be 
distributable to its directors, officers, or other private persons, except that the Corporation shall 
be authorized and empowered to pay reasonable compensation for services rendered and to make 
payments and distributions in furtherance of the purposes set forth in Article Four hereof.  The 
Corporation shall have no power to take any action prohibited by the Act, or to engage in any 
activities, except to an insubstantial degree, that are not in furtherance of the purposes set forth in 
Article Four.  No substantial part of the activities of the Corporation shall be the carrying on or 
propaganda, or otherwise attempting to influence legislation, and the Corporation shall not 
participate in, or intervene in (including the publishing or distribution of statements) any political 
campaign on behalf of or in opposition to any candidate for public office.  Notwithstanding any 
other provision of these Articles, the Corporation shall not carry on any other activities not 
permitted to be carried on by (a) a corporation exempt from federal income tax under section 
501(c)(3) of the Internal Revenue Code, or corresponding section of any future federal tax code, 
or (b) by a corporation, contributions to which are deductible under section 170(c)(2) of the 
Internal Revenue Code, or a corresponding section of any future federal tax code. 
 

Article Seven 
Members 

 
The Corporation shall have no members and is a non-stock corporation. 

 
Article Eight 

Initial Registration Office and Agent  
 
 The street address of the initial registered office of the Corporation is 7200 Spring 
Cypress Road, Klein, TX 77379, and the name of the initial registered agent at such address is 
Tonya Little. 
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 Name of Incorporator    Street Address 
 
 Tara Tims     7200 Spring-Cypress Road 
       Klein, Texas 77379-3215 
        
 
 
 
 
I, the undersigned have executed these Articles this ________ day of ____________, 2019. 
 
 
 
__________________________  
Tara Tims 
 
State of Texas  § 
   § 
County of Harris § 
 
 On this ________ day of _________________, 2019, before a Notary Public in and for 
Harris County, Texas, personally appeared Tara Tims to me known to be the person named in 
and who executed the foregoing Articles of Incorporation, and who acknowledged that she 
executed the same as her free act or deed for the purposes therein expressed. 
 
 
Typed Name:       ___________________________________  
      Notary Public in and for the State of Texas 
My Commission Expires:   
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Articles of Incorporation 
of 

[INSERT NAME OF PTO HERE] 
 (A Non-Profit Corporation) 

 
 The undersigned natural person of the age of eighteen (18) years or more, acting as 
incorporator of a corporation under the Texas Non-Profit Corporation Act (“Act”), does hereby 
adopt the following Articles of Incorporation for such Corporation: 
 

Article One 
Name 

 
 The name of the Corporation is [INSERT NAME OF BOOSTER CLUB HERE]     

(“Corporation”). 
 

Article Two 
Nonprofit Corporation 

 
 The Corporation is a nonprofit corporation. 
 

Article Three 
Duration 

 
 The Corporation shall continue in perpetuity. 
 

Article Four 
Purposes 

 
 The Corporation is organized exclusively for charitable, literary, and educational 
purposes as defined in Section 501(c)(3) of the Internal Revenue Code. The activities of the 
Corporation include, but are not limited to: 
 
 1. Promoting the welfare of children in school, home, and community; 
 

2. Promoting close communication, understanding, and cooperation among students, 
parents, and faculty;  

 
3. Enriching the education of children;  

 
4. Engaging in other charitable, civic, or educational activities that contribute to the 

public education of the community; and 
 

5. Exercising other powers conferred by the laws of Texas on nonprofit 
corporations.  
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Article Nine 
Dissolution 

 
 In the event of the dissolution of the Corporation, the Board of Directors of the 
Corporation shall cause the assets of the Corporation to be distributed as follows: 
 

(a) All liabilities of the Corporation shall be paid or adequate provision shall be made 
for payment; 

 
(b) Assets held by the Corporation upon a condition which requires such assets be 

returned or specifically conveyed to a third party upon dissolution of the 
Corporation shall be returned or conveyed in accordance with such requirements; 

 
(c) All of the remaining assets of the Corporation shall be distributed for one or more 

exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue 
Code, (or corresponding section of any future federal tax code) or government, for 
a public purpose.  Any such assets not so disposed of shall be disposed of by the 
District Court of the county in which the principal office of the Corporation is 
then located, exclusively for such purposes or to such organization or 
organizations, as said Court shall determine, which are organized and operated 
exclusively for such purposes. 

 
Article Ten 
Directors 

 
 The qualifications, manner of selection, duties, terms and other matters relating to the 
Board of Directors shall be provided by the bylaws.  The initial Board of Directors shall consist 
of three (3) persons.  The number of Directors may be increased or decreased by adoption or 
amendment of the bylaws.  The initial Board of Directors shall consist of the following persons 
at the following addresses: 
 
Name of Director     Address 
 
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
 
        
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
  
       
[INSERT NAME OF DIRECTOR}  [INSERT DIRECTOR’S ADDRESS] 
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Article Eleven 
Limitation on Liability of Director 

 
 A director of the Corporation shall not be liable to the Corporation for monetary damages 
for an act or omission in the director’s capacity as a director, except that this Article Ten does 
not eliminate or limit the liability of a director to the extent the director is found liable for: 
 
 1. A breach of the director’s duty of loyalty to the Corporation; 
 

2. An act or omission not in good faith that constitutes a breach of duty of the 
director to the Corporation or an act or omission that involves intentional 
misconduct or a knowing violation of the law; 

 
3. A transaction from which the director received an improper benefit, whether or 

not the benefit resulted from an action taken within the scope of the director’s 
office; and 

 
4. An act or omission for which the liability of a director is expressly provided by an 

applicable statute. 
 

 In addition to the circumstances in which a director of the Corporation is not liable as set 
forth above, the director shall not be liable to the fullest extent permitted by any provision of the 
statutes hereinafter enacted that further limit the liability of a director. 
 

Article Twelve 
Indemnification 

 
 The Corporation may indemnify and provide for the defense of any person who was or is 
a party, or is threatened to be made a party to any threatened pending or completed action, suit or 
proceeding, whether civil, criminal, administrative or investigative (other than action by or in 
behalf of the Corporation) by reason of the fact that he or she is or was a director, officer, or 
employee of the Corporation, to the full extent permitted under Texas law, as in effect from time 
to time. 
 

Article Thirteen 
Amendments 

 
 All references in the Articles of Incorporation to statutes, regulations or other sources or 
legal authority shall refer to the authorities cited, or their successors, as they may be amended 
from time to time. 
 

Article Fourteen 
Incorporator 

 
 The name and street address of the incorporator is: 
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 Name of Incorporator    Street Address 
 

Tara Tims     7200 Spring Cypress Road  
      Klein, TX 77379-3215   

 
I, the undersigned have executed these Articles this                    day of                          , 2019. 
 
 
 
__________________________  
Tara Tims 
 
State of Texas  § 
   § 
County of Harris § 
 
 On this _           day of _                  , 2019, before a Notary Public in and for Harris 
County, Texas, personally appeared Tara Tims, to me known to be the person named in and who 
executed the foregoing Articles of Incorporation, and who acknowledged that she executed the 
same as her free act or deed for the purposes therein expressed. 
 
 
Typed Name:        ___________________________________  
       Notary Public in and for the State of Texas 
My Commission Expires:  
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Bylaws 
of 

[NAME OF BOOSTER CLUB HERE] 
 

Article One 
Name and Location 

 
Section 1.  Name.  The name of this organization shall be [BOOSTER CLUB NAME]. 

  
Section 2.  Location.  All meetings of the Directors may be held at such places within the 

Klein Independent School District as the Directors may designate. 
 

Article Two 
Purposes and Structure 

 
 Section 1.  Purposes.  This corporation is organized exclusively for charitable, literary, 
and educational purposes as defined in Section 501(c)(3) of the Internal Revenue Code.  The 
purposes of the Corporation include raising funds and purchasing personal property and services 
to be used by students and faculty at [INSERT NAME OF SCHOOL OR GROUP]; providing 
volunteers for educational and/or extracurricular activities that will contribute to the public 
education of the community; 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 Corporation shall be self-governing, self-supporting, non-commercial, non-
sectarian, nonprofit and nonpartisan, and shall seek neither to direct the administrative activities 
of the Klein Independent School District nor to control its policies. 
 
 No part of the net earnings of the Corporation shall inure to the benefit of any director or 
the Corporation, officer of the Corporation, or any private individual (except that reasonable 
compensation may be paid for services rendered to or for the Corporation affecting one or more 
of its purposes); and no director, officer or any private individual shall be entitled to share in the 
distribution of any of the corporate assets on the dissolution of the Corporation.  No substantial 
part of the activities of the Corporation shall be the carrying on of propaganda, or otherwise 
attempting to influence legislation, and the Corporation shall not participate in, or intervene in 
(including the publication or distribution of statements) any political campaign on behalf of any 
candidate for public office. 
 
 The Corporation 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 its Regulations as they now exist or as they may hereafter be 
amended, or by an organization, contributions to which are deductible under 170(c)(2) of the 
Internal Revenue Code and Regulations as they now exist or as they may hereafter be amended. 
 
 The Corporation shall observe the following regulations: Klein Independent School 
District Booster Club Guidelines, University Interscholastic League Booster Club Guidelines, 
and all local, state and federal laws which apply to nonprofit organizations. 
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 Upon dissolution of the Corporation or the winding up of its affairs, the assets of the 
Corporation shall be distributed exclusively to the organization or campus in which the booster 
club supports. 
 
 The Corporation 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 exists or as they may be hereafter amended. 
 

Article Three 
Membership 

 
 Section 1.  Membership. Membership in this organization is open to any person who is a 
parent, guardian, or adult relative of a child or children who participate in the [INSERT NAME 
OF GROUP SUPPORTED BY BOOSTERS], 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. 
 

Section 2. Qualification. Eligible persons shall become members by paying the 
prescribed membership dues per family per school year. Upon payment of such dues, a member 
shall be considered in good standing and be entitled to any and all rights and privileges of 
membership. 

 
Section 3. Membership Drive. An annual membership drive shall be conducted as early 

in the school year as possible, with additional members accepted at any time. 
 
Section 4. Dues. Annual dues shall be assessed in such amounts as determined by a 2/3 

majority of the members present at the organizational meeting for the upcoming year. Dues shall 
be payable at the beginning of each fiscal year. 
 

Article Four 
Directors 

 
 Section 1.  Qualification. Any member in good standing is eligible to serve on the Board 
of Directors.  
 
 Section 2.  Powers. The Board shall be the governing body of the organization and shall 
manage, control, and direct the affairs and property of the organization.   
 
 Section 3.  Compensation.  No Director 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. 
 
 Section 4.  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 
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filled by appointment by a majority of the remaining officers.  The officers and their respective 
duties are as follows: 
 
 a. The President shall: 
  1. Preside at all meetings of the Directors; 

2. Coordinate the work of the Directors and/or committees in order that the 
objectives may be promoted; 

3. Coordinate the work so that the necessary reports are timely made to the 
appropriate State and Federal agencies; 

4. Co-sign checks along with Treasurer; 
  5. Perform such other duties as deemed necessary by the Directors. 
 
 b. The Vice President shall: 

1. Assume the duties of the President in the event of the President’s inability 
to serve or resignation; 

2. Chair membership and banquet committees; 
  3. Perform such other duties as deemed necessary by the Directors. 
 
 c. The Secretary shall: 

1. Record the minutes of all meetings of the Directors, and furnish a copy of 
such minutes to the President within one (1) week following the meeting; 

2. Coordinate all correspondence relating to the Corporation; 
3. Maintain a roll of all members of the organization; 
4. Publish all notices of meetings or other matters, as required by the 

provisions in these Bylaws; 
5. Perform such other duties as deemed necessary by the Directors. 
 

d. The Treasurer shall: 
 
1. Be the financial officer of the Corporation; 
2. Prepare the budget and provide financial reports as requested; 
3. Receive all monies of the Corporation and deposit said monies in a bank 

designated by the Directors of the Corporation; 
4. Keep an accurate record of receipts and expenditures; 
5. Pay out funds with proper vouchers in accordance with the approved 

budget and co-sign checks with President; 
6. Perform such other duties as deemed necessary by the Directors. 
 

 Section 5. Term.  Each elected officer shall serve a term of one (1) year or until a 
successor has been duly elected or appointed. 
 
 Section 6.  Resignation.  A member of the Board may resign at any time by giving 
written notice to the President or Secretary.  Such resignation shall take effect on the date of 
receipt of such notice or at a time specified in the notice; and unless otherwise specified therein, 
the acceptance of such resignation shall not be necessary to make it effective. 
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 Section 7.  Removal.  The Board may remove a Board member when, in the judgment of 
the Board, the best interests of the organization would be served thereby.  Any such removal by 
the Board requires two-thirds (2/3) vote of the other Board members. 
 
 Section 8.  Vacancy.  In the event of death, resignation or removal of a member of the 
Executive Board, the remaining Board members may appoint any member in good standing as 
successor.  A successor so appointed shall serve for the remainder of the replaced Board 
member’s term. 
 
 

Article Five 
General Provisions 

 
 Section 1.  Fiscal Year.  The fiscal year of this organization shall be July 1 through June 
30 of the following calendar year. 
 
 Section 2.  Operating Funds.  Operating funds shall be maintained in a general fund, and 
an accounting of such funds shall be presented at all meetings. 
 
 Section 3. Fiscal Responsibility.  All directors having fiscal responsibility shall be 
bonded. 
 
 Section 4.  Annual Statement.  The directors shall present at each annual meeting, or 
when called by vote of the members at any meeting, a full and clear statement of the condition of 
the organization. 
 
 Section 5.  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 or as they may be amended by becoming a subordinate under the 
IRS group exemption of Klein Support Groups, Inc. 

 
 

Article Six 
Meetings 

 
Section 1.  Meetings.  The Board of Directors 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. 
 
 Section 2.  Notice.  Notice of any special meeting of the Board of Directors 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. 
 
 Section 3.  Quorum.  A majority of the Board of Directors shall constitute a quorum for 
the transaction of business at any meeting of the Board; but if less than a quorum of the Directors 
is present at said meeting, a majority of the Directors present may adjourn the meeting from time 
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to time without further notice.  The act of a majority of the Directors present at a meeting at 
which a quorum is present shall be the act of the Board of Directors. 
 
 Section 4.  Voting.  Each qualified family unit, as described in Article Three, Section 2 of 
these Bylaws, shall have the right to cast one vote in any matter at particular meeting.  The 
decision of a 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. 
 Section 5.  Proxy.  No voting by proxy will be allowed. 

 
Article Seven 

Standing Committees 
 

 Section 1.  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 head coach and one at-large person 
appointed by the President.   
 
 Section 2.  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, including the head 
coach. 
 
 Section 3.  Fund Raising Committee.   Responsible for developing and managing fund 
raising projects.  The President will chair the committee and name its members as needed, 
including the head coach. 
 
 Section 4.  Membership Committee.  Distribute membership information and coordinate 
membership drive.  The Vice President shall chair the committee and name it members as 
needed.  

 
Article Eight 
Amendments 

 
 Section 1.  Amendments to Bylaws.  These Bylaws may be altered, amended, or repealed 
and new Bylaws may be adopted by a majority of the Directors, provided that such alterations, 
amendments, or proposed substitute Bylaws have been read or distributed to all Directors 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 at which the reading or distribution was made. 
 
 Section 2.  Amendments to the Articles of Incorporation.  The Directors shall adopt a 
resolution setting forth any proposed amendment to the Articles of Incorporation, which, if 
approved by a majority of the Directors, shall be again submitted for a vote at the next regular 
meeting of the Directors. 
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CERTIFICATE OF SECRETARY 
 
 I certify that I am the duly elected and acting secretary of the [NAME OF BOOSTER 
CLUB] and that these Bylaws constitute the corporation’s Bylaws.  The Bylaws were duly 
adopted at a meeting of the board of directors held on __________________2022. 
 
Dated:         
 
              
       Secretary of the Corporation 



Exhibit 2-6 

Bylaws 
of 

[NAME OF PTO HERE] 
 

Article One 
Name and Location 

 
 Section 1.  Name.  The name of this organization shall be [PTO NAME]. 

  
 Section 2.  Location.  All meetings of the Executive Board may be held at such places 
within the Klein I.S.D. as the Board may designate. 
 

Article Two 
Purposes and Structure 

 
 Section 1.  Purposes.  This corporation is organized exclusively for charitable, literary, 
and educational purposes as defined in Section 501(c)(3) of the Internal Revenue Code.  The 
purposes of the Corporation include raising funds and purchasing personal property and services 
to be used by students and faculty of local schools; providing volunteers for educational 
activities at local schools; 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 Corporation shall be self-governing, self-supporting, non-commercial, non-
sectarian, nonprofit and nonpartisan, and shall seek neither to direct the administrative activities 
of the Klein Independent School District nor to control its policies. 
 
 No part of the net earnings of the Corporation shall inure to the benefit of any director of 
the Corporation, officer of the Corporation, or any private individual (except that reasonable 
compensation may be paid for services rendered to or for the Corporation affecting one or more 
of its purposes); and no director, officer or any private individual shall be entitled to share in the 
distribution of any of the corporate assets on the dissolution of the Corporation.  No substantial 
part of the activities of the Corporation shall be the carrying on of propaganda, or otherwise 
attempting to influence legislation, and the Corporation shall not participate in, or intervene in 
(including the publication or distribution of statements) any political campaign on behalf of any 
candidate for public office. 
 
 The Corporation 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 its Regulations as they now exist or as they may hereafter be 
amended, or by an organization, contributions to which are deductible under 170(c)(2) of the 
Internal Revenue Code and Regulations as they now exist or as they may hereafter be amended. 
 

The Corporation shall observe the following regulations: Klein Independent School 
District Parent Organization Guidelines and all local, state and federal laws which apply to 
nonprofit organizations. 
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 Upon dissolution of the Corporation or the winding up of its affairs, the assets of the 
Corporation shall be distributed exclusively to the campus the organization supports. 
 
 The Corporation 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 exists or as they may be hereafter amended. 
 

Article Three 
Membership 

 
 Section 1.  Membership. Membership in this organization is open to any person who is a 
parent, guardian, or adult relative of a child or children enrolled at [ NAME OF SCHOOL 
SUPPORTED BY PTO] or a faculty or staff member of the school, 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. 
 

Section 2. Qualification. Eligible persons shall become members by paying the 
prescribed membership dues per family per school year. Upon payment of such dues, a member 
shall be considered in good standing and be entitled to any and all rights and privileges of 
membership. 

 
Section 3. Membership Drive. An annual membership drive shall be conducted as early 

in the school year as possible, with additional members accepted at any time. 
 
Section 4. Dues. Annual dues shall be assessed in such amounts as determined by the 

Executive Board. Dues shall be payable at the beginning of each fiscal year. 
 

Article Four 
Membership Meetings 

 
Section 1.  General Membership Meetings. There shall be at least two (2) general 

membership meetings each year.  The annual budget shall be presented for approval at the first 
such meeting. 
 

Section 2.  Special Membership Meetings.  Special membership meetings may be called 
by the Executive Board, or upon written request of ten percent (10%) of the members in good 
standing. 
 

Section 3.  Annual Meeting.  The last general membership meeting shall be designated as 
the annual meeting for the purpose of electing new officers and receiving reports from officers 
and committees, as necessary, and for such other business as may properly come before the 
meeting. 
 

Section 4.  Notice.  Advance written notice of any general or special meeting shall be 
given to all members of the organization. 

Section 5.  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 is 
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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 Executive Board present at a meeting at 
which a quorum is present shall be the act of the Board. 
 

Section 6.  Voting.  Each qualified family unit, as described in Article Three, Section 2 of 
these Bylaws, shall have the right to cast one vote in any matter at particular meeting.  The 
decision of a 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. 

 
 Section 7.  Proxy.  No voting by proxy will be allowed. 
 
 Section 8.  Procedure.  All membership meetings shall be conducted in accordance with 
the current edition of Robert’s Rules of Order.   

 
Article Five 

Executive Board 
 
 Section 1. Qualification. Any member in good standing is eligible to serve on the 
Executive Board.  
 
 Section 2.  Powers. The Board shall be the governing body of the organization and shall 
manage, control, and direct the affairs and property of the organization.   
 
 Section 3.  Composition.  The Board shall have as voting members the elected officers 
(as set forth in Article Six), the organization’s appointed committee coordinators (as set forth in 
Article Nine), and the ex officio Board members (as set forth in Article Ten). 
 

Section 4.  Duties.  The duties of the Executive Board shall include, but are not limited 
to, the following: 
  

1. Transact any business necessary to establish and administer the programs 
of the organization; 

2. Present a report of the work of the organization at the general membership 
meetings; 

3. Set the amount of annual membership dues; 
4. Approve and submit an annual budget to the membership for approval; 
5. Attend all regular and properly called Board meetings; 
6. Deliver all official material to their successors on or before the thirtieth 

(30th) day of June; and 
7. Perform such other duties applicable to their positions that may be 

prescribed in these Bylaws or assigned by the Board. 
 
 Section 5. Term.  Each elected officer shall serve a term of one (1) year or until a 
successor has been duly elected or appointed.  No elected officer may serve in the same position 
for more than two (2) consecutive years.  No one shall serve as a member of the Executive Board 
for more than four (4) years during any six (6) consecutive year period. 
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 Section 6.  Compensation.  No Director 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. 
 
 Section 7.  Resignation.  A member of the Board may resign at any time by giving 
written notice to the President or Secretary.  Such resignation shall take effect on the date of 
receipt of such notice or at a time specified in the notice; and unless otherwise specified therein, 
the acceptance of such resignation shall not be necessary to make it effective. 
 
 Section 8.  Removal.  The Board may remove a Board member when, in the judgment of 
the Board, the best interests of the organization would be served thereby.  Any such removal by 
the Board requires two-thirds (2/3) vote of the other Board members. 
 
 Section 9.  Vacancy.  In the event of death, resignation or removal of a member of the 
Executive Board, the remaining Board members may appoint any member in good standing as 
successor.  A successor so appointed shall serve for the remainder of the replaced Board 
member’s term. 
  

Article Six 
Elected Officers 

 
 a. The President shall: 

1. Preside at all meetings of the Executive Board; 
2. Coordinate the work of the Board and/or committees in order that the 

objectives may be promoted; 
3. Create special committees and appoint chairpersons of same, subject to the 

approval of the Board; 
4. Coordinate the work so that the necessary reports are timely made to the 

appropriate State and Federal agencies; 
5. Perform such duties as deemed necessary by the Executive Board. 

 
 b. The Vice President shall: 

1. Assume the duties of the President in the event of the President’s inability to 
serve or resignation; 

2. Maintain a roll of all members of the organization; 
3. Perform such other duties as deemed necessary by the Executive Board. 

 
c. The 2nd Vice President shall: 

1. Organize all fundraising activities for the organization; 
2. Supervise all committees and programs which may be established for 

fundraising purposes; 
3. Perform such other duties as deemed necessary by the Executive Board. 

 
 
 
 d. The Secretary shall: 
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1. Record the minutes of all meetings of the membership and the Executive 
Board, and furnish a copy of such minutes to the President within one (1) 
week following the meeting; 

2. Coordinate all correspondence relating to the Corporation; 
3. Catalogue and supervise the property of the Corporation; 
4. Publish all notices of meetings or other matters, as required by the provisions 

in these Bylaws; 
5. Perform such other duties as deemed necessary by the Executive Board. 

 
 e. The Treasurer shall: 

1. Be the financial officer of the Corporation; 
2. Prepare the budget and provide financial reports as requested; 
3. Receive all monies of the Corporation and deposit said monies in a bank 

designated by the Executive Board of the Corporation; 
4. Keep an accurate record of receipts and expenditures; 
5. Pay out funds with proper vouchers in accordance with the approved budget; 
6. Prepare all required tax returns on behalf of the Corporation; 
7. Perform such other duties as deemed necessary by the Executive Board. 

 
f. The Volunteer Coordinator shall: 

1. Coordinate volunteers and volunteer activities; 
2. Track volunteer hours monthly and report totals to the Executive Board and 

KISD; 
3. Perform such other duties as deemed necessary by the Executive Board. 

 
g. The Parliamentarian shall: 

1. Advise the presiding officer in matters of parliamentary procedure; 
2. Review annually the membership policies to ensure compliance with the non-

discriminatory membership requirement set forth in Article Seven of the 
Articles of Incorporation and shall report all findings to the Board; 

3. Perform such other duties as deemed necessary by the Executive Board. 
 

Article Seven 
Executive Board Meetings 

 
 Section 1.  Regular Meetings.  Regular meetings of the Executive Board shall be held 
during the year at times fixed by the Board at its first meeting. 
 
 Section 2.  Special Meetings.  Special meetings of the Executive Board may be called by 
the President or by a majority of the members of the Board.  Such meetings may take place after 
every member of the Board has given at least twenty-four (24) hours notice.  Such notice may be 
waived at the special meeting by unanimous vote of all Board members. 
  
 Section 3.  Cancellation.  If a regularly scheduled meeting is cancelled, the Executive 
Board shall reschedule the meeting. 
 
 Section 4.   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 is 
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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 Executive Board present at a meeting at 
which a quorum is present shall be the act of the Board. 
 
 Section 5.  Attendance.  A member of the Executive Board may be removed for failure to 
attend three (3) regularly scheduled Board meetings without good cause. 
 
 Section 6. Procedure.  All meetings of the Executive Board shall be conducted in 
accordance with the current edition of Robert’s Rules of Order. 
 

Article Eight 
Nomination and Election of Officers 

 
 Section 1.  Nominations. 
 

a. There shall be a Nomination Committee, consisting of two or three 
members, formed at least thirty (30) days prior to the end of the year 
general membership meeting.  One shall be selected by the Executive 
Board from its body, one shall be selected from the general 
membership, and one may be selected by the school faculty and staff 
from its body. 

b. The Nominating Committee shall select one nominee for each office.  
Every effort shall be made to include representatives from each feeder 
area.  This slate shall be presented at the end of year general 
membership meeting. 

c. Following the presentation of the slate at the general membership 
meeting, an opportunity will be given for nominations from the floor.  
Only members in good standing who have consented to serve if 
elected shall be eligible for nomination, whether from the Nominating 
Committee or from the floor. 

 
Section 2.  Election.  Elections shall be held at the end of the year general membership 

meeting.  Elections shall be by ballot unless there is only one nominee for any office, in which 
case election for that office may be by voice. 

 
Article Nine 
Committees 

 
 Section 1.  Nominating Committee.  There will be a nominating each year as described in 
Article Eight of these Bylaws.   
 
 Section 2. Other Committees.  The Executive Board shall appoint other committees as 
deemed appropriate to carry out its purpose.  Membership on such committees may be, but need 
not be, limited to members of the Board. 
 
 Section 3.  Authority.   No committee shall have or exercise the authority of the 
Executive Board in the management of the organization.  Committees may make 
recommendations to the Board for its consideration. 
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Article Ten 

Ex-Officio Board Members 
 
 Section 1.  Definition.  Ex-officio members of the Board shall be the school principal, or 
a representative appointed by the principal.  

 
 Section 2.  Duties and Obligations.  The principal is the administrative and instructional 
leader of the school and shall act in an advisory capacity to the organization.  It is incumbent 
upon the principal or appointed representative to maintain a position of impartiality during Board 
meetings.  Ex-officio members shall not have the privilege of making nominations or voting. 

 
Article Eleven 

General Provisions 
 

 Section 1.  Fiscal Year.  The fiscal year of this organization shall be July 1 through June 
30 of the following calendar year. 
 
 Section 2.  Operating Funds.  Operating funds shall be maintained in a general fund, and 
an accounting of such funds shall be presented at all meetings. 
 
 Section 3. Fiscal Responsibility.  All directors having fiscal responsibility shall be 
bonded. 
 
 Section 4.  Authority to Sign Checks.  Only the president, treasurer and secretary shall 
have authority to sign checks for the expenses of the Corporation.  Two (2) signatures are 
required on corporation checks. 
 
 Section 5.  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 condition 
of the organization. 
 
 Section 6.  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 or as they may be amended by becoming a subordinate under the 
IRS group exemption of Klein Support Groups, Inc. 

 
Article Twelve 
Amendments 

 
 Section 1.  Amendments to Bylaws.  These Bylaws may be altered, amended, or repealed 
and new Bylaws may be adopted at any general membership meeting of the organization by a 
two-thirds (2/3) vote of the members present. 
 
 
 Section 2.  Amendments to the Articles of Incorporation.  The Executive Board shall 
adopt a resolution setting forth any proposed amendment to the Articles of Incorporation, which, 
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if approved by a majority of the Board, shall be again submitted for a vote at the next general 
membership meeting of the organization. 
 
 Section 3.  Notice.  Written notice setting forth proposed amendments shall be given to 
all members of the organization not less than ten (10) days prior to the meeting at which such 
amendment is to be considered. 

 
CERTIFICATE OF SECRETARY 

 
 I certify that I am the duly elected and acting secretary of the [NAME OF PTO] and that 
these Bylaws constitute the corporation’s Bylaws.  The Bylaws were duly adopted at a meeting 
of the board of directors held on __________________2007. 
 
Dated:         
 
 
             
       
      Secretary of the Corporation 
 
 



[NAME OF PARENT SUPPORT ORG HERE] 
Conflict of Interest Policy 

 
Section 1. Purpose.  
The purpose of the conflict of interest policy is to protect this tax exempt 
Corporation’s interest when it is contemplating entering into a transaction or arrangement 
that might benefit the private interest of an officer or director of the Corporation or might result 
in a possible excess benefit transaction. This policy is intended to supplement but not replace any 
applicable state and federal laws governing conflict of interest applicable to nonprofit and 
charitable organizations. 
 
Section 2. Definitions. 
a. Interested Person. Any director, principal officer, or member of a committee with 
governing executive board-delegated powers who has a direct or indirect financial 
interest, as defined below, is an interested person. 
 
b. Financial Interest. A person has a financial interest if the person has, directly or 
indirectly, through business, investment, or family: 

i. An ownership or investment interest in any entity with which the Corporation has a    
   transaction or arrangement; 
ii. A compensation arrangement with the Corporation or with any entity 
    or individual with which the Corporation has a transaction or arrangement; or 
iii. A potential ownership or investment interest in, or compensation arrangement with,    
     any entity or individual with which the Corporation is negotiating a   transaction or     
     arrangement. 
 

c. Compensation includes direct and indirect remuneration as well as gifts or favors that 
are not insubstantial.  A financial interest is not necessarily a conflict of interest. Under Section 
3b, a person who has a financial interest may have a conflict of interest only if the 
appropriate governing board or committee decides that a conflict of interest exists. 
 
Section 3. Procedures. 
a. Duty To Disclose. In connection with any actual or possible conflict of interest, 
an interested person must disclose the existence of the financial interest and be 
given the opportunity to disclose all material facts to the directors and members of 
committees with governing executive board-delegated powers who are 
considering the proposed transaction or arrangement. 
 
b. Determining Whether a Conflict of Interest Exists. After disclosure of the 
financial interest and all material facts, and after any discussion with the interested 
person, he/she shall leave the governing executive board or committee meeting 
while the determination of a conflict of interest is discussed and voted upon. The 
remaining board or committee members shall decide whether a conflict of interest 
exists. 
 
 



c. Procedures for Addressing the Conflict of Interest. 
i. An interested person may make a presentation at the governing executive board 
or committee meeting, but after the presentation, he/she shall leave the meeting 
during the discussion of, and the vote on, the transaction or arrangement involving 
the possible conflict of interest. 
ii. The chairperson of the governing executive board or committee shall, if 
appropriate, appoint a disinterested person or committee to investigate alternatives 
to the proposed transaction or arrangement. 
iii. After exercising due diligence, the governing executive board or committee 
shall determine whether the Corporation can obtain, with reasonable efforts, a 
more advantageous transaction or arrangement from a person or entity that would 
not give rise to a conflict of interest. 
iv. If a more advantageous transaction or arrangement is not reasonably possible 
under circumstances not producing a conflict of interest, the governing executive 
board or committee shall determine by a majority vote of the disinterested 
directors whether the transaction or arrangement is in the Corporation’s best 
interest, for its own benefit, and whether it is fair and reasonable. In conformity 
with the above determination, it shall make its decision as to whether to enter into 
the transaction or arrangement. 
 

d. Violations of the Conflict of Interest Policy. 
i. If the governing executive board or committee has reasonable cause to believe a 
member has failed to disclose actual or possible conflicts of interest, it shall 
inform the member of the basis for such belief and afford the member an 
opportunity to explain the alleged failure to disclose. 
ii. If, after hearing the member’s response and after making further investigation 
as warranted by the circumstances, the governing board or committee determines 
that the member has failed to disclose an actual or possible conflict of interest, it 
shall take appropriate disciplinary and corrective action. 

 
Section 4. Records of Proceedings.  
The minutes of the governing Executive Board and all committees with board delegated powers 
shall contain: 

a. The names of the persons who disclosed or otherwise were found to have a 
financial interest in connection with an actual or possible conflict of interest; the 
nature of the financial interest; any action taken to determine whether a conflict 
of interest was present; and the governing Executive Board’s or committee’s 
decision as to whether a conflict of interest in fact existed. 
 
b. The names of the persons who were present for discussions and votes relating to 
the transaction or arrangement; the content of the discussion; including any 
alternatives to the proposed transaction or arrangement; and a record of any votes 
taken in connection with the proceedings. 

 
Section 5. Compensation. 
a. A voting member of the governing Executive Board who receives compensation, 



directly or indirectly, from the Corporation for services is precluded from voting 
on matters pertaining to that member’s compensation. 
 
b. A voting member of any committee whose jurisdiction includes compensation 
matters and who receives compensation, directly or indirectly, from the 
Corporation for services is precluded from voting on matters pertaining to that 
member’s compensation. 
 
c. No voting member of the governing Executive Board or any committee whose 
jurisdiction includes compensation matters and who receives compensation, 
directly or indirectly, from the Corporation, either individually or collectively, is 
prohibited from providing information to any committee regarding compensation. 
 
Section 6. Annual Statements.  
Each director, principal officer, and member of a committee with governing board-delegated 
powers shall annually sign a statement which affirms that such person: 
• Has received a copy of the conflict of interest policy; 
• Has read and understood the policy; 
• Has agreed to comply with the policy; and 
• Understands that the organization is charitable and that in order to maintain its federal 
tax exempt status it must engage primarily in activities which accomplish one or more of 
its tax-exempt purposes. 
 
Section 7. Periodic Reviews.  
To ensure that the Corporation operates in a manner consistent with charitable purposes and does 
not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 
conducted. The periodic reviews shall, at a minimum, include the following subjects: 
 
a. Whether compensation arrangements and benefits are reasonable, are based on 
competent survey information, and are the result of arm’s length bargaining. 
 
b. Whether partnerships, joint ventures, and arrangements with management 
organizations conform to the Corporation’s written policies, are properly 
recorded, reflect reasonable investment or payments for goods and services, 
further charitable purposes, and do not result in inurement, impermissible private 
benefit, or an excess benefit transaction. 
 
Section 8. Use of Outside Experts.  
When conducting the periodic reviews as provided for in Section 7, the Corporation may, but 
need not, use outside advisers. If outside experts are used, their use shall not relieve the 
governing executive board of its responsibility for ensuring that periodic reviews are conducted. 



















ASSETS
   Checking Account 3,250$          
   Savings Account 15,250          

18,500          

LIABILITIES & FUND BALANCE
     Fund Balance 06/30/2018 7,400$          
     Net Income 06/30/2019 11,100          

18,500          

School Booster Club
Balance Sheet

As of June 30, 2019

A

B

C



Program Investment
INCOME Total Revenue Fundraisers Income Donations Note 
     Catalog Fundraiser 13,600           13,600            
     Other Fundraiser 5,100             5,100              
     Golf Tournament 17,500           5,000              12,500          Note (1)
     Raffle (at golf tournament) 500 500 
     Donated Texans Football Tickets for Raffle 100 100               Note (2)
     Donation - Cash 5,000             5,000            
     Interest 10 10 
     Membership Dues (50 members @ $20) 1,000             1,000            Note (3)
     Educational Trip Income (from students) 10,425           10,425            

Total Income 53,235           10,425            24,200            10 18,600          
Form 990-EZ / 990 Line 2 Line 6a Line 4 Line 1

Program Admin
EXPENSES Total Expenses Fundraisers Expenses
     Catalog Fundraiser 6,800             6,800              
     Other Fundraiser 3,300             3,300              
     Golf Tournament Costs 3,500             3,500              
     Donated Texans Football Tickets for Raffle 100 100 
     Scholarship 3,000             3,000              
     School Donation 11,000           11,000            
     Professional fees 500 500 
     Supplies 680 300 380 
     Bank Service Charges 80 80 
     Telephone 350 250 100 
     Travel 400 300 100 
     Educational Trip 12,425           12,425            

Total Expenses 42,135           27,275            13,700            1,160              
Line 17 Line 6b Line 17

NET INCOME (LOSS) 11,100           

Note (1):  Assumed 50 players and FMV of round of golf $100 which is the net fundraising revenue

Note (2):  Based on fair market value on date of donation

Note (3): Assumed members receive no benefit for their membership dues

School Booster Club
Income Statement

For the Fiscal Year Ended June 30, 2019
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Form  990-EZ

Department of the Treasury  
Internal Revenue Service

Short Form 
Return of Organization Exempt From Income Tax

Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Code (except private foundations)

 Do not enter social security numbers on this form as it may be made public. 

   Go to www.irs.gov/Form990EZ for instructions and the latest information.

OMB No. 1545-1150

2018
Open to Public 

Inspection 

A  For the 2018 calendar year, or tax year beginning , 2018, and ending , 20 

B  Check if applicable: 

Address change

Name change

Initial return

Final return/terminated

Amended return

Application pending

C  Name of organization 

Number and street (or P.O. box, if mail is not delivered to street address) Room/suite 

City or town, state or province, country, and ZIP or foreign postal code

D Employer identification number 

E  Telephone number 

F  Group Exemption 
Number   

G  Accounting Method:  Cash Accrual Other (specify)  H  Check  if the organization is not 

required to attach Schedule B 
(Form 990, 990-EZ, or 990-PF). 

I   Website: 

J  Tax-exempt status (check only one) — 501(c)(3) 501(c) ( )   (insert no.) 4947(a)(1) or 527 

K  Form of organization: Corporation Trust Association Other
L  Add lines 5b, 6c, and 7b to line 9 to determine gross receipts. If gross receipts are $200,000 or more, or if total assets 
(Part II, column (B)) are $500,000 or more, file Form 990 instead of Form 990-EZ . . . . . . . . . . . .  $ 
Part I Revenue, Expenses, and Changes in Net Assets or Fund Balances (see the instructions for Part I) 

Check if the organization used Schedule O to respond to any question in this Part I . . . . . . . . . .

R
e

v
e

n
u

e
 

1 Contributions, gifts, grants, and similar amounts received . . . . . . . . . . . . . 1 

2 Program service revenue including government fees and contracts . . . . . . . . . 2 

3 Membership dues and assessments . . . . . . . . . . . . . . . . . . . . 3 

4 Investment income . . . . . . . . . . . . . . . . . . . . . . . . . 4 

5 a Gross amount from sale of assets other than inventory . . . . 5a 

b Less: cost or other basis and sales expenses . . . . . . . . 5b 

c Gain or (loss) from sale of assets other than inventory (Subtract line 5b from line 5a) . . . . 5c 

6 Gaming and fundraising events: 
a Gross income from gaming (attach Schedule G if greater than 

$15,000) . . . . . . . . . . . . . . . . . . . . 6a 

b Gross income from fundraising events (not including $ of contributions
from fundraising events reported on line 1) (attach Schedule G if the
sum of such gross income and contributions exceeds $15,000) . . 6b

c Less: direct expenses from gaming and fundraising events . . . 6c 

d Net income or (loss) from gaming and fundraising events (add lines 6a and 6b and subtract 
line 6c) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6d

7 a Gross sales of inventory, less returns and allowances . . . . . 7a 

b Less: cost of goods sold . . . . . . . . . . . . . . 7b 

c Gross profit or (loss) from sales of inventory (Subtract line 7b from line 7a) . . . . . . . 7c 

8 Other revenue (describe in Schedule O) . . . . . . . . . . . . . . . . . . . 8 

9 Total revenue. Add lines 1, 2, 3, 4, 5c, 6d, 7c, and 8 . . . . . . . . . . . . . 9 

E
x
p

e
n

s
e

s
 

10 Grants and similar amounts paid (list in Schedule O) . . . . . . . . . . . . . . 10 

11 Benefits paid to or for members . . . . . . . . . . . . . . . . . . . . . 11 

12 Salaries, other compensation, and employee benefits . . . . . . . . . . . . . . 12 

13 Professional fees and other payments to independent contractors . . . . . . . . . . 13 

14 Occupancy, rent, utilities, and maintenance . . . . . . . . . . . . . . . . . 14 

15 Printing, publications, postage, and shipping . . . . . . . . . . . . . . . . . 15 

16 Other expenses (describe in Schedule O) . . . . . . . . . . . . . . . . . .  16 

17 Total expenses. Add lines 10 through 16 . . . . . . . . . . . . . . . . .  17 

N
e

t 
A

s
s
e

ts
 18 Excess or (deficit) for the year (Subtract line 17 from line 9) . . . . . . . . . . . . 18 

19 Net assets or fund balances at beginning of year (from line 27, column (A)) (must agree with 
end-of-year figure reported on prior year’s return) . . . . . . . . . . . . . . . 19 

20 Other changes in net assets or fund balances (explain in Schedule O) . . . . . . . . . 20 

21 Net assets or fund balances at end of year. Combine lines 18 through 20 . . . . . .  21 

For Paperwork Reduction Act Notice, see the separate instructions. Cat. No. 10642I Form  990-EZ  (2018) 

07/01 06/30 19

SCHOOL BOOSTER CLUB

123 MAIN STREET

HOUSTON TX 77001

76-1234567

713-555-5555

✔

WWW.SCHOOLBOOSTER.COM
✔

✔
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Form 990-EZ (2018) Page  2 

Part II Balance Sheets (see the instructions for Part II) 
Check if the organization used Schedule O to respond to any question in this Part II . . . . . . . . . .

(A) Beginning of year (B) End of year 

22 Cash, savings, and investments . . . . . . . . . . . . . . . . . 22 

23 Land and buildings . . . . . . . . . . . . . . . . . . . . . . 23 

24 Other assets (describe in Schedule O) . . . . . . . . . . . . . . . 24 

25 Total assets . . . . . . . . . . . . . . . . . . . . . . . . 25 

26 Total liabilities (describe in Schedule O) . . . . . . . . . . . . . . 26 

27 Net assets or fund balances (line 27 of column (B) must agree with line 21) . . 27 

Part III Statement of Program Service Accomplishments (see the instructions for Part III) 
Check if the organization used Schedule O to respond to any question in this Part III . .  

What is the organization’s primary exempt purpose? 

Describe the organization’s program service accomplishments for each of its three largest program services, 
as measured by expenses. In a clear and concise manner, describe the services provided, the number of 
persons benefited, and other relevant information for each program title. 

Expenses   

(Required for section 
501(c)(3) and 501(c)(4) 
organizations; optional for 
others.) 

28 

(Grants $ )  If this amount includes foreign grants, check here . . . . 28a 

29 

(Grants $ )  If this amount includes foreign grants, check here . . . . 29a 

30 

(Grants $ )  If this amount includes foreign grants, check here . . . . 30a 

31 Other program services (describe in Schedule O) . . . . . . . . . . . . . . . . . .
(Grants $ )  If this amount includes foreign grants, check here . . . . 31a 

32 Total program service expenses (add lines 28a through 31a) . . . . . . . . . . . . . 32 

Part IV List of Officers, Directors, Trustees, and Key Employees (list each one even if not compensated—see the instructions for Part IV) 
Check if the organization used Schedule O to respond to any question in this Part IV . . . . . . . . .

(a) Name and title
(b) Average 

hours per week   
devoted to position 

(c) Reportable 
compensation         

(Forms W-2/1099-MISC) 
(if not paid, enter -0-)

(d) Health benefits, 
contributions to employee 

benefit plans, and 
deferred compensation 

(e) Estimated amount of 
other compensation

Form  990-EZ  (2018) 

7,400 18,500

7,400 18,500

7,400 18,500

EDUCATION OR AMATEUR ATHLETICS

PROMOTE AND IMPROVE THE EDUCATIONAL EXPERIENCE IN THE LOCAL HIGH SCHOOL,
HOUSTON, TX AND PROVIDE ACADEMIC SCHOLARSHIPS TO STUDENTS

28,435

28,435

SHERYL JONES
PRESIDENT 2 0 0 0
ROBERT JOHNSON
VICE PRESIDENT 2 0 0 0
BETTY BAKER
TREASURER 2 0 0 0
NANCY ANDERSON
SECRETARY 2 0 0 0

14,000

A

A

A

C

C

C

J M-J



Form 990-EZ (2018) Page  3 

Part V Other Information (Note the Schedule A and personal benefit contract statement requirements in the 
instructions for Part V.) Check if the organization used Schedule O to respond to any question in this Part V .

Yes No 

33 Did the organization engage in any significant activity not previously reported to the IRS? If “Yes,” provide a 
detailed  description of each activity in Schedule O . . . . . . . . . . . . . . . . . . . 33 

34 Were any significant changes made to the organizing or governing documents? If “Yes,”  attach a conformed 
copy of the amended documents if they reflect a change to the organization’s name. Otherwise, explain the
change on Schedule O. See instructions . . . . . . . . . . . . . . . . . . . . . . 34 

35 a Did the organization have unrelated business gross income of $1,000 or more during the year from business
activities (such as those reported on lines 2, 6a, and 7a, among others)? . . . . . . . . . . . . 35a 

b If “Yes” to line 35a, has the organization filed a Form 990-T for the year? If “No,” provide an explanation in Schedule O 35b 

c Was the organization a section 501(c)(4), 501(c)(5), or 501(c)(6) organization subject to section 6033(e) notice, 
reporting, and proxy tax requirements during the year? If “Yes,” complete Schedule C, Part III . . . . . 35c 

36 Did the organization undergo a liquidation, dissolution, termination, or significant disposition of net assets 
during the year? If “Yes,”  complete applicable parts of Schedule N . . . . . . . . . . . . . 36 

37 a Enter amount of political expenditures, direct or indirect, as described in the instructions 37a 

b Did the organization file Form 1120-POL for this year? . . . . . . . . . . . . . . . . . . 37b 

38a Did the organization borrow from, or make any loans to, any officer, director, trustee, or key employee or were 
any such loans made in a prior year and still outstanding at the end of the tax year covered by this return? . 38a 

b If “Yes,” complete Schedule L, Part II and enter the total amount involved . . . . 38b 

39 Section 501(c)(7) organizations. Enter: 
a Initiation fees and capital contributions included on line 9 . . . . . . . . . . 39a 

b Gross receipts, included on line 9, for public use of club facilities . . . . . . . 39b 

40 a Section 501(c)(3) organizations. Enter amount of tax imposed on the organization during the year under: 
section 4911 ; section 4912 ; section 4955 

b Section 501(c)(3), 501(c)(4), and 501(c)(29) organizations. Did the organization engage in any section 4958 
excess benefit transaction during the year, or did it engage in an excess benefit transaction in a prior year 
that has not been reported on any of its prior Forms 990 or 990-EZ? If “Yes,” complete Schedule  L, Part I  40b 

c Section 501(c)(3), 501(c)(4), and 501(c)(29) organizations. Enter amount of tax imposed 
on organization managers or disqualified persons during the year under sections 4912, 
4955, and 4958 . . . . . . . . . . . . . . . . . . . . . . .  

d Section 501(c)(3), 501(c)(4), and 501(c)(29) organizations. Enter amount of tax on line 
40c reimbursed by the organization . . . . . . . . . . . . . . . .   

e All organizations. At any time during the tax year, was the organization a party to a prohibited tax shelter 
transaction? If “Yes,” complete Form 8886-T . . . . . . . . . . . . . . . . . . . . . 40e 

41 List the states with which a copy of this return is filed 
42a The organization’s books are in care of Telephone no.  

Located at  ZIP + 4  
b At any time during the calendar year, did the organization have an interest in or a signature or other authority  over 

a financial account in a foreign country (such as a bank account, securities account, or other financial  account)?  
Yes No 

42b 

If “Yes,” enter the name of the foreign country 
See the instructions for exceptions and filing requirements for FinCEN Form 114, Report of Foreign Bank and 
Financial Accounts (FBAR).

c At any time during the calendar year, did the organization maintain an office outside the United States? . 42c 

If “Yes,” enter the name of the foreign country 

43 Section 4947(a)(1) nonexempt charitable trusts filing Form 990-EZ in lieu of Form 1041—Check here . . . . . .  
and enter the amount of tax-exempt interest received or accrued during the tax year . . . . .  43 

Yes No 

44 a Did the organization maintain any donor advised funds during the year? If “Yes,” Form 990 must be
completed instead of  Form 990-EZ . . . . . . . . . . . . . . . . . . . . . . . . 44a 

b Did the organization operate one or more hospital facilities during the year? If “Yes,” Form 990 must be
completed instead of Form 990-EZ . . . . . . . . . . . . . . . . . . . . . . . . 44b 

c Did the organization receive any payments for indoor tanning services during the year? . . . . . . . 44c 

d If “Yes” to line 44c, has the organization filed a Form 720 to report these payments? If “No,” provide an
explanation in Schedule O . . . . . . . . . . . . . . . . . . . . . . . . . . . 44d 

45 Did the organization have a controlled entity within the meaning of section 512(b)(13)?  . . . . . . . 45a a

b Did the organization receive any payment from or engage in any transaction with a controlled entity within the
meaning of section 512(b)(13)? If “Yes,” Form 990 and Schedule R may need to be completed instead of
Form 990-EZ. See instructions . . . . . . . . . . . . . . . . . . . . . . . . . . 45b 

Form  990-EZ  (2018) 

✔

✔

✔
✔

✔

✔

✔

✔

✔

✔
NONE

BETTY BAKER 281-555-5555
123 MAIN STREET 77001

✔

✔

✔

✔
✔

✔
✔

✔
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Yes No 

46 Did the organization engage, directly or indirectly, in political campaign activities on behalf of or in opposition
to candidates for public office? If “Yes,” complete Schedule C, Part I . . . . . . . . . . . . . 46 

Part VI Section 501(c)(3) Organizations Only  

All section 501(c)(3) organizations must answer questions 47–49b and 52, and complete the tables for lines 
50 and 51.
Check if the organization used Schedule O to respond to any question in this Part VI . . . . . . . . .

Yes No

47 Did the organization engage in lobbying activities or have a section 501(h) election in effect during the tax 
year? If “Yes,” complete Schedule C, Part II . . . . . . . . . . . . . . . . . . . . . 47 

48 Is the organization a school as described in section 170(b)(1)(A)(ii)? If “Yes,” complete Schedule E . . . . 48 

49 a Did the organization make any transfers to an exempt non-charitable related organization? . . . . . . 49a 

b If “Yes,” was the related organization a section 527 organization? . . . . . . . . . . . . . . 49b 

50 Complete this table for the organization’s five highest compensated employees (other than officers, directors, trustees, and key 
employees) who each received more than $100,000 of compensation from the organization. If there is none, enter “None.” 

(a) Name and title of each employee
(b) Average 

hours per week   
devoted to position 

(c) Reportable 
compensation           

(Forms W-2/1099-MISC)

(d) Health benefits, 
contributions to employee 
benefit plans, and deferred 

compensation

(e) Estimated amount of 
other compensation 

f Total number of other employees paid over $100,000 . . . .  

51 Complete this table for the organization’s five highest compensated independent contractors who each received more than 
$100,000 of  compensation from the organization. If there is none, enter “None.” 

(a) Name and business address of each independent contractor (b) Type of service (c) Compensation 

d Total number of other independent contractors each receiving over $100,000 . . 
52 Did the organization complete Schedule A? Note: All section 501(c)(3) organizations must attach a 

completed Schedule A . . . . . . . . . . . . . . . . . . . . . . . . . . . . Yes No

Under penalties of perjury, I declare that I have examined this return, including accompanying schedules and statements, and to the best of my knowledge and belief, it is 
true, correct, and complete. Declaration of preparer (other than officer) is based on all information of which preparer has any knowledge. 

Sign  

Here 

Signature of officer Date 

Type or print name and title

Paid 
Preparer 
Use Only

Print/Type preparer’s name Preparer’s signature Date
Check         if 
self-employed

PTIN

Firm’s name      Firm’s EIN  

Firm’s address  Phone no.

May the IRS discuss this return with the preparer shown above? See instructions . . . . . . . . . .  Yes No

 Form 990-EZ (2018) 

✔

✔
✔
✔
✔

✔

SHERYL JONES PRESIDENT

THIS TAX RETURN
PREPARED BY A NON-PAID PREPARER
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ScheduleA(Form990or990-EZ)2018 SCHOOL BOOSTER CLUB 76-1234567 Page 

:J?jf(:UJ: Support Schedule for Organizations Described in Section 509(a)(2)
(Complete only if you checked the box on line 10 of Part I or if the organization failed to qualify under Part II. 
If the organization fails to qualify under the tests listed below, please complete Part II.) 

Section A. Public Su ort 
Calendar year (or fiscal year beginning in) ► (a} 2014 (b) 2015 (c) 2016 (d) 2017 (e) 2018

1 Gifts, grants, contributions, and membership 

fees received. {Do not include any ·unusual grants.") 

2 Gross receipts from admissions, merchandise 
sold or services performed, or facilities 
furnished in any activity that is rela ted to the 
organization's tax-exempt purpose 

3 Gross receipts from activities that are not an 
unrelated trade or business under section 513 

4 Tax revenues levied for the 
organization's benefit and either paid 
to or expended on its behalf 

5 The value of services or facilities 
furnished by a governmental unit to the 
organization without charge 

6 Total. Add lines 1 through 5 .. 

7a Amounts included on lines 1, 2, and 3 
received from disqualified persons . 

b Amounts included on lines 2 and 3 
received from other than disqualified 
persons that exceed the greater of $5,000 
or 1 % of the amount on line 13 for the year 

c Add lines 7a and 7b 
8 Public support. (Subtract line 7c from 

line 6.). 

S BT IS ect1on ota uooort 

26 000 26,500 24 920 

39,500 37 000 35 380 

65,500 63,500 60,300 

22,000 

35 000 

57,000 

18 600 

34,625 

53,225 

5 450 

Calendar year (or fiscal year beginning in) ► (a) 2014 (b} 2015 (c) 2016 (d) 2017 (e)2018
9 Amounts from line 6 65,500 63,500 60,300 57,000 53,225 

10a Gross income from interest. dividends, 
payments received on securities loans, rents, 
royalties, and income from similar sources 10 10 10 10 10 

b Unrelated business taxable income (less 
section 511 taxes) from businesses 
acquired after June 30, 1975 

· · · • · ·  

C Add lines 1 0a and 1 Ob 10 10 10 10 10 

11 Net income from unrelated business 
activities not included in line 10b, whether 
or not the business is regularly carried on . 

12 Other income. Do not include gain or 
loss from the sale of capital assets 
(Explain in Part VI.) 

. . . .

13 Total support. {Add lines 9, 1 Oc, 11, 
and 12.) 65,510 63 510 60,310 57,010 53,235 

. .  · · · · · ·  

14 First five years. If the Form 990 is for the organization's first, second, third, fourth, or fifth tax yea r  as a section 501 (c)(3) 
organization, check this box and stop here 

Section C. Com utation of Public Su ort Percenta e 

15 Public support percentage for 2018 (line 8, column (f), divided by line 13, column (f)). 
16 Public su ort ercenta e from 2017 Schedule A, Part 111, line 15 

17 Investment income percentage for 2018 (line 10c, column (f), divided by line 13, column (f)) 
18 Investment income percentage from 2017 Schedule A, Part 111, line 17 . 
19a 33 1/3% support tests-2018. If the organization did not check the box on line 14, and line 15 is more than 33 1 /3%, and line 

17 i s  not more than 33 1/3%, check this box and stop here. The organization qualifies as a publicly supported organization. 

15 

16 

17 

18 

b 33 1/3% support tests-2017. If the organization did not check a box on line 14 or line 19a, and line 16 is more than 33 1/3%, and 
line 18 is not more than 33 1/3%, check this box and stop here. The organization qualifies as a publicly supported organization .. 

20 Private foundation. If the organization did not check a box on line 14, 19a, or 19b, check this box and see instructions . 

(f) Total

118,020 

181,505 

299,525 

5,450 

5,450 

294,075 

(f) Total

299,525

50

50

299,575 

►[

98.16% 

98.16% 

% 

% 

►�

►[ 
► 

Schedule A (Form 990 or 990-EZ) 2018 
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SCH4567 SCHOOL BOOSTER CLUB 

76-1234567
FYE: 6/30/2019

OTHER 
DAVID JOHNSON 

CASH CONTRIBUTION 
GOLF TOURNAMENT 

CASH CONTRIBUTION 

TOTAL 

PROGRAM SERVICE REVENUE 
GOLF TOURNAMENT 
CATALOG SALES 
OTHER 

TOTAL 

Federal Statements 

Schedule A, Part Ill, Line 1{e) 

Description 
$ 

Schedule A, Part Ill, Line 2(e} 

Description 
$ 

Schedule A, Part Ill, Line 7a - Support from Disqualified Persons 

Donor Name 
SHERYL JONES 
BETTY BAKER 
DAVID JOHNSON 

TOTAL 

$ 

2014 
$ 

0 

2015 2016 
$ $ 

0 0 

Amount 
1,100 

5,000 

12,500 

18 600 

Amount 
10,425 

5,500 
13,600 

5,100 

34 625 

2017 

4/8/2019 10:43 AM 

$ 

0 

2018 
350 
100 

5,000 

5 450 

S+W

O

D

I

F
P-D
Q
R

X
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Financial Management Handbook 
For Parent Organizations 

Section 4 
Fundraising .... 

Sales Tax Rules and Reporting, Food Guidelines, Incentives 
 
 
1.1 Purchases 

 
1. 1   If a parent organization has obtained an exemption from the State for Texas sales 

and use taxes, it simply means that the organization can purchase items for the 
organization's exclusive use (further exempt purpose) or for resale  (once  the items 
are sold, they are taxable) without paying sales taxes. However, the organization 
must still collect sales taxes for taxable items sold Sales taxes are essentially a 
transaction tax. 

 
1.2 The remainder of Section 4 is based on the assumption that the  parent 

organization has obtained tax-exempt status from the IRS as a public 50l(c)(3) 
charitable organization and an exemption from the State for Texas sales and use 
taxes. 

 
1.3 All purchases made for the exclusive use (necessary to the organization's exempt 

function) of a parent organization should be made tax-exempt 
 

1.3.l   A Texas Sales and Use Tax Exemption Certificate form should be issued 
to the vendor. 

 
1.3.2 Sales and use tax exemption numbers do not exist. Exemption forms require 

no number to be valid. The Certificate authorizes the vendor to make the 
sale tax-exempt. 

 
1.3.3 The vendor should keep the certificate on file to show State Comptroller 

auditors if they are audited. 
 

1.4 All items purchased to resell during a fund-raising event such as T-shirts, spirit 
items, etc. should be made as tax-free purchases from the vendor. 

 
1.4.1 A Texas Sales Tax Resale Certificate showing the organization's Sales 

Tax Permit Number (11 digits) should be given to the vendor unless the 
vendor already has one on file. If the organization is not required to have 
a sales tax permit, it may issue an exemption certificate when purchasing 
taxable items for resale. 

 
1.4.2 It is not allowable to pay the vendor for sales taxes in an attempt to avoid 

colleting and remitting sales taxes to the State. 



Financial Management Handbook, Section 4 
 

 
 
2.0 Reporting and Remitting Sales Taxes to the State 

 
2.1 Sales taxes are due to the State and must be collected when taxable items (i.e. - 

caps and t-shirts) are sold to others. 
 

2.2 Sales taxes are due regardless of whether a parent organization has obtained tax.- 
exempt status from the IRS and regardless of whether sales taxes were charged as 
part of the sales price when the items were sold. 

 
2.3 There is a requirement to file at least one sales tax report per calendar  year 

(January - December) with the State Comptroller's office. The State Comptroller 
will inform the parent organization after filing their first sales tax report if sales 
taxes must be remitted more frequently (based on taxable sales in one year). 

 
2.3.1 The State Comptroller's office will generally mail the required reporting 

forms and information to the organization after it has obtained a Sales Tax 
Permit. If you did not receive the sales tax reporting forms, the 
organization is still required to complete the appropriate sales tax report. 

 
2.3.2 If an organization has a Sales Tax Permit, the State requires that a sales 

tax report be filed annually even if the organization did not sell anything 
taxable (zero sales/no tax due tax report). 

 
2.3.2 The sales tax report can be completed online, if preferred, by going to the 

State Comptroller's website at: 
htt p ://www.window .state.tx.us/taxinfo/sales/webfile    sales.html . 
Select either "File Tax Due" or "File No Tax Due" (zero tax report). 

 
2.4 Annual sales tax reports are due January 20th each year. Quarterly and monthly 

sales tax reports are due on the 20th of the month immediately following the end 
of the quarter or month, respectively. 

 
2.5 All KISD locations are currently located in a 8.25% sales tax rate area. 

 
2.6 When completing the sales tax report, verify that the amount listed as total taxable 

sales reflects the sales price before tax. It should not be the total amount collected 
including tax or your organization will be paying sales taxes twice. 

 
2.6.1 For  example  if  the  total  amount collected  including  tax  for a T-shirt  is 

$15.00, the sales price would be $13.99 ($15.00/1.0825). 

2  
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3.0 One-day Tax-free Sales 

 
3.1 Parent organizations are allowed two one-day tax-free days per calendar year by 

the State if they have obtained exempt status from the IRS and exemption from 
sales and use taxes from the State. 

3.2 A one-day tax-free day is a day (24 consecutive hours) a parent organization can 
sell taxable items and not have to collect and consequently remit the normal sales 
taxes due to the State. 

 
3.3 In order to be fair to those taking over the next year, it is recommended that 

parent organizations use one of these tax-free days during the fall semester and 
one in the spring semester (unless the nature of a particular organization is to have 
all fund-raisers in the same semester). This will allow  the  next  parent 
organization to still have one tax-free day left for that calendar year. It is 
important to communicate this information to the next officers. 

 
3.4 The criteria for a one-day tax-free sale have to do with when possession goes 

from the parent organization (which is tax exempt) to the buyer (which is not tax 
exempt). Orders and/or collections could be taken over an extended period before 
delivery is made. The delivery just has to be advertised as one day (the tax-free 
day). 

 
3.5 If your organization has a sales tax permit, it will need to report the one-day tax- 

free day on the sales tax report in "total sales", not "taxable sales". 
 
4.0 List of Common Taxable Items 

 
4.1 The following list of items or activities have been identified as being taxable when 

sold or sponsored by a parent organization.  This list is not all-inclusive. 
 

• Athletic equipment and uniforms 
• Balloons 
• Band equipment and supplies - reeds, recorders 
• Books, workbooks, etc. 
• Candles 
• Catered dinners/banquet, if not part of fund-raiser 
• Clothing - T-shirts, all other clothing items 
• Concessions, if not part of a fund-raiser 
• Copies - collections from coin or manual copiers 
• Cups - glass, plastic, paper, etc. 
• Directories - student 
• Drafting supplies 
• Flower sales 
• Garage sales 
• Gift-wrap paper 
• Handicrafts 

3  
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• Horticulture items 
• Magazine subscriptions (< 6 months) 
• Musical supplies 
• Pennants 
• Pictures/photographs 
• Plant sales 
• Programs - athletic, music, etc. 
• Recorders - musical 
• Retirement plaque 
• Rings - school 
• School Store - all items sold by school stores 
• Silent Auctions (if not part of one-day tax-free day and is for items such as free 

golf round, membership to a health club, other recreational-type items, etc.) 
• Spirit Items - ribbons, banners, pom poms, pennants, cups, bracelets, etc. 
• Stationery 
• T-Shirts, all other clothing items 
• Uniforms - PE, cheerleader (when student property) 
• Vending - pencils and other non-edible supplies 
• Yearbooks, if not part of one-day tax-free day 

 
5.0 List of Common Non-taxable Items 

 
5.1 The following list of items or activities have been identified as being non-taxable 

when sold or sponsored by a parent organization.  This list is not all-inclusive. 
 

• Advertisements sold for school newspapers, athletic & booster  club programs, 
etc. 

• Bake/food sales 
• Car wash 
• Catalog sales (organization is acting as agent of seller & receives a commission- 

see 6.0 below) 
• Concessions, if part of a fund-raiser 
• Dinners - when prepared by parents or catered as part of a fund-raiser of a 

parent organization and not in direct competition of local vendors 
• Discount cards 
• Dues 
• Gold-C and Entertainment coupon books 
• Golf tournament entry fees 
• Fees - clinics and workshops 
• Jog-a-than 
• Magazine subscriptions (6 months or more) 
• Memory books or Yearbooks 
• Raffle tickets 

4  
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• Silent auctions (all if part of one-day tax-free day; if not part of one-day tax-free 

day and is for items such as gift certificates for dinner, manicure, facials, 
haircuts, stay at a hotel, etc.) 

• Tickets for admission to athletic events, drama productions, dances, school 
carnivals and other similar entertainment events (including tickets sold to play a 
game at a booth for a prize) 

 
 
6.0 Criteria to Determine if Seller or Agent 

 
6.1 If a parent organization engages in a fund-raiser where they take orders, collect 

money on the sales, retain a commission and then forwards the sales proceeds to 
the fund-raising company, the parent organization is not responsible for remitting 
sales taxes. The parent organization is merely acting as an agent for the seller 
(fund-raising company). The fund-raising company is actually responsible for 
remitting the sales taxes from the proceeds. 

 
6.1.1 Parent organization is considered the seller and is responsible for 

remitting sales taxes when it purchases inventory (i.e. - t-shirts, spirit 
items, etc.) from a retailer for a certain price and then resells the taxable 
items at its own profit or loss at a price the parent organization 
determined. 

 
6.1.2 The parent organization is considered an agent for the seller (collects on 

behalf of vendor) and is not responsible for remitting sales taxes (fund- 
raising company is responsible) when it "contracts" with a fund-raising 
company to sell items (i.e.  - certain catalog type sales, etc.) at a price 
determined by the fund-raising company, retains a  commission  and 
forwards the remaining sales proceeds to the fund-raising company. 

5  















































 
Record Retention 

 

PTOs / booster clubs should establish a record file that is passed to the new officers each year. Some items 
need to be kept indefinitely while other items only need to be kept for a certain length of time. 

 
Permanent Records 

Internal Records: 

 Articles of Incorporation 
 
 Bylaws 

 
 Minutes from meetings 

 
State Records: 

 
 Sales Tax Permit Application (if applicable) 

 
 Sales Tax Permit (if applicable) 

 
 Certificate of Formation of Nonprofit Corporation from the State of Texas 

 
 State Sales Tax Exemption Notification 

 
 State Franchise Tax Exemption Notification 

 
Federal Records: 

 
 Copy of IRS Form SS-4, Application for Employer Identification Number 

 
 Copy of Subordinate Letter (if under group exemption) 

 
 Copy of IRS Form 1023 (if not under group exemption) 

 
 Determination Letter 

 
For non-permanent records, the Texas Comptroller’s Office and the IRS have different retention periods as 
discussed below. In addition, certain circumstances, such as fraud, would allow the retention period to be 
extended beyond the normal requirement. 

 
According to the Texas Comptroller’s Office, this office has four (4) years from the date the tax becomes 
due and payable in which to assess the liability. This statute of limitations may be extended beyond the 
four (4) years, if an agreement is made in writing between the Texas Comptroller’s Office and the PTO / 
booster club. In cases of fraud, or if the sales tax returns have not been filed, the statute of limitations 
does not apply and the Texas Comptroller’s Office may assess and collect taxes, penalties, and interest at 
any time. 

 



The statute of limitations does not apply when information contained in the sales tax report contains 
a gross error and the amount of tax due and payable after the error is corrected is 25% or more than the 
amount initially reported. In addition, other exceptions to the statute of limitations may apply. 

 
According to the IRS, PTOs / booster clubs must keep each annual information return (i.e., Form 990, Form 
990-EZ, or 990-N) for 3 years from the date the form is required to be filed or from the date the form is 
actually filed, whichever is later. However, if fraud is suspected or if returns have not been filed as 
applicable, the IRS could request information prior to the 3-year period discussed above. 

 
In considering the requirements of the Texas Comptroller’s Office and the IRS, the record file should 
contain at least the following items for a minimum of five (5) years (current year and the four (4) previous 
years). 

 
Non-permanent Records 

Internal Records 

 Financial Reports and Audit Reports 
 
 All financial backup including checkbook and banks records 

 
 Information related to contributions received by a PTO / Booster Club from individuals or businesses 

 
 

State Records 
 
 Sales Tax Reports Filed 

 
 Copy of correspondence with the Texas Secretary of State and the Texas Comptroller’s Office 

 
Federal Records 

 
 Copy of IRS Forms 990, 990-EZ, or 990-N filed 

 
 Copy of correspondence with the IRS 

 
Before discarding any records, confirm with the Texas Comptroller’s Office and the IRS that your 
organization is in good-standing and that no open items or issues exist related to the time period involving 
the records that you would like to discard. 

 
According to IRS disclosure requirements, if someone requests to view any of your tax applications, forms 
filed, or tax returns, you must provide complete copies of the material. 

 
 

 5/24/19  

















PTO/Booster Club Financial Report 
for the 20__-20__ School Year 

 
 

         Organization Name                                    Campus Affiliation 
 

Financial information should be presented as of June 30th, or end of the school year 
 
Balance Sheet Information 

 
$   

Current Assets 
 
 

$_______________________ 
Current Liabilities & Fund Balance 

Income Statement Information (also called Profit/Loss Statement) 

Summary of Revenues 
Fundraiser 1 $ 
Fundraiser 2 $ 
Fundraiser 3 $ 
Membership Dues $ 
Donations $ 
Other Income $  

TOTAL REVENUE $ 
 

Summary of Expenditures 
Fundraiser 1 $ 
Fundraiser 2 $ 
Fundraiser 3 $ 
School Donations $ 
Other Expenses $  

TOTAL EXPENDITURES $ 
 

This chart is provided as an example only. It is provided to give  
an indication of the level of detail expected in reporting. 

 
 

Definitions Legend: 
Current Assets – cash short-term investments, or other assets easily convertible to cash 
Current Liabilities – amounts owed to other organizations, individuals, or vendors 
Revenues – incoming funds from sales of products/services, donations, and/or income from other sources 
Expenditures – outgoing funds to pay for fundraising products, events, donations to school, and/or other 
expenses 

 
 
 

      Name of President                                               Signature          Date 
 
 
 
      Name of Treasurer                                               Signature                                          Date                  



Organization: ___________________________________________ Date: _______________

Balance per Books/Financial Report:

Beginning Balance on Hand (beginning of fiscal year ______________) $

Receipts (from date of last audit) $

Disbursements (from date of last audit) $

Ending Balance on Hand (end of fiscal year _______________) $

Balance per Bank Statement:

Balance per Bank Statement (checking account) @ end of fiscal year $

Add:  Deposits in Transit (on books at year end, but not bank statement) $

Less:  Total Outstanding Checks (on books, but have not cleared the bank) $
Checks Outstanding

Check No. Payee Amount

Adjusted Bank Balance (must equal end of fiscal year balance per books) $

Date of Audit: ______________________

We have examined the Financial Report of the ___________________________________________________
as of the year ended _________________.  The review was performed with: (select one)

no exceptions noted; therefore, the Financial Report appears proper and correct.

immaterial exception(s) being noted.  Except for these minor exceptions, the 
Financial Report appears proper and correct.  See attached listing of exceptions.

material exception(s) being noted.  Because of the material exception(s), the
Financial Report is not proper and correct.  See attached listing of exceptions.

material exception(s) being noted to the extent that the committee was unable to
determine the status of the Financial Report.  See attached listing of exceptions.

Financial Audit Reconciliation Report







Financial Management Handbook 
For Parent Organizations 

Section 8 
UIL Guidelines for Booster Clubs 

 
 

1.0 Requirements 
 

1.1 It is the responsibility of the parent organization officers to ensure that they 
operate within the guidelines of University Interscholastic League (UIL). 

 
1.2 The organization officers should get with the coach, sponsor or principal if they 

have questions related to the UIL. 
 
1.3 Booster clubs do not have the authority to direct the duties of a school district 

employee.  The scheduling of contests, rules for participation, methods of earning 
letters and all other criteria dealing with the inter-school programs are under the 
jurisdiction of the District. 

 
1.4 Booster clubs may make recommendations on the handling of donations to a 

school or the District, but cash or other valuable consideration must be given to 
the school or the District to use at its discretion.   

 
1.5 The UIL guidelines provided are for your reference and are not meant to be all-

inclusive. 
 
 

   Please go to https://www.uiltexas.org/policy/guidelines-for-booster-clubs for 
the most up to date UIL guidelines. 

https://www.uiltexas.org/policy/guidelines-for-booster-clubs
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