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FOR YOUR RECORDS ONLY 

PTA/PTO/BOOSTER CLUB CHECKLIST 

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

See the Due Date Checklist that summarizes the required information. 

FINANCIAL MATTERS 

The parent organization should keep a record of all financial related information. Below 
is a summary of financial information that a parent organization should maintain.  

FEDERAL REGULATORY INFORMATION 

The following items need to be done only once since the origination of the parent 
organization.     

• Obtain an Employer Identification Number (EIN) from the Internal Revenue 
Service (IRS). 

• 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 organization’s 
tax-exempt status, a Determination Letter would have been received from the IRS. 

If you have not applied for the tax-exempt status, either contact the Internal Audit 
Department about participating in the CISD Educational Support Groups, Inc. or apply on 
your own.  To apply, 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.  
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FINANCIAL MATTERS – CONTINUED 

FEDERAL REGULATORY INFORMATION - CONTINUED 

The following items may be applicable during each school year or calendar year.  

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

File the IRS Form 990-N, 990-EZ or 990, Return of Organization Exempt from Income Tax, 
each year.     

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).  

If you are a member of the CISD Educational Support Groups, Inc. your fiscal year-end is 
May 31, which means your 990 is due to the IRS on or before October 15.  There are 
penalties for late filing or failure to file.  In order to avoid penalties, file the 990 on or 
after June 1.  Send a copy of the 990 to the Internal Audit Department by September 1. 

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 February 28 of each year.  Check 
the IRS web site at www.irs.gov for information on who should receive 1099’s. 

BANK ACCOUNT / TREASURY INFORMATION 

The following information needs to be updated as information changes with the parent 
organization. 

• The bank accounts used by the parent organization. 

• The identification number used for the bank accounts. The parent organization’s 
Employee Identification Number (EIN) issued by the IRS should be used to open the bank 
account.  

DO NOT USE:  

• An individual’s social security number and/or  

• The District’s EIN. 

https://www.irs.gov/
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The authorized signers on the bank account should be updated and changed as 
officers change.  

BANK ACCOUNT / TREASURY INFORMATION CONTINUED 

The treasurer should prepare a financial report on a monthly basis and present to the 
organization’s board.   

An annual financial report should be presented to the parent organization, the principal, 
and the Internal Audit Department. 

The District requires that the annual financial report be reviewed by either a review 
committee or an outside party, such as a CPA.  A report should be prepared indicating the 
results of the review of the organization’s financial information, including the financial 
report.  The report should be presented to the parent organization, the principal and the 
Internal Audit Department.  

STATE REGULATORY INFORMATION 

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

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

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

Important 
The principal and the principal’s secretary cannot be an authorized signer on the parent 
organization’s bank accounts. 
In addition, no employee of the District may be the club treasurer or an authorized signer 
An employee of the District encompasses any individual that has a CISD employee identification 
number.  This would include any full-time employee, part- time employee, substitute, etc. that 
receives a pay check from CISD. 



PARENT ORGANIZATION GUIDELINES 

7 
Table of Contents 

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

If the parent organization is incorporated, determine whether your organization has 
obtained an exemption from Texas franchise tax from the Texas State Comptroller’s 
Office. 

The following item is applicable each school year or calendar year.    

If the PTA/PTO/Booster club has a Texas sales tax permit then your organization must 
file a Texas state sales tax reports as required, even if zero sales were made during the 
period. 

The Texas State Comptroller’s Office determines whether the report needs to be filed 
quarterly, semi-annually, or annually and is subject to change. 

GENERAL REQUIREMENTS 

Provide the parent organization’s official mailing address.    

Provide the school principal with the parent organization’s charter, Articles of 
Incorporation, EIN #, bylaws, and operating procedures when they are originated.  In 
addition, provide updated copies as changes are made. 

Provide the Internal Audit Department and the school principal with a list of the parent 
organization officers at the beginning of each school year and as officers change.  The list 
should include: 

• Name 

• Position 

• Home phone number 

• Work/cell phone number 

• E-mail address and mailing address 

• Include club sponsor (i.e. teacher, coach) 
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FUNDRAISERS 

Provide the school principal with a list of fundraisers planned for the current year no 
later than the date established by the school principal or October 1 for fall fundraisers 
and March 1 for spring fundraisers. 

Provide the school principal with detailed fundraising information at least 30 days prior 
to the fundraising event. 

The detailed fundraising information should include: 

• Purpose of the fundraiser, 

• Type of fundraising activity (i.e., candy sale, carnival) 

• Date(s), time(s), and place(s) of the activity, 

• Name of the sponsoring organization, 

• Name and phone number of organization’s representative, 

• Name and phone number of person(s) in charge of the fundraiser, and 

• Name and phone number of the person(s) who will be handling the money for the 
fundraiser. 

If your parent organization has received tax-exempt status from the Texas State 
Comptroller’s Office, your organization is entitled to two (2) “one-day, tax-free” 
sales/auction days per calendar year. 

If you are entitled to the two “one-day, tax-free” sales days, indicate the “one-day, tax-
free” sales/auction that have been used or that are planned. 

The PTA/PTO/BOOSTER CLUB cannot require members or students to fundraise 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 PTA/PTO/BOOSTER CLUB is currently 
requiring fundraising, discontinue this requirement. 

The PTA/PTO/BOOSTER CLUB cannot use individual accounts to credit an individual for 
funds raised.  If your PTA/PTO/BOOSTER CLUB is using individual accounts currently, 
this practice should be discontinued. 

 



PARENT ORGANIZATION GUIDELINES 

9 
Table of Contents 

FUNDRAISERS - CONTINUED 

Fundraising is an opportunity to generate revenue for the PTA/PTO/BOOSTER CLUB 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 fundraising than 
another.  In addition, if a member or student chooses not to participate in the fundraiser, 
that person still receives an equal benefit from the revenues generated.   
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CISD BOARD POLICY GE (LEGAL) 

RELATIONS WITH PARENT ORGANIZATIONS 

PARENT-TEACHER  
ORGANIZATIONS 
 

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

RELATIONS WITH PARENT ORGANIZATIONS 

 

USE OF DISTRICT 
FACILITIES 

District-affiliated school-support or District-affiliated 
school-support organizations and booster organizations, 
and other parent groups, shall organize, fundraise or 
solicit donations, and function in a way that is consistent 
with the District’s philosophy and objectives, Board 
policies, District administrative regulations, applicable UIL 
or other governing association guide-lines, and financial 
and audit regulations. [See also CDC and CFC] 
 
Before engaging in fundraising or soliciting gifts, an 
organization or group shall notify the principal or other 
appropriate administrator identified in administrative 
regulations. [See CDC(LOCAL) for District acceptance of 
gifts and solicitations]  
Use of District Facilities 
 
District-affiliated school-support or booster organizations 
may use District facilities with prior approval of the 
appropriate administrator. Other parent groups may use 
District facilities in accordance with policy GKD. 
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To assist our schools and students in the District parents may form organizations to 
promote the school program or to complement a particular student group or activity. 
Parent Teacher Organization (PTO), Parent Teacher Association (PTA), other similar 
organizations and Booster Clubs, (hereinafter referred to as “parent organization”) 
provide an important support function to schools and student groups; however, they also 
require a strong commitment from members to work properly.  Therefore, deciding 
whether or not to form a parent organization is a difficult decision that requires careful 
consideration of the pros and cons of formation.   

Parents interested in forming a parent organization should discuss the pros, the cons, and 
the responsibilities of having a parent organization with each other as well as the 
principal/sponsor of the student group.   

The following are some questions to consider when deciding whether or not to form a 
parent organization: 

• What can a parent organization accomplish that cannot be achieved through 
the school or student group? 

• Do I have time to commit to a parent organization? 

• Are there enough parents with time to commit to a parent organization?  

• Am I willing to perform the necessary research, training, and paperwork to 
be in compliance with all District, UIL, State, and Federal regulations?  (This 
includes submitting required information to the Texas Comptroller’s Office 
and the IRS.) 

• Have I read the Parent Organization Guidelines to discover my 
responsibilities once a parent organization is formed? 

• Have I spoken with other parent organizations to determine what 
benefits/problems they have experienced? 

• Have I spoken with the principal/sponsor to obtain support for the 
formation of a parent organization? 

Parents do not have to form a parent organization to support a school or student group.  
Parents may still support a school or student group as parents through fundraisers and 
other activities.  The money raised for these groups is accounted for in a Student (Agency) 
Activity Fund set up through the District.  This money would be considered the student 
group’s money and would benefit only that group of students.  The District is responsible 
for all of the accounting and legal responsibilities of these funds. 

Once you have decided to form a parent organization, approval must be obtained from 
the campus principal before proceeding with any other steps to form a parent 
organization.   
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Each such organization must submit the following to the campus principal for approval:  

1. The constitution and by-laws of the organization.  

2. A list of all activities and fundraisers, annually.  

3. The budget of the organization, annually.  

 

The principal must approve the formation of a PTO/Booster Club before the 
organization takes any further action to create a unique identity. 

A current list of officers of each organization will be kept on file in the principal’s office of 
the school involved.  

No employee of the District may serve as a treasurer or bank account signatory in a parent 
organization or booster club. Principals may not serve as board members for any campus 
related group at the school to which they are assigned.  

Parent organizations must agree to abide by all applicable UIL, District, and campus rules.  

The faculty sponsor of a student group will serve as the liaison between any organization 
formed with that student group and the District. If no specific group is involved, the 
principal will serve as the liaison.  

Each parent organization must strive to remain in good standing with all state and federal 
agencies.  Therefore, each parent organization is responsible for obtaining its own 
competent independent counsel on accounting and tax matters related to its specific 
circumstances.  This counsel may include a Certified Public Accountant (CPA) or an 
attorney.  The cost of these services would be the parent organization’s responsibility. 

Parent organization officers are solely responsible for ensuring that their organization is 
in compliance with all state and federal regulations.  Therefore, the District, including any 
District employee, is not responsible for a parent organization not being in good standing 
with all state and federal agencies.  However, the District provides information that assists 
the parent organization in complying with state tax and federal regulations. 

Parent organizations have many responsibilities to the federal government, the state, the 
District, and to the students they support.  Part of this responsibility is to keep accurate 
and updated records so that the organization may complete the necessary filing 
requirements with the state and the IRS.  In addition, these records will help you prepare 
your annual Financial Report and Review Committee Report. 

Most of the reporting requirements of a parent organization are dependent on the financial 
records kept; therefore, the office of parent organization treasurer is an extremely 
important and vital position that should not be taken lightly.   
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Even though the treasurer may assign certain duties to another person (i.e., Fundraiser 
Chairperson – Catalog Sales), the treasurer is ultimately responsible for assuring that all 
financial records are maintained accurately for the parent organization. 

With this in mind, this section has been prepared to assist you in establishing a general 
record-keeping system and a general system of internal controls, and to guide you in 
preparing the Financial Report and related Review Committee Report.  Establishing a good 
record-keeping system is an essential step in creating a successful organization.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PARENT ORGANIZATION INFORMATION SHEET 

15 
Table of Contents 

Send an updated copy of this form to your school principal and to the Internal 
Audit Department as new officers are elected or as information changes. 

1. Organization Name             

2. School Name:              

3. Employer Identification Number (EIN):             

4. Official Mailing Address:  

PO Box / Street Address:           
                

City, State, Zip:           
    

5. Date of Change:  _______/_______/_______  

6. Current Organization Officers for the ___________________________  School Year 

7. Club Sponsor (If PTO/PTA, please list school Principal)  

Name:           Email:      
 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 
Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 
Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 
 

By law, information on this page is public information and must be released to the public at such request. 
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Send an updated copy of this form to your school principal and to the Internal 
Audit Department as new officers are elected or as information changes. 

8. Current Organization Officers (continued): 
 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

 

By law, information on this page is public information and must be released to the public at such request. 
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Due Date Report Due To 
   
As Soon As Available Meeting & Activity Calendar Principal & Post for all 
September 1  
Update for any changes 
after date passes 

PTA/PTO Booster Club Information Sheet Principal  
Internal Audit Department 

September 1 Year-End Financial Report prepared by 
Treasurer 

Principal  
Internal Audit Department 

September 1 Year-End Financial Audit or Review 
Committee Report 

Principal  
Internal Audit Department  

September 1 Send Form 990, 990EZ, 990N to IRS no later 
than 4 ½ months after your fiscal year ended. 
 

Use Form: If your gross 
receipts for the 

year… 
990 were $200,000 or 

greater 
990EZ were more than 

$50,000 and  
less than $200,000 

990N were $50,000 or less 
 
Please note that if you file Form 990N, this 
form is to be completed online and filed 
electronically.  
 
We strongly suggest filing these documents 
as soon as possible after the fiscal year-
end, before turning books over to new 
officers. 

IRS 4 ½ months after fiscal 
year-end 
Internal Audit Department 
by September 1 

October 1 
(If not a member of CISD 
Educational Support 
Groups, Inc.) 

Articles of Incorporation, By-laws, 
Determination Letter for 501(c)(3) status 
from IRS 
Only required once for each organization 
unless documents are changed. 

Principal  
Internal Audit Department 

October 1 Fundraiser information for Fall fundraisers Principal 
March 1  Fundraiser information for Spring fundraisers Principal 
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BECOMING AN EXEMPT ORGANIZATION AS A PUBLIC 501(C) (3) ORGANIZATION 

After receiving approval to form a parent organization there are steps that must be 
completed to create your own identity and to establish the organization.  

CISD has a group exemption held by CISD Educational Support Groups, Inc. Your 
parent organization is not required to join the group exemption. By participating, 
your parent organization shares in the benefits of its 501(c) (3) status and does not 
have to apply for its own federal tax exemption as a public 501(c) (3) organization 
with the IRS.  

If your organization decides to take part in the CISD group exemption for parent 
organizations, instead of applying for individual exempt status, the Internal Audit 
Department will handle much of the work for you and will guide you in completing the 
required documents. Internal Audit will direct and assist your group to:  

• Obtain your own EIN  

• Prepare Articles of Incorporation 

• File your Articles of Incorporation with the State of Texas 

• Prepare By-Laws 

• Obtain Sales & Use Tax, and Franchise Tax exemption 

• Obtain a Sales Tax permit (if needed) 

• Prepare reporting on sales tax and Form 990 (if needed) 

Contact the CISD Internal Audit Office if you are interested in joining the group exemption. 
Those groups expressing interest in this exemption will be contacted and provided 
additional instructions. 

The following are steps to follow when establishing your parent organization: 

1. Establish a parent organization initial board of directors to setup the organization.  
(Members of the initial board of directors cannot be considered as parent organization 
officers until they are elected at a general membership meeting.) 

2. Determine official mailing address of the parent organization.  By maintaining a 
consistent mailing address, you will not have to update your address each year to the 
District, the Texas Secretary of State, the Texas Comptroller’s Office, the IRS, and your bank. 

We recommend that a post office box (PO Box) or private mailing box (PMB) be used as the 
official mailing address. The school’s address may be used as the parent organization’s 
official address; however, the PTO/Booster Club may not receive mail timely when the 
school is closed (i.e., summer vacation and holidays). 

Do not use home addresses since officers change frequently. 
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3. Apply for an Employer Identification Number (EIN) with the IRS.  You can apply for 
an EIN online, by fax, or by mail.  When applying for your EIN, be sure to use the exact same 
parent organization name as you used in your Articles of Incorporation. If you choose to 
apply by fax or mail, you can obtain the SS-4 form at https://www.irs.gov/forms-
pubs/about-form-ss-4. 

You can file the form using one of the following methods: 

• Apply online at IRS.gov 
• Fax Form SS-4 to (855)641-6395  
• Mail Form SS-4 to: Internal Revenue Service 

   Attn: EIN Operation 
   Cincinnati, OH 45999 

All parent organizations must obtain a unique Employer Identification Number (EIN) if 
they do not already have one.  Parent organizations are not permitted to use the District’s 
EIN or its Texas sales tax permit number. 

After receiving an EIN, the parent organization can open a bank account. Use the EIN to 
open the bank account.  DO NOT OPEN A BANK ACCOUNT WITH A SOCIAL SECURITY 
NUMBER. If the bank account is opened prior to the election of officers, the board of 
directors may be signers on the account, as long as they are not CISD employees.  DO NOT 
OBTAIN A DEBIT CARD. If the bank provides a debit card, do not use the debit card for 
expenses. 

4. Draft and approve the parent organization’s Articles of Incorporation.  The board 
of directors may approve the articles to allow the group to proceed with filing the Articles 
of Incorporation with the state and applying for tax-exemption with the IRS.  

If the group is concerned that the desired name of the parent organization is unavailable 
you may contact the Secretary of State’s office. The Secretary of State can verify that the 
name is available and acceptable for your organization to use. The Secretary of State can 
be reached at (512) 463-5555. 

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 78711-369 
 

5. Draft and approve the parent organization’s bylaws.  The board of directors may 
approve the bylaws to allow the group to proceed with applying for incorporation with the 
State and applying for tax exemption with the IRS.    

https://www.irs.gov/forms-pubs/about-form-ss-4
https://www.irs.gov/forms-pubs/about-form-ss-4
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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The CISD Internal Audit Department will provide a bylaws template if you need assistance 
drafting the document for your parent organization. 

Note, if you are a part of the group exemption held by CISD Educational Support 
Groups, Inc., steps 6-11 will not apply to you. You do not need to apply for your 
federal tax-exemption as a public 501(c) (3) organization with the IRS. This is 
covered under the group exemption.  

Organizations participating in the group exemption 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 will be handled by the Internal 
Audit Department in applying for the group exemption. 

6. Apply for federal tax-exemption as a public 501(c)(3) organization with the IRS 
using Form 1023, Application for Recognition of Exemption Under Section 501(c)(3) of the 
Internal Revenue Code.  Complete Schedules A through H as required.  

Mail Form 1023 checklist, Form 1023, check for filing fee, any required Schedules, copy of 
Articles of Incorporation with filing stamp and copy of signed bylaws to: 

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

The IRS provides information, explanations, guides, forms, and publications about forming 
a 501(c) (3), see Life Cycle of a Public Charity. 
 

All parent organizations should obtain federal tax exempt status as a public 501(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.  If a parent 
organization is new, the organization should apply for and receive its tax exempt status 
from the IRS on their own or through the CISD Organizational Support Groups. 

Read “Top Ten Tips to Shorten the Tax-Exempt Application Process” before you submit 
your application. 

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

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

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

10. Send a copy of the Determination Letter to the CISD Internal Audit Department. 

 

https://www.irs.gov/uac/About-Form-1023
https://www.irs.gov/uac/About-Form-1023
https://www.irs.gov/Charities-&-Non-Profits/Charitable-Organizations/Life-Cycle-of-a-Public-Charity
https://www.irs.gov/Charities-&-Non-Profits/Top-Ten-Reasons-for-Delays-in-Processing-Exempt-Organization-Applications
https://www.conroeisd.net/internal-audit/
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11. Apply for an exemption from Texas sales tax, hotel occupancy tax, and franchise tax 
by completing the required form.  

All parent organizations should also file with the State of Texas to obtain an exemption 
from state taxes. After receiving your determination letter from the IRS, you can request 
exempt status from state sales and use taxes (to purchase items to be used in an exempt 
manner) and franchise taxes by filling out the appropriate application. 

Parent organizations will need to complete AP-204 for Federal Exemptions and all 
others. (Booster Clubs cannot apply for an exemption until they have received their 
501(c) (3) exemption from the IRS). 

Visit the Texas State Comptroller’s website and complete the form per instructions. Print 
the application and enclose copy of Articles of Incorporation and IRS Determination Letter 
and mail to:     

Tax Policy Division 
Exempt Organizations Section 
Texas State Comptroller’s Office 
P.O. Box 13528 
Austin, TX 78711-3528   

Note, if you are a part of the group exemption held by CISD Educational Support 
Groups, Inc., you do not need to apply for an exemption from Texas sales tax, hotel 
occupancy tax, and franchise tax. The Internal Audit Department will complete your 
application and submit. 

12. Apply for a Sales Tax Permit (if needed) with the Texas Comptroller’s Office.  If the 
parent organization will not be selling any taxable items or services, you do not need to 
obtain a Texas Sales Tax Permit. 

Complete the Application for Sales and Use Tax Permit (AP-201), if needed for resale 
purposes, online or by mail. Mailing address is listed below: 

Comptroller of Public Accounts 

111 17th Street 

Austin, TX 78774-0100 

If your organization had a permit number before you became a 501(c) (3), indicate the old 
number on the form so that the old account can be closed when the new permit is issued. 

13. A membership drive should occur to let parents know about the PTO / Booster Club 
and when the first membership meeting will be held.  At the first meeting, have the general 
membership approve establishing the PTO / Booster Club.   

 

https://comptroller.texas.gov/taxes/exempt/forms/
https://comptroller.texas.gov/taxes/exempt/forms/
https://comptroller.texas.gov/
https://comptroller.texas.gov/taxes/sales/forms/index.php
https://comptroller.texas.gov/taxes/permit/
https://comptroller.texas.gov/taxes/sales/forms/index.php
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The general membership should approve the PTO/Booster Club bylaws that were 
approved by the board of directors including any revisions needed. Then elect officers in 
accordance with the bylaws. 

Send a list of the officers to the principal and the CISD Internal Audit Department.  

14. Place all documents related to these steps in a “Permanent File” to be stored in a 
safe place in order to be forwarded to the new officers each year.  Also, save the information 
electronically and provide to several officers to ensure that the information is safeguarded. 

15. The officers of the parent organization will be responsible for completing and filing 
a form 990, a 990EZ, or a 990N, as well as, sales tax reports when they are due. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.conroeisd.net/internal-audit/
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1.0 General Information 

1.1 The Conroe Independent School District (CISD), encourages 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 PTOs 
and booster clubs 

1.2 Parent organizations must agree to abide by all applicable UIL, District and campus 
rules.  

1.3 The purpose of this section is to provide general, not specific and/or all-inclusive, 
tax information to principals and officers as it relates to a parent organization. 
Parent organizations should strive to remain in good standing with all federal and 
state agencies. Each parent organization is responsible for obtaining its own 
competent independent counsel on accounting and tax matters related to its 
specific circumstances.  This counsel may include a Certified Public Accountant 
(CPA) or an attorney.  The cost of these services would be the parent organization’s 
responsibility. It is each parent organization’s sole responsibility to seek competent 
professional tax assistance for its own tax reporting requirements.   

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

1.5 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. 

1.6  All meetings of parent organizations must be public meetings. 

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

1.8 Each parent organization shall operate under bylaws and shall submit a copy to the 
school principal and Internal Audit Department. 

1.9 Parent organization funds and/or assets that are donated to a school must be 
coordinated with the school’s principal. 

1.10 Property purchased with parent organization funds, and donated to the school, 
becomes the property of the District and should be used exclusively at the specified 
campus. 

1.11 Payment from parent organization funds may not be made directly to any CISD 
employees for services rendered to/for that organization. 
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1.12 Parent organizations who wish to donate funds to a school’s activity funds for the 
benefit of the school’s teachers must either write on the check that the funds are 
for the General Teacher Fund or indicate that information in a cover memo included 
with the check. 

1.13 If an organization loses its public 501(c) (3) tax exempt status, the organization 
should take the necessary steps to regain the tax exempt status as soon as they 
receive notification from the IRS of the loss of exemption. 

2.0 Requirements for Operations 

2.1 All parent organizations and booster clubs will: 

2.1.1 Be voluntary and support student activities of the school.  

2.1.2 Use school facilities only with prior approval by the superintendent or 
designee.  

2.1.3 Not attempt to influence District employees in the administration of duties.  

2.1.4 Comply with administrative regulations, Board policy, and any applicable 
UIL rules when offering money or gifts to the District. [See Board policy CDC]  

2.1.5 Pay all taxes and other debts incurred by the organization.  

2.1.6 Provide evidence of adequate insurance coverage for the club, if needed. 

2.1.7 Submit to an annual audit and supply copies of its audited financial 
statements to the campus principal and Internal Audit Department annually.  

2.1.8 Assume liability for any and all personal injuries or property damage arising 
from their activities.  

3.0 Responsibility Guidelines 

3.1 The responsibility for the proper collection, disbursement, and safeguarding of all 
money and all other parent organization assets and the proper reporting of each 
parent organization’s activities to the Internal Revenue Service, State Comptroller, 
and to Conroe ISD rests solely with each parent organization’s officers, jointly and 
individually, not the school district or any of its employees. 

3.2 Principals should encourage the use of parent organization funds in manners that 
benefit all students. 

3.3 Each parent organization should publish a calendar of scheduled meetings, board 
meetings and general membership meetings, at the beginning of the school year.  
This will allow all members to reserve meeting dates and should increase 
attendance and participation.  As soon as dates are selected for fundraisers and 
other activities, these should be added to the calendar.   
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3.4 The commingling of parent organization money with school money is not 
permitted.  

3.5 School employees may not accept loans of funds from parent organizations. 

3.6 A parent organization should be absolutely sure it has or will have the money 
necessary to meet its financial commitments.  A parent organization does not have 
the authority to commit or to represent in any way that CISD is responsible for any 
of its obligations in the way of paying bills and/or fulfilling any other agreement. 

3.7 Incoming officers should never accept financial records from the prior officers 
without having them audited or reviewed by a review committee.  

3.8 Each parent organization should select a qualified individual or a review committee 
of members independent of the financial activities to conduct an annual review, 
which must be permanently maintained in the organization's records with a copy 
provided to the school principal and the Internal Audit Department. 

3.9 Each parent organization should receive a monthly financial reports and have it 
presented at the parent organization meetings. An annual financial report should 
also be prepared and submitted to the school principal and Internal Audit. 

3.10 Parent organizations should seek competent tax and legal advice on their own and 
at their expense on an as-needed basis to assist and to advise them on legal and tax 
matters.  

3.11 Each parent organization that has 501(c) (3) status must provide the school 
principal and Internal Audit with a copy of the appropriate completed IRS Form 
990.  

3.11.1 Almost all non-profit, tax exempt organizations must file some form of the 
990.  Check the IRS web site or contact a tax advisor to determine the 
applicable form for your organization. The Internal Audit Department offers 
a tax seminar in May to assist parent organizations with their 990 
completion. 

3.12 Each parent organization must complete the “Parent Organization Information 
Sheet” annually and send to the school principal and Internal Audit. 
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4.0 Officer Duties 

4.1 Listed below are general duties of the president of a parent organization. 

4.1.1 Oversee the review committee or external person who will audit/review the 
financial records at year-end. 

4.1.2 Review the year-end audit and ensure that all questions are answered by the 
treasurer before records are turned over to the new officers. 

4.1.3 Provide copies of the year-end audit to the school principal and Internal 
Audit no later than September 1. 

4.1.4 Ensure a year-end financial report is prepared by the treasurer and 
presented to the organization’s board, with copies to the school principal 
and the Internal Audit Department, no later than September 1. 

4.1.5 Responsible for all financial affairs of the organization and associated 
reporting thereof including any duties that may be delegated. 

4.1.6 Review monthly bank statement before it is given to the treasurer to be 
reconciled. 

4.1.7 Submit all fundraiser requests to the principal for his/her approval no later 
than October 1 of the fall semester and March 1 for the spring semester. 

4.1.8 Preside at all meetings of the parent organization’s officers/directors. 

4.1.9 Coordinate the work of the directors and/or committees in order to promote 
the organization’s objectives. 

4.1.10 Coordinate the work so that the necessary reports are submitted in a timely 
manner to the appropriate state and Federal agencies. 

1  4.1.11 Ensure the annual audit or review committee report, is performed. 

3  4.1.12 Perform such other duties as deemed necessary by the directors. 

4.2 Listed below are general duties of the vice-president of a parent organization. 

4.2.1 Assume the duties of the president in the event of the president’s inability 
to serve or resignation. 

4.2.2 Chair organization committees. 

4.2.3 Maintain a list of all members of the organization. 

4.2.4 Co-sign organization checks as needed. 

4.2.5 Perform such other duties as deemed necessary by the directors. 
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4.0 Officer Duties - CONTINUED 

4.3 Listed below are general duties of the secretary of a parent organization. 
 

4.3.1 Record the minutes of all meetings of the directors, and furnish a copy of 
such minutes to the president within one week following the meeting. 

4.3.2 Coordinate all correspondence relating to the organization. 

4.3.3 Catalogue and supervise the property of the organization. 

4.3.4 Publish all notices of meetings or other matters. 

4.3.5 Co-sign organization checks as needed. 

4.3.6 Perform such other duties as deemed necessary by the directors.  

4.4 Listed below are general duties of the treasurer of a parent organization. 
 

4.4.1 Maintain financial records (keep an accurate record of receipts and 
expenditures). 

4.4.2 Prepare the budget and provide financial reports to the board monthly and 
at other times as requested. 

4.4.3 Receive all funds for the organization and promptly deposit money in a bank 
designated by the directors. 

4.4.4 Pay out funds with proper approval and documentation in accordance with 
the approved budget. 

4.4.5 NOT be an authorized signer on the bank account. 

4.4.6 Prepare, or have prepared, all required tax returns (form 990/990EZ and 
sales tax) on behalf of the organization. 

4.4.7 Establish good accounting procedures. 

4.4.8 Establish permanent file for financial related records. 

4.4.9 Present a year-end financial report to the board with copies to the school 
principal and Internal Audit no later than September 1. 

4.4.10 Cooperate with the review committee or person assigned to audit/review 
financial records at year-end. 

4.4.11 Turn over all financial records to the new treasurer. 

4.4.12 Perform such other duties as deemed necessary by the directors. 
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5.0 Sales Tax  

5.1 Parent organizations that plan on selling any taxable items as fundraisers will need 
to apply for a sales tax permit. They also need to download a sales tax report from 
the Comptroller’s web site and file it as instructed on the form. 

5.2 Sales taxes are due to the State and must be collected when taxable items (i.e.  
wrapping paper, candles, etc.) are sold to others.  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. 

5.3 If a parent organization has obtained an exemption from the State for Texas sales 
and use taxes, it simply means that the parent organization can purchase items for 
the organization’s exclusive use or for resale (once the items are sold, they are 
taxable) without paying sales taxes.   

5.4 There is a requirement to file at least one sales tax report per calendar year 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).  The State Comptroller's office 
will generally mail the required reporting forms and information to a parent 
organization after it has obtained a Sales Tax Permit. 

5.4.1 If a parent organization has a Sales Tax Permit, the State requires that a sales 
tax report be filed annually even if the parent organization did not sell 
anything taxable (zero sales tax report).   

5.4.2 The sales tax report can be completed online, if preferred, by going to the 
State Comptroller’s website.  Select either “File Tax Due” or “File No Tax Due” 
(zero tax report). http://www.window.state.tx.us/webfile/salestax.html
   

5.4.3 Annual sales tax reports are due January 20th each year. 

5.5 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 parent organization is to have all 
fundraisers in the same semester).  This practice ensures that next year’s parent 
organization still have one tax-free day for that calendar year.  It is important to 
communicate this information to next year’ officers.   

 

 

 

http://www.window.state.tx.us/webfile/salestax.html
http://www.window.state.tx.us/webfile/salestax.html
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5.5.1 The criteria for a one-day tax-free sale relate to when possession of the items 
sold, transitions from the parent organization (which is tax exempt) to the 
buyer (who is not tax exempt).  Orders and/or collections could be taken 
over an extended period before delivery is made.  The delivery has to be 
conducted on one designated 24-hour day (the tax-free day). 

5.5.2 CISD offers free training in the fall on Texas taxes covering both sales and 
franchise taxes.  All parent organization officers, whose contact information we have 
received, will be notified of the training when the date has been set. 
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1.0 Accounting Controls and Procedures 

1.1 Accounting records should be limited at all times to only those persons whose 
duties require access. 

1.2 There should be written instructions on the recording of accounting transactions, 
preferably in the organization's by-laws. 

1.3 All transactions should be recorded in the organization’s financial records. 

1.4 The parent organization’s books should be reconciled to the bank statement 
monthly. 

1.5 There should be adequate separation of duties for as many of the following duties 
as possible: 

1.5.1 Cash receipting. 

1.5.2 Cash disbursements. 

1.5.3 Authorization of disbursements. 

1.5.4 Accounting records and entries. 

1.5.5 Bank statement reconciliation. 

1.5.6 Deposits. 

1.5.7 Petty cash fund. 

1.5.8 Receiving purchased goods. 

 

1.6 Bank statements should be mailed to the official mailing address of the parent 
organization, not the home of a parent organization member.  This could be the 
school's address or a PO Box. 

1.6.1 The parent organization president should review the bank statement before 
it is given to the treasurer to be reconciled 

1.7 Monthly, the board should receive a financial report prepared by the treasurer, plus 
a copy of the bank statement and the bank reconciliation.  The board should set 
time aside at each meeting to review these reports and ask the treasurer any 
questions that may arise.  It is a good idea to review reports monthly.  Missing one 
month’s review would require a much longer meeting in the following month to 
cover possible questions over the financial report. 
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1.8 Annually, the parent organization should prepare a financial report that includes 
the following information and submit it to the school’s principal and the Internal 
Audit Office by September 1st: 

1.8.1 Financial statements that cover the parent organization’s entire year or 
fiscal year. 

1.8.2 A review committee report.  

1.8.3 Submit a copy of the 990 that was filled out and submitted to the IRS.  

1.8.4 Provide a list of the newly elected officers for the parent organization. 

 

1.9 PTOs / Booster Clubs may provide support to their school in two manners:   

1.9.1 PTO / Booster Club members raise funds for the school.  Funds are deposited 
into the organization’s bank account.  The PTO / Booster Club writes a check 
to the school.  The school deposits the funds into an activity fund at the 
school.  The funds then belong to the school, to be spent at their discretion.  
All accounting and safeguarding of the funds is the responsibility of the 
school, once the school has received the funds. 

The IRS prefers that 501(c) (3) organizations use this method, since it 
provides the “cleanest” procedure to track how the PTO/Booster Club 
spends its revenues.  Using this method, the PTO’s / Booster Club’s financial 
report would show a clear path of revenues generated and expended 
exclusively for its purpose, to support the school.  In addition, this method 
reduces the amount of paperwork and responsibility for the PTO / Booster 
Club related to the accounting for the revenues and expenses of the school. 

1.9.2 PTO / Booster Club members raise funds for the school.  Funds are deposited 
into the organization’s bank account.  The PTO / Booster Club writes checks 
to the individual vendors for the expenses related to the school through their 
bank account.  All accounting and safeguarding of the funds is the 
responsibility of the PTO / Booster Club. 
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2.0 Bank Accounts 

2.1 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. 

2.2 Banks cannot open an account using the District’s EIN or its Texas Sales Tax 
Permit Number.  DO NOT USE the social security number of a parent 
organization officer to open your bank account. 

2.3 A basic checking account would be the best type of account to open.  Instruct the 
bank that no debit or credit cards should be issued for the bank account and that 
no funds should be wired from the account or transferred from this account to any 
other account.  It is best if no ATM cards were issued, either. If the bank provides a 
debit card, do not use the debit card for expenses. This prevents money from being 
removed without the proper board member’s approval and two authorized 
signatures on each check. 

2.4 The District recommends that at least two authorized signatures be required for 
each check written to assist in establishing good internal controls over check 
disbursements. The PTO/Booster Club should designate at least one or two back up 
signers in the event one of the regular signers is unavailable. All authorized signers 
must be organization members and may not be school district employees. 

2.5 The parent organization’s treasurer should not be an authorized check signer since 
he/she prepares the checks and maintains the financial records.  

 
***Please note that the treasurer or check signer CANNOT be an employee of 
Conroe ISD in any capacity. This means that they cannot have a Conroe ISD 
employee number. 

 
2.6 Each month, the bank statement should be received, opened, and reviewed by an 

officer without signature authority (that is not a signer) on the organization’s bank 
account.  This person should review checks written to signers, check that all activity 
(deposits and expenditures) seems normal, and balance seems reasonable.  Then 
the bank statements would be given to the treasurer to be reconciled. 

2.7 Bank account(s) should be reconciled monthly. 

2.8 Each month the treasurer should present a financial report, bank statement, and 
bank reconciliation to the principal and the board for their review. 
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3.0  Carry-Over Balances 

3.1 No rule or regulation exists concerning the amount of funds that a parent 
organization can have in their account.  The parent organization should have a 
minimum amount that would be carried over to the new officers so they have 
funds to start the new school year. 

3.1.1 While not required, it is recommended that each parent organization carry 
over approximately $2,500 from year-to-year.   

3.1.2 Excess money should be “earmarked” for specific purposes, and designated 
as such in the treasurer’s records.  No special forms need to be filed with 
the IRS or the District for this “earmarked” money. 

3.2 The parent organization should spend the funds raised during the year that it 
raised the funds.  This allows current students and parents to see the benefits 
from the funds raised.  The parent organization may save the money raised over a 
couple years for a large item or trip.  Be sure to inform the membership of why an 
excess in funds exist and explain how the funds will be used. 

4.0 Collections for Specific Individuals or Families 

4.1 Although staff, students, and parents want to assist individuals and families in times 
of need, service projects or fundraisers may not be held by PTOs, Booster Clubs, 
student groups, schools, or the District for individuals or families for death or 
injuries in tragic accidents, major illnesses, fires, or any other reason.   

4.2 Collecting or raising funds for these situations must be done by the family who may 
set up a special account at a financial institution.  Donations can be made by 
individuals or businesses by sending checks to the financial institution for the 
particular individual or family.  Also, individuals or families may set up online 
accounts to receive funds.   

4.2.1 For donors, contributions to individuals or families are not tax deductible 
for income tax purposes.   

4.2.2 For the individuals or families, the money received is taxable.  
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5.0 Conflict of Interest 

5.1 Officers and members must avoid any conflict between their personal interests and 
the interest of the parent organization.   

5.2 Officers and members must avoid actual conflicts of interest and the appearance of 
conflicts of interest.   

5.3 Officers and members must perform the day-to-day duties with integrity and in an 
ethical manner. 

6.0 Contributions / Donations 

6.1 Contributions Received 

6.1.1 Parent organizations may receive monetary or non-monetary contributions 
from individuals or businesses.  In addition, those parent organizations that 
have received a Determination Letter from the IRS granting 501(c) (3) tax 
exemption are allowed to receive tax-deductible contributions in 
accordance with IRS Regulation 170.  To allow the individuals or businesses 
to deduct these contributions on their tax returns, the parent organization 
must provide them the organization’s EIN and indicate that the parent 
organization is a 501(c) (3) organization. 

6.1.2 If your organization is not a 501(c) (3), contributions or donations are not 
tax-deductible.  In addition, you must inform the individual or business that 
the contributions or donations are not tax-deductible. 

6.1.3 For contributions received, the parent organization may want to send a 
thank you note that includes the EIN number for your organization.  For 
contributions of $250 or more, a note is required.   

6.1.4 For cash contributions, the thank you note should indicate the name of your 
organization, the date of the contribution, and the amount of the 
contribution.  

6.1.5 For non-cash contributions, the thank you note should indicate the name of 
your organization, the date and location of the contribution, and a 
reasonable detailed description of the property.  The estimated value should 
not be included in the thank you note.  It is the responsibility of the 
individual or business that provided the gift to determine the value that they 
would report on their tax return.   

6.1.6 If contributor/donor requests a copy of the parent organization donation 
letter, provide a copy to them. 
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6.1.7 Even though contributions or donations received will ultimately support the 
student group at a school, the gift is still considered to be a gift to the parent 
organization and not to the school or to the District. 

6.2 Quid Pro Quo Contributions Received 

6.2.1 According to the IRS, a charitable organization, such as a parent organization 
that is a 501(c) (3) organization, must provide a written disclosure 
statement to donors who make a payment, described as a “quid pro quo 
contribution,” in excess of $75. 

6.2.2 A quid pro quo contribution is a payment made partly as a contribution and 
partly for goods or services provided to the donor by the charitable 
organization.  An example of a quid pro quo contribution is where the donor 
gives a parent organization $100 in consideration for a concert ticket valued 
at $40.  In this example, $60 would be deductible.  Because the donor’s 
payment (quid pro quo contribution) exceeds $75, the disclosure statement 
must be furnished, even though the deductible amount does not exceed $75. 

6.2.3 Separate payments of $75 or less made at different times of the year for 
separate fundraising events should not be aggregated for the purposes of the 
$75 threshold. 

6.2.4 The required written disclosure statement must: 

6.2.4.1 Inform the donor that the amount of the contribution that is 
deductible for federal income tax purposes is limited to the excess of 
any money (and the value of any property other than money) 
contributed by the donor over the value of goods or services 
provided by the charitable organization, and 

6.2.4.2 Provide the donor with a good-faith estimate of the value of the goods 
or services that the donor received. 

6.2.5 The parent organization must furnish the statement in connection with 
either the solicitation or the receipt of the quid pro quo contribution.  If the 
disclosure statement is furnished in connection with a particular 
solicitation, it is not necessary for the organization to provide another 
statement when the associated contribution is actually received. 
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6.0 Contributions / Donations - CONTINUED 

6.3  Given 

6.3.1  When the parent organization contributes directly to the school, the parent 
organization should receive a Contribution Acknowledgment Form from 
either the school or the District.  A District employee should complete the 
form and give the original copy to the parent organization for their records. 

Example: Intermediate School PTO is funding a portion of the 5th grader’s 
camping trip.  The trip costs $5,000 and the PTO has agreed to pay $3,500 of 
the expense.  Therefore, the students or school must pay the remaining 
$1,500.  The $3,500 that the PTO donated is considered a contribution to the 
District and should be documented on the Contribution Acknowledgment 
Form. 

6.3.2 The school may request that a parent organization provide a list of 
contributions made to the school.  The Contribution Acknowledgment Form 
may reference this list; thus, eliminating the need to have a form completed 
for each contribution.  The schools are required to report contributions 
received at the end of each semester; therefore, your school may request the 
list of contributions from parent organizations twice a year. 

6.3.3 The Contribution Acknowledgment Form should be kept with the parent 
organization’s financial records.  The form can be used as substantiation to 
the IRS that the parent organization is using the funds raised in the manner 
approved by the IRS as a 501(c) (3) organization. 

6.3.4 If students from the parent organization’s school are being transferred to a 
new school, the parent organization may donate funds to the feeder school’s 
parent organization.  The amount donated may be calculated based on the 
amount of students transferring to the feeder school.  The total amount 
donated is up to the parent organization. 

7.0 Corporation Reporting 

7.1 A nonprofit corporation is required by law to file an informational report not more 
than once every four years upon request by the Secretary of State.  

7.2 The report provides the following: 

7.2.1  Information regarding the corporation’s registered agent and registered 
office (preferably the principal / sponsor and school address), and  

7.2.2 The names and addresses of its current officers 

7.3 The report is required regardless of the corporation’s tax status.   
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7.4 Once requested, the report must be completed and filed with the Secretary of State 
to avoid termination of the corporation.  

8.0 Expenses 

8.1 For expenses of the parent organization, the appropriateness of an expense 
depends on the purpose of the organization.  A PTO would focus on the school as a 
whole; whereas, a booster club would focus on a particular student activity. 

8.2 The parent organization funds cannot be used for: 

8.2.1 Gifts to principals / sponsors 

8.2.2 Gifts to the president / officers 

8.2.3 Alcohol 

9.0 Financial Aid Guidelines 

9.1 Tax-exempt organizations must benefit a group as a whole instead of benefiting 
individual members of a group.  Since parent organizations usually assist schools / 
student groups, all students of the school / student group are to be treated equally 
and receive the same opportunity to benefit from the parent organization’s 
assistance.  Therefore, one student cannot receive a greater benefit than another 
unless the criteria for financial need discussed below is met. 

9.2 In some instances, individuals may not be able to afford to pay the amount owed to 
participate in a particular event.  The IRS has indicated that a group or club may 
establish criteria that could be used to determine if a person is in financial need.  If 
the criteria is met, the group or club could provide the necessary funds to allow the 
individual to participate.  The criteria should be established in writing prior to a 
particular situation arising.  In addition, the criteria should be used consistently for 
all people, and the criteria remains consistent and should not change each year 
based on a particular student or family. 

10.0 Financial and Review Reports 

10.1 The treasurer should prepare a written parent organization Financial Report on a 
monthly basis and present it to the parent organization board. 

10.2 Each year parent organizations are required to submit a written report of actual 
revenues and expenditures for that school year to the principal, sponsor and the 
Internal Audit Department by Sept. 1st, of the following year.  The Financial Report 
and Review Report are not audited by the District. 

10.3 The Financial Report and the Review Report must be presented at a parent 
organization meeting that includes its general membership by Oct. 31, of each year, 
or a copy should be available at the school’s front desk for review. 
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Financial Report 

10.4 The Financial Report should include: 

10.4.1 Name of school, name of the parent organization, and the time period 
covered in the report. 

10.4.2 Actual revenues and expenditures for the reporting period.  The current year 
report should start at the point in time where the prior year report ended.  
For example, if the 2020-21 report ended on May 31, 2021, then the 2021-
22 report will begin as of June 1, 2021.   

Since parent organizations may start their new year at various times, the 
time period used for reporting actual revenues and expenditures may vary 
from organization to organization; however, the individual parent 
organizations should be consistent in the time period they use from year to 
year.  

10.4.3 It is helpful to provide a breakdown of the source of revenues and reason for 
expenditures. 

10.4.4 Name, title, and signature of person who prepared the report. 

10.4.5 Date the report was prepared.   

10.5 The parent organization may want the time period used for reporting purposes to 
coincide with the school year and with the election of new officers.   

10.6 Parent organizations participating in the CISD Educational Support Groups, Inc. 
must use May 31 as their year-end. 

Financial Report Examples 

10.7 The following examples of Financial Reports are included in the appendix (see 
pages 82-84): 

10.7.1 Type 1 (easiest to prepare) – This example is a cash basis financial report 
that includes the beginning and ending cash balances for the year.  Money 
received is usually shown as income and money paid is usually shown as an 
expense. The beginning cash balance for the current year should agree to the 
ending cash balance from the prior year. 
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10.7.2 Type 2 - This example is an accrual basis financial report that includes 
assets, liabilities, equity, income, and expenses.  This report would include 
the cash transactions, but would also show amounts to be received or 
amounts to be paid in which money has not yet been exchanged, 
prepayments of expenses that have not yet been incurred, or receipt of 
amounts in which income is not yet recognized. The retained earnings 
amount should agree to the total equity amount from the prior year. 

10.7.3 Type 3 – These statements (Fundraising Summary Statement and an Activity 
Summary) were prepared by a CISD PTO Treasurer whose board approved 
the detail these statements provided regarding fundraisers, revenues and 
expenses.  This type of statement helps simplify preparation of the IRS Form 
990. 

Review Report 

10.8 Each parent organization is required to have an organizational committee conduct 
an annual review of the organization's Financial Report and the related financial 
activity for the school year.  The review may be internal or external.  An internal 
review committee includes officers and organization members; however, the 
committee should have at least one non-officer member review the information.  A 
CPA or other outside party may perform an external review at the parent 
organization’s expense.  The organizational review committee, whether internal or 
external, should prepare a written Review Committee Report that communicates 
the results of the review to the organization.   

10.9 This report should be presented to the parent organization board, the school 
principal and the Internal Audit Department on an annual basis no later than 
September 1 for the prior school year.   

10.10 The treasurer(s) and Assistant Treasurer(s), if applicable, should not be on the 
Review Committee.  Since they are reviewees, they cannot also be the reviewers.  
However, they may meet with the committee or external reviewer to explain their 
records or answer questions. 

10.11 An internal Review Committee should use the examples of Review Reports included 
in the appendix (on pages 85-87).  However, an external party should show the 
results of the review in their own report format with their signature and date 
included.  Although the examples included show spaces for four (4) members, the 
parent organization may have more or fewer committee members.  However, the 
same information must be documented for each committee member, as opposed to 
the group as a whole, regardless of the size of the committee. 
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Review Report Guidelines 

10.12 The following suggested guidelines are designed to assist the parent organization’s 
Review Committee in conducting a thorough review of the parent organization’s 
Financial Report and the financial activity for the applicable school year. 

10.13 Have the treasurer prepare the written report of revenues and expenditures 
(Financial Report) for your Parent Organization.  The report should include 
information for the twelve months after the ending date of the previous year’s 
Financial Report. 

10.14 The review must cover the period beginning with the reconciled cash balance from 
the previous written Financial Report and ending with the reconciled cash balance 
from the last day of the time period reported by the parent organization. If the 
parent organization is using a retained earnings account, then the beginning 
retained earnings should equal the prior year’s ending retained earnings balance. 

10.15 Review the reconciled bank statements and canceled checks to determine that: 

10.15.1 Disbursements have been properly documented with an invoice or receipt, 

10.15.2 Disbursements have been properly approved, 

10.15.3 Checks have been properly signed by two authorized signers, 

10.15.4 Checks have been deposited or cashed by the payee indicated and that no 
information on the face of the check has been altered, and 

10.15.5 Checks have been accounted for in the proper sequence (no missing 
checks). 

10.16 Check addition and subtraction on cash receipts and deposits.  

10.17 Compare cash receipts and deposits to the bank statement. Note if there is a delay 
from the time the checks were written until they are deposited. 

10.18 Verify that receipts and disbursements were recorded to the correct account 
category. 

10.19 Review the treasurer's monthly reports and check them for accuracy.  Review the 
beginning and ending balances on reports to verify that correct ending balances 
were carried forward as beginning balances on subsequent reports. 
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10.20 Determine that only applicable parent organization officers are authorized signers 
on the bank account(s).  Former officers should not remain on the account(s) as 
authorized signers.  In addition, the principal, the principal’s secretary, or the 
financial secretary cannot be an authorized signer on the parent 
organization’s bank account(s).  Other District employees also cannot be 
authorized signers on the parent organization’s bank account(s). 

10.21 Obtain proof that all applicable sales tax reports were submitted to the Texas 
Comptroller’s Office and that related taxes were paid. 

10.22 Determine which two fundraisers were chosen to be the “one-day, tax-free” 
sales/auctions, if applicable.  Only parent organizations that have received an 
exemption from the Texas Comptroller’s Office are allowed two (2) “one-day, tax-
free” sales/auctions per calendar year. 

10.23 Review the tax-exempt status of the parent organization to determine that the 
organization has received and maintained its federal tax-exempt status as a public 
501(c) (3) charitable organization or other tax-exempt status deemed by the IRS.   

10.24 Determine that the appropriate IRS form has been filed. More detail on the forms 
are discussed in the IRS Section (See section 11.0 IRS)  

10.24.1 The appropriate Form 990 has been filed properly with the IRS for the prior 
school year if the parent organization is a tax-exempt charitable 
organization. Almost all non-profit organizations must file one of the 990 
forms; or 

10.24.2 Form 1120 has been filed properly with the IRS for the prior school year if 
the parent organization is not tax-exempt. 

10.25 Determine that the parent organization has not used individual accounts, which 
credit funds raised to individual students or parents.   

10.26 Verify that 1099s were issued, if applicable.  In general, you may have to issue a 
1099-MISC (Miscellaneous Income) for each person to whom you have paid at least 
$600 in rents, services, prizes & awards, attorney fees, and other similar situations 
within a calendar year. 

Example:  High School Booster Club hires a consultant during the spring of the 
2020-21 school year for a $300 fee.  The consultant is hired again in the fall of 2021-
22 school year for a $300 fee.  The Booster Club should issue a 1099-MISC form to 
this person since the total paid within the 2021 calendar year is $600.  

 

 



PARENT ORGANIZATIONS: ACCOUNITNG 
PROCEDURES AND FINANCIAL REPONSIBILITIES 

42 
Table of Contents 

 

10.27 If exceptions are noted during the review, consult with the organization's treasurer 
and president (if necessary) to resolve the exception(s).  The treasurer is 
responsible for making any corrections to the records, checkbook, and Financial 
Report. 

10.28 If material exceptions have been noted, prepare recommendations to prevent the 
future occurrence of these exceptions. 

10.29 The organization's treasurer and president are responsible for acting upon the 
recommendations made by the PTO / Booster Club Review Committee. 

10.30 After the review is complete, prepare the applicable Review Report (only one report 
type may be used per review): 

10.31 The Review Report includes reviewer’s name, title, and signature.  The time period 
stated in the Review Report, should agree with the time period covered in the 
Financial Report. 

10.32 Retain the original parent organization Financial Report and the original parent 
organization Review Committee Report on file with the treasurer of the parent 
organization. 

 

10.0 Financial Report – CONTINUED 

Review Report Examples 

10.33 The following examples of Review Reports are included in the appendix (see 
pages 85-87): 

 

 

 
OPTION A 

No Exceptions           
(i.e., errors, 

irregularities) 

Financial Report appears proper and 
correct 

 
 

OPTION B 
 

Immaterial Exceptions 
Financial Report appears proper and 
correct, except for some immaterial 

exceptions 
 
 

OPTION C 

 
 

Material Exceptions 

Financial Report does not appear proper 
and correct because of material 

exception(s) 
OR  

Financial Report status cannot be 
determined because of material 

exception(s) 
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11.0 Fundraising 

11.1 A parent organization or booster club desiring to conduct a fundraising activity in 
a District school must submit to the campus principal or designee a request 
containing the following information: 

11.1.1  Purpose of the fund raising. 

11.1.2 Type of activity. 

11.1.3 Date(s) and time(s) of the activity. 

11.1.4 Name of the person who will be handling the money. 

11.1.5 Name of sponsoring organization and representative. 

11.1.6 Estimated amount of money to be raised. 

11.2 Each request for approval of a fundraising activity must be made separately. 

11.3 All fundraisers must be submitted to the school principal for approval prior to being 
scheduled by a parent organization. 

11.4 The school principal will set the number of fundraisers allowed by each parent 
organization on his/her campus. 

11.5 Fundraiser information should be submitted to the principal no later than October 
1 for the fall semester and March 1 for the spring semester.  Requests not submitted 
by these dates may be discussed with the principal, but may not receive approval 
for preferred dates or fundraiser items if those have already been granted to 
another parent organization. 

11.6 Fundraiser requests must be submitted at least 30 school days prior to the 
proposed activity. 

11.7 After the fundraiser is over, completing a Financial Recap within two weeks is a 
helpful way to determine if the fundraiser was profitable.   

11.8 Any items unsold after the fundraiser is completed should be inventoried and 
monitored by one of the officers.   

11.9 Parent organizations that are tax-exempt organizations may not require individuals 
to participate in its fundraising efforts even though those individuals, or their 
children/students, may benefit from those efforts. 

11.10 These organizations may not require individuals to “donate” or otherwise pay any 
money in lieu of participation in fundraising efforts. 
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11.11 If an individual chooses not to participate in fundraising, that individual, or their 
child/student, may not be denied any benefit resulting from the funds raised nor 
can that individual be penalized for choosing not to participate. 

11.12 Benefits resulting from fundraising efforts may not be based on participation in 
fundraising efforts or on revenues raised individually.  All revenues raised must be 
shared equally among the group regardless of individual fundraising efforts. 

Example:  Junior High PTO is having a fundraiser to help pay for a field trip.  The 
trip costs $5,000 for 100 students, or $50 per student. 

Only 75 of the 100 students participate in fundraising.  A total of $1,500 is raised by 
these 75 students, and each student raised a different amount.  The $1,500 must be 
allocated equally among all 100 students ($15/student), and the remaining $3,500 
cost of the trip will be born equally by all 100 students ($35/student). 

11.13 The IRS considers fundraiser proceeds that are credited to individual student 
accounts to be personal taxable income to the student and/or student’s family. 

11.14 One benefit of tax-exempt status for a parent organization is that individual 
donations will be deductible by the donor as charitable contributions. These 
donations are not deductible if the funds were recorded in individual accounts. 

11.15 Parent organizations that use individual accounts can lose their tax-exempt status 
since they no longer meet the criteria set forth in IRS Publication 557 for non-profit 
organizations, “No part of the net earnings of the organization shall inure to the 
benefit of, or be distributable to, its members, trustees, officers or other private 
persons…” 

 Fundraising: Improvements to Campus Facilities 

11.16 Booster/Support organizations may donate improvements to local campus 
facilities under certain conditions. The following restrictions apply to all such 
improvement request: 

11.16.1 All improvements to District facilities become the property of the District. 

11.16.2 All proposals for athletic facility improvements must first be approved by 
the campus principal and the District Athletic Director. 

11.16.3 In addition, proposals for improvements to athletic facilities must be 
reviewed and approved by the Planning and Construction Department for 
compliance with safety, handicap access, school facility code requirements, 
local building code requirements, permit issues, quality standards, 
unanticipated utility impacts and improvements, parking impacts, etc. 
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11.16.4 Improvements which will require substantial or significant ongoing 
operational costs may not be approved. 

11.16.5 Improvements which create a Title IX obligation for the District to correct 
will not be approved. Such improvement plans should take this into 
consideration and address equity issues as part of the proposal. 

11.16.6 When the improved facilities must be replaced as part of the lifecycle 
program, the District will replace the facility at the District standard. For 
example, baseball and softball chain link fences are replaced by wood 
fences. After years of use, the fences rot and need to be torn down. The 
District will rebuild the fence at the current standard for that facility. 

11.16.7 Athletic facility improvements which provide what is deemed to be a 
significant competitive advantage for teams (as deemed by the Athletic 
Director) will not be approved. 

12.0 IRS 

12.1 If your parent organization does not have a tax-exempt status, Form 1120, U.S. 
Corporation Income Tax Return should be properly filed with the IRS for the prior 
school year. The return is due by the 15th day of the 3rd month after the end of your 
tax year.  

12.2 If your parent organization has an active tax-exempt status, each parent 
organization must file an exempt organization information return Form 990-N, 
990-EZ, or 990, Return of Organization Exempt from Income Tax.  The return is due 
by the 15th day of the 5th month after the end of your tax year.  For example, if your 
tax year ended on June 30, the Form 990 is due Nov. 15.  The IRS will automatically 
revoke your tax-exempt status if you fail to file the appropriate 990 form for three 
consecutive years. 
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12.3 Below is a summary identifying which form your organization should use: 

 
Use Form 

 
If your Gross receipts 

for the year… 

 
AND / OR 

 
…Total Assets for 

the year 
 

990 
 

 
were $200,000 or greater 

 
OR 

 
are $500,000 or 
more at year end 

 
990EZ 

were more than $50,000 
but less than $200,000 

 
AND 

 
less than $500,000 

at year end 
 

990N 
 

 
were $50,000 or less 

 

 
N/A 

 
N/A 

 

12.4 For more information regarding documents or regulations your PTO / booster club 
might need, please go the IRS Stay Exempt.  Publications on this site include Form 
990, 990-N and 990-EZ Filing Tips.   

Also, the Life Cycle of a Public Charity includes explanatory information and links 
to forms an organization may need to file during the five stages of its life. 

 

12.0 IRS - CONTINUED 

IRS Reinstatement of 501 (c) (3) Tax-Exempt Status 

12.5 An exempt parent organization that does not file the appropriate 990 form for three 
consecutive years automatically lose their tax-exempt status.  A revocation is 
effective on the original filing due date of the third annual return or notice.  If an 
organization’s tax-exempt status is automatically revoked, it is no longer exempt 
from federal income tax.  Therefore, it may be required to file a Corporate Income 
Tax Return and pay applicable income taxes. 

12.6 A PTO / booster club whose tax-exempt status is revoked is not eligible to receive 
tax-deductible contributions. 
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12.7 Streamlined Retroactive Reinstatement 

12.7.1 Organizations that were eligible to file Form 990-EZ or 990-N (ePostcard) 
may have their tax-exempt status retroactively reinstated to the date of 
revocation if they: 

12.7.1.1 Have not previously had their tax-exempt status revoked. 

12.7.1.2 Complete and submit Form 1023 with the appropriate user fee not 
later than 15 months after the later of the date of the organization’s 
revocation letter, or the date the organization appeared on the 
revocation list on the IRS website. 

12.8 Retroactive Reinstatement Process (Within 15 Months) 

12.8.1 Organizations that cannot use the Streamlined Retroactive Reinstatement 
Process (such as those required to file Form 990 or those that were 
previously auto-revoked) may have their tax-exempt status retroactively 
reinstated to the date of revocation if they:  

12.8.1.1 Complete and submit Form 1023 with the appropriate user fee not 
later than 15 months after the later of the date of the organization’s 
revocation letter, or the date the organization appeared on the 
Revocation List on the IRS website. 

12.8.1.2 Include a statement establishing that the organization had 
reasonable cause for its failure to file a required annual return for at 
least one of the three consecutive years for which it failed to file. 

12.8.1.3 Include a statement confirming that it has filed required returns for 
those three years and for any other taxable years after that period 
and before the post-mark date of the application for which required 
returns were due and not filed. 

12.9 For additional information regarding on how to reinstate your organization, 
please go to the IRS website. 

13.0 Mailing Address 

13.1 If the mailing address for the parent organization changes, immediately notify the 
District, the Texas Secretary of State, the Texas Comptroller’s Office, and the IRS.  To 
avoid frequent mailing address changes, the IRS and the Texas Comptroller’s Office 
recommend that each parent organization obtain its own post office box (PO Box) 
or private mailing box (PMB) to be used for official parent organization mail.  This 
address and box keys can be given easily to the new officers at the beginning of the 
year. 



PARENT ORGANIZATIONS: ACCOUNITNG 
PROCEDURES AND FINANCIAL REPONSIBILITIES 

48 
Table of Contents 

 

13.2 The school’s address may be used as the parent organization’s official address.  The 
parent organization should be aware that it may not receive mail in a timely manner 
when the school is closed (i.e., summer vacation and some holidays).   

13.3 Please understand the importance of maintaining a consistent mailing address for 
the parent organization.  First, you will save time since you will not have to update 
your address each year to the District, the Texas Secretary of State, the Texas 
Comptroller’s Office, the IRS, and your bank as you would if you used someone’s 
home address.  

13.4 Second, parent organizations receive several important documents from these 
agencies throughout the year, and if the address changes frequently, some of these 
documents could be lost or misplaced.  The IRS mails forms and other 
correspondence to parent organizations periodically.  If these forms are not 
completed and returned to the IRS within a specific time period, a parent 
organization could lose their tax-exempt status and possibly face fines and 
penalties.  

13.5 The District does not recommend using a home address since officers change 
frequently. 

13.6 Form 8822-B is available to you for reporting a change of address to the IRS.  

14.0 Members 

14.1 Active members should include those individuals that are parents, guardians, step-
parents, or grandparents of a student at the school and that are current in their 
dues.  Active members may also include individuals from a business partner or 
community organization that is involved in the Adopt a School Program.  Only active 
members should have the ability to vote or hold an office.  Other individuals may 
volunteer for the parent organization, but cannot vote or hold an office.  “Members” 
should be defined in the parent organization’s bylaws. 

15.0 Membership Dues 

15.1 Parent Organizations may charge dues to their members (the parents and 
teachers); however, parents and teachers do not have to be members of the parent 
organization for their child(ren) or students to receive benefits from parent 
organization activities.  Membership dues are separate from the expenses incurred 
by a student for an activity (i.e., trip expense).  Membership dues are associated 
with the parents being part of the parent organization and are in no way associated 
with student expenses.  The amount is decided and voted upon by the parent 
organization board. 
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16.0 Money-Handling Procedures 

16.1 Money refers to cash, checks, money orders, or cashier’s checks.  The following are 
suggestions related to handling money to assist in ensuring proper accountability. 

Receiving Money 

16.2 The cashing of checks out of cash receipts or petty cash should be prohibited. 

16.3 The person receiving the money while in the presence of the person turning in the 
money should count all money received (face-to-face verification). 

16.4 The person receiving the money should give a receipt to the person delivering the 
money (both parties should retain their copy of the receipt). 

16.4.1 Multi-part cash receipts should be written for all money received.  One copy 
should be given to the payee and another copy maintained in the cash receipt 
book.  A third copy (if available) should be attached to any deposit 
documentation and filed with a copy of the deposit slip.  These procedures 
may change if you use an online receipting system. 

16.5 Incoming checks should be restrictively endorsed immediately upon receipt with 
an endorsement stamp that has the parent organization's name, the bank's name, 
and the bank account number. 

16.6 Post-dated checks should not be accepted from any source. 

16.7 Receipts should indicate whether cash, check, money order, or cashier's check was 
received; date of the receipt; and signature of person receiving the money. 

16.8 All copies of voided cash receipts should be retained in the cash receipts book. 

16.9 If a money order or cashier's check is received, the receipt should indicate the total 
check amount; brand name of the money order or the issuing bank's name of the 
cashier's check; and the complete check or money order number.  If a copy of the 
money order or cashier's check is made, the inclusion of this additional information 
on the receipt is not necessary. 

16.10 Copies or a list of checks, money orders, and cashier's checks received should be 
made to assist in recovery of money if these items are lost, stolen, or returned due 
to insufficient funds. 

16.11 Money collected should not be spent for needed items, but deposited.  Checks 
should be written for all items purchased. 

16.12 Post-dated checks should never be accepted.  A post-dated check is a check that has 
been dated after the date the check is given to the payee. 
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Accounting for Returned/Hot Checks 

16.13 Returned checks should be redeposited immediately or otherwise promptly 
collected.  Only accept cash or a cashier’s check in repayment for a returned check. 

16.14 Remember to add the bank charge for returned checks to the amount you request 
as repayment when a check “bounces”.  Ex:  A check for $10 is returned.  The bank 
fee is $30 for returned checks.  You should request $40 from the payee to cover this 
returned check.   

16.15 When notified by the bank of a returned check, a phone call from the Treasurer or 
the President to the payer is the quickest way to notify them of their “bad check” 
and request their repayment.  If they do not repay within one-to-two weeks, send a 
letter notifying them of the returned check and requesting repayment.  Remember 
to document all collection efforts and keep a copy of all notes and letters you mail 
requesting payment.   

16.16 Accounting entries for each returned (hot) check should be made upon receipt of 
the returned check from the bank. 

Recording and Depositing Money 

16.17 All monies received for deposit should be counted and receipted in the presence of 
the individual turning in the money. 

16.18 Any monies received should be deposited promptly.  Money received in a school can 
be secured in a locking bank bag and locked in the school safe until it can be 
deposited.  Money stored in the safe should not be held over weekends or school 
holidays.   

16.19 Prior to depositing money, at least two people should count the money.  The money 
should be counted at the school.  Do not take any money home. 

16.20 All money should be delivered to the parent organization treasurer to deposit funds 
daily.  When face-to-face verification cannot be done at the time the money is turned 
in, the money should be put in a sealed tamper-proof bag or a sealed envelope with 
the name of the person turning in the money, date, and the reason money was 
collected.  The treasurer should also sign and date the sealed bag or envelope and 
then secure it in the safe until a face-to-face count can be done. 

16.21 Receipts should be reconciled with all money turned in and deposited. 

16.22 Money received should only be deposited in the parent organization’s account(s). 
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16.23 All checks for deposit should be listed separately on a deposit slip or supported by 
an adding machine tape.  A minimum of two adding machine (calculator) tapes 
should be run to ensure accuracy.  A good practice is to write the number of checks 
deposited on the deposit slip when the checks are too numerous to list. 

16.24 Receipt numbers and/or range of receipt numbers should be written on all deposit 
slips. 

16.25 Deposit slips should be retained and reconciled monthly to the account. 

16.26 The bank validated deposit slip should be returned to the treasurer to verify each 
deposit. 

Disbursing Money 

16.27 Require two signatures on each check. 

16.28 "Blank" checks should never be issued and checks should never be pre-signed. 

16.29 Original invoices or cash register tapes should be attached to the file copies of all 
checks as support for the payment.  If several invoices or register tapes are 
submitted for reimbursement, an adding machine tape should be run and attached.  
This total should agree to the check total. 

16.30 Boards should include in their by-laws the approvals required for check 
disbursements and the steps to follow when members submit receipts for 
reimbursement. 

Safeguarding Money 

16.31 Have people that handle money bonded.  This protects against embezzlement, but 
not theft. 

16.32 Do not keep any money in an unlocked drawer, unlocked filing cabinet, vehicle, or 
other unsecured place.  Consider purchasing a safe for the parent organization (see 
Safe section below). 

16.33 Do not store the records of the money received (i.e., receipts, copies of checks) in 
the same place as the money.  If records and money are stored together and a theft 
occurs, the record of the money may be taken along with the money.  Subsequently, 
determination and recovery of losses would be more difficult. 

16.34 Money received and not yet deposited should not be used for purchases, check 
cashing, loans, advances, reimbursements, or for any other purpose. 

16.35 All unused checks should be kept safe and secure at all times. 

16.36 The sequence of check numbers should be accounted for when reconciling the bank 
statement to the parent organization’s books. 
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16.37 Do not keep money in the school’s safe.  Safes are available for Parent Organizations 
to purchase.  The school/District is not responsible for any damage or loss of a 
parent organization’s money kept at the school whether it is held in a PTO safe 
located at the school or not. 

16.38 Issuing checks payable to "Cash" or to the “Sponsor” should be avoided.  The IRS 
may examine these transactions in more detail than other transactions.  If a check 
must be payable to "Cash" or to the “Sponsor,” keep detailed documentation of the 
expense or use of the funds. 

17.0 Paying and Reporting of Workers 

17.1 Any individual including a District employee who is hired by the parent 
organization must be paid directly by the parent organization and not through the 
District.  There are many technical and legal issues that arise if they are paid by the 
District.  These issues include overtime pay; use of weighted average hourly rates; 
payment of TRS, taxes, and other benefits; and the advancing of District funds that 
is prohibited by law. 

17.2 In some situations, parent organizations that hold events at District facilities may 
be charged for staff that must be on hand for the event or to clean up after an event.  
The pay appropriately is done through the District through the facilities use 
charges.  These employees are doing work for the District and not the parent 
organization. 

17.3 Remember that federal law requires that a parent organization paying $600 or 
more to an individual during any calendar year must account for this income 
through the issuance of a 1099 form.  This includes an individual who is paid $600 
or more for “cultural arts events.”  The parent organization will need to get social 
security numbers from all workers.  This can be done by having them complete a 
W-9 form.  It is best to have the W-9 completed before paying the worker. 

17.4 Also remember that the parent organization is responsible for its volunteers and 
workers during parent organization events or activities, including injury or theft. 

17.5 Certain District employees cannot be hired by a parent organization to perform 
work that includes the handling of money.  These positions include principals, 
financial secretaries, and principal secretaries. 

18.0 Project Prom Incentives 

18.1 Booster clubs may give “bonus bucks,” “coupons,” or “points” as an incentive to get 
parents to participate in project prom events and earn extra chances for their senior 
to win a prize or prizes at their after prom event.  If the following three (criteria) 
are met, then these incentives may be used: 
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17.1.1 Every student attending the after prom event receives some incentives for 
just attending the event. 

17.1.2 Incentives are used to only have chances to win prizes. 

17.1.3 Everything at the after prom event is free. 

18.2 The incentives cannot be used towards the purchase of a prom ticket.  The 
incentives can be earned for volunteering for various project prom activities 
including fundraisers.  

18.3 The use of incentives is only approved for project prom.  The incentives are very 
similar to individual accounts that are not allowed.  However, individual accounts 
are used normally to offset personal costs for a student for an event or trip. 

18.0 Record Retention 

18.1 Parent organizations 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. 

18.2 The record file should contain at least the following items on a permanent basis: 

Permanent Records 

18.2.1 Internal Records: 

18.2.1.1 Certificate of Formation (formerly called “Articles of 
Incorporation”) Articles of Association  

18.2.1.2 Bylaws/Charter/Constitution 

18.2.1.3 Minutes from meetings 

18.2.2 State Records: 

18.2.2.1 Sales Tax Permit Application (if applicable) 

18.2.2.2 Sales Tax Permit 

18.2.2.3 Certificate of Formation of Nonprofit Corporation from the State of 
Texas (if applicable) 

18.2.2.4 State Sales Tax Exemption Notification  

18.2.2.5 State Franchise Tax Exemption Notification (if incorporated) 

18.2.3 Federal Records: 

18.2.3.1 Copy of IRS Form SS-4, Application for Employer Identification    
Number 
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18.2.3.2 Copy of IRS Form 1023, Application for Recognition of Exemption, 
with all attachments 

18.2.3.3 Copy of IRS Form 8718, User Fee for Exempt Organization 
Determination 

    Letter Request, and copy of check sent to IRS with this form 

18.2.3.4 Determination Letter 

18.3 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. 

18.4 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 parent organization.  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. 

18.5 According to the IRS, Parent Organizations 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. 

18.6 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 the current 
year and the four (4) previous years: 

Non-permanent Records 

18.6.1 Internal Records 

18.6.1.1 Financial Reports and Review Reports  

18.6.1.2 All financial backup including checkbook and banks records 

18.6.1.3 Information related to contributions received by a parent 
organization from individuals or businesses 

18.6.1.4 Financial Aid Guidelines 
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18.6.2 State Records 

18.6.2.1 Sales Tax Reports Filed  

18.6.2.2 Copy of correspondence with the Texas Secretary of State and the 
Texas 

  Comptroller’s Office 
18.6.3 Federal Records 

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

18.6.3.2 Copy of correspondence with the IRS 

18.7 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. 

18.8 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. 

18.9 You may charge a nominal fee for copying, not to exceed the current governmental 
rate. 

19.0 Safes 

19.1 If your parent organization would like to purchase a safe that would be located at 
your school, you need to receive your principal’s / sponsor’s approval.  The 
principal / sponsor would also need to approve of the safe’s location.  Some schools 
may not have space available to allow a safe to be installed. 

19.2 Features recommended include having a drop feature (top, front, rear) and an 
electronic lock (key pad).  The drop feature allows people to put items in the safe 
without needing the combination.  The electronic lock versus the dial combination 
would allow the parent organization to change the combination as needed.  The dial 
combination would have to be changed by a safe technician resulting in a fee for the 
change in combination. 

19.3 A safe may be purchased from any vendor that the parent organization chooses.  
Some parent organizations may want to have the safe bolted to the slab versus 
having the safe just sitting on the floor.  If you would like the safe bolted to the slab, 
only certain companies are authorized to perform that type of work in our District 
because of certain qualifications and insurance that the vendor must have.  Contact 
the District’s Purchasing Department at (936) 709-7705 to determine which 
vendors may install safes that are bolted to the slab.   
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In addition, the school may need to submit a building modification form as discussed in 
Section 4, Expenditures and Purchasing, of these guidelines. 

19.4 In deciding whether to install a safe at a school or if a parent organization already 
has a safe located at a school, parent organizations should consider the following: 

19.4.1 Any loss of money, records, or other items kept in the safe and the safe, itself, 
is the sole responsibility of the parent organization.  The District, the school, 
and District personnel are not responsible for the contents of the safe or the 
safe. 

19.4.2 The District’s insurance does not cover the property of others, such as the 
parent organization safes and their contents.  Therefore, if a parent 
organization would like to have their safe and contents insured, the parent 
organization would need to contact an insurance company to purchase this 
insurance.  If no insurance is purchased or available, the parent organization 
is still solely responsible for any of these losses. 

19.4.3 If a parent organization does purchase a safe, changing the safe combination 
as officers’ change is recommended.  The combination to the safe should be 
known only by a limited number of people.  No school personnel should be 
given the combination to the safe. 

19.5 In addition to the initial cost of a safe, parent organizations may incur other 
expenses including the repair of any damage or malfunction to the safe and service 
calls for changing the combination, if a dial combination is used.  Also, the parent 
organization would be responsible for the cost of relocating or removing the safe, if 
a change in location or removal of the safe is needed. 

20.0 Sales Tax 

20.1 Parent organizations all need to apply for a sales tax permit if they will be selling 
any taxable items as fundraisers.  They also need to download a sales tax report 
from the Comptroller’s web site and file it as instructed on the form. 

20.2 Sales taxes are due to the State and must be collected when taxable items (i.e.  
wrapping paper, candles, etc.) are sold to others.  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. 

20.3 If a parent organization has obtained an exemption from the State for Texas sales 
and use taxes, it simply means that the parent organization can purchase items for 
the organization’s exclusive use or for resale (once the items are sold, they are 
taxable) without paying sales taxes.  
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Reporting Requirements 

20.4 The Texas Comptroller’s Office requires that parent organizations file at least one 
sales tax report per calendar year.  The frequency of filing the sales tax report is 
determined by the Texas Comptroller’s Office.  The amount of anticipated sales tax 
payments affects the frequency of reporting.  The sales tax reports may be due 
monthly, quarterly, or annually.  Some older parent organizations might have 
reports due on a seasonal basis (semi-annually).   

20.4.1 If a parent organization has a Sales Tax Permit, the State requires that a sales 
tax report be filed annually even if the Parent Organization did not sell 
anything taxable (zero sales tax report).   

20.4.2 The sales tax report can be completed online, if preferred, by going to the 
State Comptroller’s website.  Select either “File Tax Due” or “File No Tax Due” 
(zero tax report). 
http://comptroller.texas.gov/taxinfo/sales/webfile_sales.html 

20.4.3 Annual sales tax reports are due January 20th each year. 

20.5 Since sales tax payments may vary from year to year, the frequency of reporting can 
also change.  The Texas Comptroller’s Office will generally communicate changes in 
filing requirements to the parent organizations in writing.  In addition, the Texas 
Comptroller’s Office will generally mail the required reporting form and 
information to organizations that have obtained a Sales Tax Permit. 

20.6 For fundraisers in which sales tax must be collected, the parent organization can 
sell items at a certain price plus sales tax or sales tax may be included in the price.  
Including sales tax in the price and having the price an even amount such as $10.00 
or $10.50 is an easy method to use; however, you need to be careful to avoid paying 
sales tax on sales tax. 

20.7 Your customer must be informed that you are charging sales tax.  A posted sign or 
a statement on a receipt indicating that tax is included in the sales price may be 
used. 

20.8 Additional information regarding exemptions may be found on the Texas 
Comptroller’s website. 

 

 

 

 

 

http://comptroller.texas.gov/taxinfo/sales/webfile_sales.html


PARENT ORGANIZATIONS: ACCOUNITNG 
PROCEDURES AND FINANCIAL REPONSIBILITIES 

58 
Table of Contents 

 

20.0 Sales Tax - CONTINUED 

Calculating Sales Price and Tax – When Tax is included in the Price 

20.9 If your sales price included sales tax, you need to do the following calculation to 
determine your correct amount of sales and sales tax: 

Total Sales Amount divided by (1.0 + Tax Rate) = Sales Amount Excluding Tax 

20.10 EXAMPLE: 

Total sales are $1,000 including tax.  Tax rate is 8.25% or .0825. 

$1,000 ÷ 1.0825 = $923.79 Taxable Sales 

$923.79 x .0825 = $76.21 Sales Tax 

$923.79 + $76.21 = $1,000.00 Gross Amount Collected 

Two (2) “One-Day, Tax-Free” Sales Days 

20.11 PTOs / Booster Clubs with the sales tax exemption are entitled to two (2) “one-day, 
tax-free” sales or auctions per calendar year.  One day is counted as 24 consecutive 
hours and a calendar year is the 12-month period from January through December.  
Either the date on which the items are delivered by the vendor to the PTO / Booster 
Club or the day on which the PTO / Booster Club delivers the items to its customers 
may be designated as the one-day tax-free sale day. 

20.11.1 The criteria for a one-day tax-free sale have to do with when possession of 
the items sold goes from the parent organization (which is tax exempt) to 
the buyer (who is not tax exempt).  Orders and/or collections could be taken 
over an extended period before delivery is made.  The delivery should be 
conducted on one 24-hour day (the tax-free day). 

20.12 When a PTO / Booster Club raises funds by acting as a sales representative / agent 
for a for-profit retailer (i.e., catalog sale) the PTO / Booster Club is not responsible 
for reporting and paying sales tax.  The PTO / Booster Club is not considered to be 
the seller and cannot use a tax-free sale day for these type of sales.  These type of 
sales are taxable; therefore, sales tax must be collected for items sold unless they 
are tax-exempt by law.  For instance, gift wrap is taxable, but cookie dough is tax-
exempt by law.  The vendor should remit the applicable sales tax to the Texas 
Comptroller’s Office. 
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20.13 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 parent organization is to have all 
fundraisers in the same semester).  That way next year’s parent organization still 
has one tax- free day left for that calendar year.  It is important to communicate this 
information to next year’ officers.   

20.14 CISD offers free training in the fall on Texas taxes covering both sales and franchise   
taxes.  All parent organization officers, whose contact information we have 
received, will be notified of the training when the date has been set. 

20.15 Below is a list of some items that are taxable and tax-exempt. 

 
Taxable 

 
Tax-Exempt 

• Auctions and Silent Auctions (Unless 
the item is tax-exempt by law) 

• Calendars and Day Planners 
• Candles 
• Catalog Sales (Unless the item is tax-

exempt by law) 
• Clothing 
• Flowers and Plants 
• Gift Wrap Paper, Balloons, etc. 
• Magazines - when sold individually 
• Magazine Subscriptions sold for less 

than 6 months 
• Pennants 
• Garage Sales 
• School Store Items 
• Spirit Items 
• Stationery 
• Yard Signs 

• Advertisement Sales 
• Admissions 
• Discount / Entertainment Cards and Books 
• Food sold as a fundraiser with proceeds to 

be used by the organization 
• Magazine Subscriptions greater than 6 

months 
• Services - Car Wash, Cleaning 
• Yearbooks – only if organization keeps 

publishing rights 
 

21.0 Student Fines and Fees List 

21.1 If a student or parent owes money to a parent organization, the amount owed can 
be included on the school’s Student Fines and Fees List.  The money owed should 
be paid to the parent organization and not to the school.  The parent organization 
should keep the school updated on money received related to the parent 
organization items included on the Student Fines and Fees List. 
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22.0 Suspending a PTO / Booster Club 

22.1 Some parent organizations may have insufficient support to maintain an 
organization or another significant event may occur such as the organization’s 
501(c)(3) tax-exempt status is revoked by the IRS has revoked.  In these instances, 
suspending the operations of the parent organization may be needed.  The 
suspension may be voted on by organization or the decision may be made by the 
principal.  The suspension must be noted in the records of the organization.  In 
suspending a parent organization, the organization may resume activity once 
parent support is sufficient or once significant events have been rectified. 

22.2 Before suspending the operations of a parent organization, discuss the situation 
with the principal / sponsor.  Then contact the Internal Audit Department for 
further guidance since certain steps must be taken related to the District, the State, 
and the IRS to properly suspend the organization. 

23.0 Treasurer’s Report 

23.1 At each parent organization meeting that includes its general membership, the 
treasurer must present a written treasurer’s report of the money received and 
expended since the last report.  If monthly parent organization meetings are not 
held, then a treasurer’s report should be prepared monthly.  With the principal’s 
approval, a copy of the treasurer’s report should be kept at the school’s front office 
for review. 
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The treasurer should prepare a written Financial Report on a monthly basis and present it to the 
parent organization board.  The Financial Report should include: 

• Name of school, name of the parent organization, and the time period covered in the 
report. 
 

• Actual revenues and expenditures for the reporting period.  The current year report 
should start at the point in time where the prior year report ended.  For example, if the 
2021-22 report ended on May 31, 2022, then the 2022-23 report will begin as of June 
1, 2022.   

Since parent organizations may start their new year at various times, the time period used for 
reporting actual revenues and expenditures may vary from organization to organization; however, 
the individual parent organizations should be consistent in the time period they use from year to 
year.  

• It is helpful to provide a breakdown of the source of revenues and reason for 
expenditures. 
 

• Name, title, and signature of person who prepared the report. 
 

• Date the report was prepared. 
 

The parent organization may want the time period used for reporting purposes to coincide with 
the school year and with the election of new officers.   

Parent organizations participating in the CISD Educational Support Groups, Inc. 
must use May 31 as their year-end. 

The following examples of Financial Reports are included in this section: 

• Type 1 - This example is a cash basis financial report that includes the beginning and 
ending cash balances for the year.  Money received is shown as income and money paid 
is shown as an expense. 

The beginning cash balance for the current year should agree to the ending cash balance 
from the prior year. 

 

TYPE 1 REPORT FORMAT IS THE SIMPLEST TO PREPARE. 
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Type 2 – This example is an accrual basis financial report that includes assets, liabilities, 
equity, income, and expenses.  This report would include the cash transactions, but would 
also show amounts to be received or amounts to be paid in which money has not yet been 
exchanged, prepayments of expenses that have not yet been incurred, or receipt of 
amounts in which income is not yet recognized. 

The retained earnings amount should agree to the total equity amount from the prior year. 

• Type 3 – These statements (Fundraising Summary Statement and an Activity 
Summary) were prepared by a CISD PTO Treasurer whose board has approved the 
detail these statements provided about fundraisers, revenues and expenses.  This type 
of statement helps simplify preparation of the IRS Form 990. 
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Type 1 

Page 1 of 1 
Elementary School PTO 

Cash Basis Financial Report 
From June 1, 2021 through May 31, 2022 

 
Beginning Cash Balance as of June 1, 2021         $2,235.46
     
INCOME    
 Memberships Dues        $2,875.00   
 Yearbook Sales       $5,625.00   
 Wrapping Paper Sales    $19,502.25   
 Entertainment Book Sales    $19,540.00   
 School Store Sales       $3,569.50   
 
Total Income           $51,111.7
     
EXPENSES    
 Yearbooks        $3,589.10   
 Wrapping Paper     $11,701.35   
 Entertainment Books      $9,770.00   
 Miscellaneous Expenses         $650.77   
 Postage           $356.29   
 Field Trips        $2,355.77   
 School Store Items       $2,645.00   
 Field Day           $684.75   
 Printers for Computer Lab       $1,500.00   
 D.A.R.E.        $1,465.00   
 5th Grade Day           $889.00   
 AR Parties         $1,849.50   
 School Contribution (Playground Equipment)   $7,000.00   
 
Total Expenses         $44,456.53 
Net Income (Loss) for Current Year         $6,655.22 
Ending Cash Balance as of May 31, 2022      $8,890.68 
Cash Basis Financial Report prepared by: 

 

Printed name: Title: 

Signature: Date: 
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Type 2 

Page 1 of 2 
Elementary School PTO 

Balance Sheet 
As of May 31, 2022 

ASSETS   
BankOne Checking Account       $2,154.25

  
 BankOne Savings Account       $5,112.77
  
 Accounts Receivable        $3,758.00
  
TOTAL ASSETS                  $11,025.02
   
LIABILITIES & EQUITY   
  Liabilities   
 Accounts Payable - Catalogs       $3,524.75
  
 Accounts Payable - Cookie Dough      $1,000.00
  
 Deferred Membership Income             $500.00
  
   Total Liabilities          $5,024.75
   
   Equity   
 Retained Earnings          $1,135.12
  
 Net Income (Loss) From Current Year       $4,865.15
  
   Total Equity            $6,000.27 
 
TOTAL LIABILITIES & EQUITY                    $11,025.02 
 
Balance Sheet and Income Statement prepared by: 
 

 
 

Printed name: Title: 

Signature: Date: 
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Type 2 
Page 2 of 2 

Elementary School PTO 
Income Statement 

For the Period of June 1, 2021 through May 31, 2022 
 

INCOME   
 Catalog Sales          $9,129.18
  
 Cookie Dough Sales          $2,300.00
  
 School Store Income             $770.00
  
 Membership Dues          $2,000.00
  
 Interest Income                 $38.00
  
Total Income          $14,237.18 
    
EXPENSES   
 Catalog Sale Expense           $3,752.68
  
 Cookie Dough Expense          $1,388.13
  
 School Store Expenses                             $600.00
  
 Field Trips                  $770.00
  
 Postage                       $32.66
  
 Supplies                   $328.56
  
 Contribution to the School                                                                    $2,500.00
  
Total Expenses             $9,372.03 
    
Net Income (Loss) For Current Year        $4,865.15 
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Each parent organization should have an organizational committee conduct an annual review of 
the organization's Financial Report and the related financial activity for the school year. The 
review committee may be two types:  internal or external.  An internal review committee includes 
officers and organization members; however, the committee should have at least one non-officer 
member review the information. A CPA or other professional may perform an audit at the parent 
organization’s expense.  The organizational review committee, whether internal or external, 
should prepare a written Review Committee Report that communicates the results of the review 
to the organization.  This report should be presented to the PTO or booster club board, the school 
principal and the CISD Internal Audit Department on an annual basis no later than September 1 
for the prior school year.   

IMPORTANT 

The treasurer(s) and assistant treasurer(s), if applicable, should 
not be on the Review Committee.  Since they are reviewees, they 
cannot also be the reviewers.  However, they may meet with the 
committee or external reviewer to explain their records or answer 
questions. 

An internal Review Committee should use the examples of Review Committee Reports included 
on the next few pages.  However, an external party should show the results of the review in their 
own report format with their signature and date included.  Although the examples included show 
space for four (4) members, the parent organization may have fewer or more committee 
members.  However, the same information must be documented for each committee member 
(as opposed to the group as a whole), regardless of the size of the committee. 

The parent organization Review Committee Report examples include: 

• Option A –Review was performed with no exceptions noted; therefore, the 

Financial Report appears proper and correct. 

• Option B - Review was performed with immaterial exception(s) being noted.  The 

Financial Report was either corrected or exceptions did not have a material effect.  

Except for these minor exceptions, the Financial Report appears proper and correct. 
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Option C - Review was performed with material exception(s) being noted.  Because 

of the material exception(s), the Financial Report is not proper and correct.   

In some instances, due to material exception(s), the committee may not be able to determine 
whether the Financial Report is proper and correct.  When this situation occurs, the committee 
may state that the status of the Financial Report could not be determined because of material 
exception(s).   

Presenting the Review Committee Report: 

The Review Committee Report along with the Financial Report 
should be presented to the parent organization board, the school 
principal and the Internal Audit Department on an annual basis. 

Suggested Review Committee Guidelines 

The following suggested guidelines are designed to assist the parent organization Review 
Committee in conducting a thorough review of the parent organization's Financial Report and the 
financial activity for the applicable school year. 

• Have the treasurer prepare the written report of revenues and expenditures (Financial 
Report) for your PTO and Booster Club.  The report should include information for the full 
applicable year. 
 

• The review must cover the period beginning with the reconciled cash balance from the 
previous written Financial Report and ending with the reconciled cash balance from the 
last day of the period reported by the parent organization.  If the parent organization is 
using a retained earnings account, then the beginning retained earnings should equal the 
prior year’s ending retained earnings balance. 
 

• Review the reconciled bank statements and canceled checks to determine that: 

1. Disbursements have been properly documented with an invoice or receipt,  
2. Disbursements have been properly approved, 
3. Checks have been properly signed by two authorized signers, 
4. Checks have been deposited or cashed by the payee and indicated and that no 
information on the face of the check has been altered, and 
5. Checks have been accounted for in the proper sequence (no missing checks). 
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• Check addition and subtraction on cash receipts and deposits. 
• Compare cash receipts and deposits to the bank statement. Note if there is a delay from the 

time the checks were written until they are deposited. 
• Verify that receipts and disbursements were recorded to the correct account category. 
• Review the treasurer's monthly reports and check them for accuracy.  Review the 

beginning and ending balances on reports to verify that correct ending balances were 
carried forward as beginning balances on subsequent reports. 

• Determine that only applicable parent organization officers are authorized signers on the 
bank account(s).  Former officers should not remain on the account(s) as authorized 
signers.  In addition, the principal, the principal’s secretary, or the financial secretary 
cannot be an authorized signer on the parent organization’s bank account(s).  District 
employees cannot be authorized signers on the parent organization’s bank account(s).  

Review Committee Report Information & Formats 

• Obtain proof that all applicable sales tax reports were submitted to the Texas State 
Comptroller’s Office and that the related taxes were paid. 

• Determine which two fundraisers were chosen to be the “one-day, tax-free” 
sales/auctions, if applicable.  Only parent organizations that have received a tax-
exemption from the Texas State Comptroller’s Office are allowed two (2) “one-day, tax-
free” sales/auctions per calendar year. 

• Review the tax-exempt status of the parent organization to determine that the 
organization has received and maintained its federal tax-exempt status as a public 501(c) 
(3) charitable organization or other tax-exempt status deemed by the IRS.   

• Determine that either:  
1. The appropriate Form 990 has been filed properly with the IRS for the prior 

school year if the parent organization is a tax-exempt charitable organization. 
Almost all non-profit organizations must file one of the 990 forms. or  
 

2. Form 1120 has been filed properly with the IRS for the prior school year if the 
parent organization is not tax-exempt. 
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• Determine that a tax-exempt parent organization has not used individual accounts, which 
credit funds raised to individual students or parents.   

• Verify that 1099s were issued, if applicable.  In general, you may have to issue a 1099-
MISC (Miscellaneous Income) for each person to whom you have paid at least $600 in 
rents, services, prizes & awards, attorney fees, and other similar situations within a 
calendar year.  

• Example:  Elementary Parent Organization hires a consultant during the spring of the 
2021-22 school year for a $300 fee.  The consultant is hired again in the fall of 2022-23 
school year for a $300 fee.  The parent organization should issue a 1099-MISC form to 
this person since the total paid within the 2022 calendar year is $600.  

After the review is complete, prepare the applicable Review Committee Report (only one 
report type may be used per review): 

Option A 
No Exceptions  

(i.e., errors, 
irregularities) 

Financial Report appears proper and correct 

Option B Immaterial 
Exceptions 

Financial Report appears proper and correct, except for some 
immaterial exceptions 

Option C Material Exceptions 

Financial Report does not appear proper and correct because of 
material exception(s) 

or 

Financial Report status cannot be determined because of material 
exception(s) 

 

Review Committee Report Information & Formats 

• If exceptions are noted during the review, consult with the organization’s 
Treasurer and President (if necessary) to resolve the exception(s).  The Treasurer 
is responsible for making any corrections to the records, checkbook, and Financial 
Report. 

• If material exceptions have been noted, prepare recommendations to prevent the 
future occurrence of these exceptions. 
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• The organization’s treasurer and president are responsible for acting upon the 
recommendations made by the parent organization Review Committee. 

• Retain the original Financial Report and the original Review Committee Report on 
file with the treasurer of the PTO and/or booster club.   
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Option A 
Page 1 of 1 

(Proper and correct with no exceptions) 
 

Elementary Parent Organization 

Review Committee Report 

For the time period 

June 1, 2021 through May 31, 2022 

The Review Committee members named below have reviewed the attached Financial 
Report and related financial activity for the time period of June 1, 2021 through May 31, 
2022, in detail.  These members agree that the Financial Report and the related financial 
activity are proper and correct to the best of their knowledge.  No exceptions were 
noted during the review. 

 

 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

 

Officer Title/Member Signature Date 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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Option B 
Page 1 of 1 

(Proper and correct with immaterial exceptions) 
 

Elementary Parent Organization 

Review Committee Report 

For the time period 

June 1, 2021 through May 31, 2022 

The Review Committee members named below have reviewed the attached Financial 
Report and the related financial activity for the time period of June 1, 2021 through May 
31, 2022, in detail.  These members agree that the Financial Report and the related 
financial activity are proper and correct, except for the following exceptions: 

• Check #12586 cleared the bank for $25.20 instead of $2.52. 
• Check #12688 did not have two authorized signatures as required by the parent 

organization bylaws.  The check only contained one authorized signature. 
• The Supply Expense account contains six expenses that did not have the related 

invoices as documentation for the expense.  The undocumented expenses totaled 
$42.87. 
 
 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

Officer Title/Member Signature Date 
 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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Option C 
Page 1 of 2 

(Not proper or correct due to material exceptions) 
 

 Elementary Parent Organization 

Review Committee Report 

For the time period 

June 1, 2021 through May 31, 2022 

The Review Committee members named below have reviewed the attached Financial 
Report and related financial activity for the time period of June 1, 2021 through May 31, 
2022, in detail.  These members agree that the Financial Report and the related financial 
activity are not proper and correct, due to the following material exceptions: 

• No documentation of cost existed for the 100 new books purchased. 
• Checking and savings accounts were not reconciled during the year. 
• Only one authorized signature appeared on all checks written instead of the two 

required authorized signatures as indicated in the parent organization bylaws. 
• No documentation exists for the Christmas Cards sale to determine whether the 

amount recorded in the Financial Report is correct. 

To prevent the above exceptions from occurring in the future, the following steps should 
be taken: 

• Documentation of all expenses, such as an invoice, should be received prior to 
payment of expense.  Documentation should be kept with the other parent 
organization records. 

• All bank accounts should be reconciled on a monthly basis. 
• All checks issued should be signed by at least two authorized officers. 
• For all fundraisers, a record should be kept of the sales and the money deposited. 
• All payments should be approved, per the By-laws, before checks are prepared.  
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Option C 
Page 2 of 2 

(Not proper or correct due to material exceptions) 
 

Elementary Parent Organization 

Review Committee Report 

For the time period 

June 1, 2021 through May 31, 2022 

 

 

 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

Officer Title/Member Signature Date 
 

 

 

 

 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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PLEASE INDICATE BELOW YOUR BOOSTER CLUB OR PTO’S PREFRENCE REGARDING 
TAX EXPEMPT STATUS. 

     WE ARE INTERESTED IN A GROUP TAX EXEMPTION 

     WE ARE INTERESTED IN INDIVIUAL TAX EXEMPTION 

     WE ARE ALREADY OBTAINED TAX EXEMPT STATUS 

 

 

Name of Booster Club/PTO 
 
 
 

Contact Person 

Office Held 
 
 
 

Address 
 

Phone Number 
 
 
 

Campus Name 

Email Address 
 
 
 

Booster Club/PTO fiscal year ends 

 

 

Return to the Internal Audit Department, 3205 W. Davis Street, Conroe, TX 77304   
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APPENDIX 
 

These fillable PDF forms have been provided for your organization to use. 

 

Included: 

Parent Organization Information Sheet 

Blank Financial Report (Types 1 &2) 

Blank Review Committee Reports (Types A, B, & C) 

Tax Exempt Status Form 
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PARENT ORGANIZATION INFORMATION SHEET 

Send an updated copy of this form to your school principal and to Internal Audit 
as new officers are elected or as information changes. 

1. Organization Name             

2. School Name:              

3. Employer Identification Number (EIN):             

4. Official Mailing Address:  

PO Box / Street Address:           
                

City, State, Zip:           
    

5. Date of Change:  _______/_______/_______  

6. Current Organization Officers for the ___________________________  School Year:    

7. Club Sponsor (If PTO/PTA, please list school principal)  

Name:           Email:      
 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 
Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 
Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

By law, information on this page is public information and must be released to the public at such request 
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  PARENT ORGANIZATION INFORMATION SHEET 

Send an updated copy of this form to your school principal and to Internal Audit 
as new officers are elected or as information changes. 

 
8. Current Organization Officers (Continued): 

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

Office Held:  

Printed Name:  

Phone Numbers: Home: Other: 

Email Address:  

 

By law, information on this page is public information and must be released to the public at such request 
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FINANCIAL REPORT FORMATS 

Type 1 
Elementary School PTO 

Cash Basis Financial Report 
From June 1, 2021 through May 31, 2022 

 
Beginning Cash Balance as of June 1, 2021         $2,235.46
     
INCOME    
 Memberships Dues        $2,875.00   
 Yearbook Sales       $5,625.00   
 Wrapping Paper Sales    $19,502.25   
 Entertainment Book Sales    $19,540.00   
 School Store Sales       $3,569.50   
 
Total Income           $51,111.7
     
EXPENSES    
 Yearbooks        $3,589.10   
 Wrapping Paper     $11,701.35   
 Entertainment Books      $9,770.00   
 Miscellaneous Expenses         $650.77   
 Postage           $356.29   
 Field Trips        $2,355.77   
 School Store Items       $2,645.00   
 Field Day           $684.75   
 Printers for Computer Lab       $1,500.00   
 D.A.R.E.        $1,465.00   
 5th Grade Day           $889.00   
 AR Parties         $1,849.50   
 School Contribution (Playground Equipment)   $7,000.00   
 
Total Expenses         $44,456.53 
Net Income (Loss) for Current Year         $6,655.22 
Ending Cash Balance as of May 31, 2022      $8,890.68 
Cash Basis Financial Report prepared by: 

Printed name: Title: 

Signature: Date: 
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FINANCIAL REPORT FORMATS 

Type 2 
Page 1 of 2 

Elementary School PTO 
Balance Sheet 

As of May 31, 2022 
ASSETS   

BankOne Checking Account       $2,154.25
  
 BankOne Savings Account       $5,112.77
  
 Accounts Receivable        $3,758.00
  
TOTAL ASSETS                  $11,025.02
   
LIABILITIES & EQUITY   
  Liabilities   
 Accounts Payable - Catalogs       $3,524.75
  
 Accounts Payable - Cookie Dough      $1,000.00
  
 Deferred Membership Income             $500.00
  
   Total Liabilities          $5,024.75
   
   Equity   
 Retained Earnings          $1,135.12
  
 Net Income (Loss) From Current Year       $4,865.15
  
   Total Equity            $6,000.27 
 
TOTAL LIABILITIES & EQUITY                    $11,025.02 
 
Balance Sheet and Income Statement prepared by: 
 

Printed name: Title: 

Signature: Date: 
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FINANCIAL REPORT FORMATS 

Type 2 
Page 2 of 2 

Elementary School PTO 
Income Statement 

For the Period of June 1, 2021 through May 31, 2022 
 

INCOME   
 Catalog Sales          $9,129.18
  
 Cookie Dough Sales          $2,300.00
  
 School Store Income             $770.00
  
 Membership Dues          $2,000.00
  
 Interest Income                 $38.00
  
Total Income          $14,237.18 
    
EXPENSES   
 Catalog Sale Expense           $3,752.68
  
 Cookie Dough Expense          $1,388.13
  
 School Store Expenses                             $600.00
  
 Field Trips                  $770.00
  
 Postage                       $32.66
  
 Supplies                   $328.56
  
 Contribution to the School                                                                    $2,500.00
  
Total Expenses             $9,372.03 
    
Net Income (Loss) For Current Year        $4,865.15 
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  REVIEW COMMITTEE REPORT FORMATS 

Option A 
Page 1 of 1 

(Proper and correct with no exceptions) 
 

Name of Organization: _________________________________ 

Review Committee Report 

For the time period 

__________________ through May 31, 2022 ________________ 

The Review Committee members named below have reviewed the attached Financial 
Report and related financial activity for the time period of June 1, 2021 through May 31, 
2023, in detail.  These members agree that the Financial Report and the related financial 
activity are proper and correct to the best of their knowledge.  No exceptions were 
noted during the review. 

 

 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

 

Officer Title/Member Signature Date 

 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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Option B 
Page 1 of 1 

(Proper and correct with immaterial exceptions) 
 

Name of Organization: _________________________________ 

Review Committee Report 

For the time period 

_______________ through May 31, 2022 __________________ 

The Review Committee members named below have reviewed the attached Financial 
Report and the related financial activity for the time period of _________________through 
_____________in detail.  These members agree that the Financial Report and the related 
financial activity are proper and correct, except for the following exceptions: 

•             
•               
•              
•              
•              
•             

 

 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

Officer Title/Member Signature Date 
 

 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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Option C 
Page 2 of 2 

(Not proper or correct due to material exceptions) 
 

Name of Organization: _______________________________ 

Review Committee Report 

For the time period 

_________________through May 31, 2022_________________ 

 

 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 
 
 

Officer Title/Member Signature Date 

Printed Name 
 

Officer Title/Member Signature Date 
 

 

 

 

 

Note:  If a reviewer is a non-officer, their title (second column) should be “Member”. 
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PTO/BOOSTER CLUB TAX-EXEMPT STATUS 

 

PLEASE INDICATE BELOW YOUR BOOSTER CLUB OR PTO’S PREFRENCE REGARDING 
TAX EXPEMPT STATUS. 

     WE ARE INTERESTED IN A GROUP TAX EXEMPTION 

     WE ARE INTERESTED IN INDIVIUAL TAX EXEMPTION 

     WE ARE ALREADY OBTAINED TAX EXEMPT STATUS 

 

 

Name of Booster Club/PTO 
 
 
 

Contact Person 

Office Held 
 
 
 

Address 
 

Phone Number 
 
 
 

Campus Name 

Email Address 
 
 
 

Booster Club/PTO fiscal year ends 

 

Return to the Internal Audit Department, 3205 W. Davis Street, Conroe, TX 77304 
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Contact Information 

 

Internal Audit Department  

Conroe Independent School District 
3205 West Davis St. 77304 
Tel 936-709-7749 
Fax 936-709-9653 
http://internal-audit.conroeisd.net 

 
 

 

BRIAN HAYDEN 
INTERNAL AUDIT MANAGER 

 DIANE DORAN 
STAFF AUDITOR 

 LAURA DAVIDSON 
INTERAL AUDIT STAFF 

 

 

 

 

 

Tel 936-709-7653 
Email 
bhayden@conroeisd.net 

 Tel 936-709-7680 
Email 
ldoran@conroeisd.net 

 Tel 936-709-7749 
Email 
ldavidson@conroeisd.net 

https://www.conroeisd.net/internal-audit/
https://www.conroeisd.net/internal-audit/
mailto:bhayden@conroeisd.net
mailto:ldoran@conroeisd.net
mailto:ldavidson@conroeisd.net

