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BELIEFS 

... An expresion of 

fundamental values; 

ethical code, 

overriding convictions, 

and rock -solid 

principles.  

 

We believe that...  

1. Every student is a unique individual with unique potential. 

2. Effective communication is key to success. 

3. Engaged and interested students learn more effectively.  

4. Respect is a key to success. 

5. Education is a team effort. 

6. High quality educational facilities optimize student and staff success. 

7. Accountability is essential to success. 

8. A physically and emotionally safe environment promotes student 
learning. 

9. A high quality education is barrier free. 

MISSION  

éA declaration of the 

unique identity to 

which the organization 

aspires; its specific 
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FORWARD  
 
We value our parents and we want to encourage our parents to be an active member of 
their children’s school.  It is important to us that we protect our parents from any 
exposure related to their activity in our schools. 
 
This manual is designed to assist Booster Club officers, School Support Organizations 
(“club(s) and/or organization(s)”) and members by providing organizational and financial 
guidance.  Only approved organizations, operating under these guidelines and Eagle 
Mountain-Saginaw Independent School District (“District and/or EM-SISD”) policies and 
procedures, shall be allowed to use the school name in support of its programs.  Facility 
use will be determined in accordance with District policies and procedures.  Specific 
questions regarding the organization’s activity should be addressed to the campus 
principal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Eagle Mountain-Saginaw Independent School District is an equal opportunity 
employer and provides educational programs and services which do not discriminate on 
the basis of age, national origin, race, sex, color, religion, disability or against any other 
legally protected group. 
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PARLIAMENTARIAN  
The primary duty of the parliamentarian is to advise the presiding officer on parliamentary law and matters 

of procedure when requested. The president or presiding officer of the organization alone has the power 

to make decisions or rule on a point of order. Thus, after the parliamentarian has given advice, the presiding 
officer must make the ruling to the organization, but is not obligated to follow the recommendation of the 

parliamentarian. The parliamentarian should be thoroughly familiar with the bylaws and any standing rules 
of the organization. A copy of Robert’s Rules of Order Newly Revised should be maintained by the 

organization and referenced as needed. 

 

ELECTION OF OFFICERS 
The election of officers of the organization will occur annually within the timelines and manner prescribed 

by the booster club and school support organization bylaws. Annual election of officers must take place 
prior to June 1  so that the newly elected officers may be in place for the start of the next school year. 

The transfer of records and audit of the accounts should be completed no later than July 1 , of each year.  

Officers may be elected in a variety of methods (simple majority, secret ballot) in accordance with the 

organization’s bylaws. The election of officers should be from a slate of officers presented by the nominating 
committee in the spring of each school year. Recommendations may also be taken from the floor at the 

time of the vote in accordance with Roberts Rules of Order. At no time should officers be appointed without 

the input and approval of the membership. A District employee may not serve as the treasurer nor be 
authorized to sign checks for the organization. 

The organization shall provide the name, address, email address and telephone number of the newly 
elected officers and the authorized signers of bank accounts (annually) to the campus principal or designee. 

Any changes in positions shall be reported to the campus principal in a timely manner. (See appendix for 

Booster Clubs & School Support Organizations Officer Information Form) 

The Principal shall send the name of officers to The District to conduct background checks on all officers 

elected or appointed to the Executive Board of the organization. 

 

STANDARDS FOR MEETING  
Notice of all meetings of the organization should be published at the campus 72 hours prior to the meeting 
date.  The notice should clearly indicate the date and time of the meeting and the items to be discussed.  



 
 

SPECIAL COMMITTEES  
Special committees are created for a specific purpose and voted upon by the membership. The committee 

is automatically dissolved as soon as that purpose is accomplished and the committee report is made. The 



 
 

LIABILITY I NSURANCE PROTECTION  
The District strongly encourages organizations to obtain adequate insurance protection for liability and 

financial fraudulence. Organizations should have various safeguards set up to protect the officers, 

membership, and funds that are raised. 

Organizations must provide adequate insurance coverage for activities conducted on school premises. The 

District cannot provide insurance coverage for organizations. 

¶ A General Liability Policy protects not only the organization, but protects the individual member. 

¶ An Accident Medical Policy provides additional coverage for out-of-pocket medical expenses to help 
deter lawsuits and to provide coverage where the General Liability Policy does not.  This policy 

does not replace a liability policy but is a complement. 

¶ The Bond or Commercial Crime Policy is set up to protect money, scrip, and securities in the event 

they are embezzled, stolen, or fraudulently altered. 

¶ The Officer’s Liability Policy is set up to protect the way the organization is managed and the 

decisions that are made by board members.  These decisions include what type of fundraiser to 

have, where to hold the event or any other managerial decisions. 

¶ A Property Policy provides protection for the personal property of the organization from such perils 
as theft or fire.  One thing that most organizations don’t realize is that the Property Policy can also 

protect fundraising merchandise, auction items, and raffle prizes. 

Organizations with insurance must supply a copy of the policies to the District’s Risk Management office. 

 

 

BACKGROUND/S ECURITY CHECKS 
The organization is responsible to ensure that all organization volunteers have obtained a background check 

prior to any activity at the campus. All volunteers a re required to reapply each August .   Volunteer 

information can be found on the Districts website (www.emsisd.com) under the Parents Tab. 

http://www.emsisd.com/
http://www.emsisd.com/Domain/96




 
 

FEDERAL AND STATE REPORTING  

 
This section provides general tax information. It is each organization’s responsibility to seek competent 

professional tax advice for its own tax reporting and filing requirements.  Organizations must decide for 
themselves whether or not to function as a tax exempt organization.  The information provided in this 

document is not intended to be specific or all inclusive; and may not reflect recent changes in the law or 

government policies or procedures.  The following sections of information are labeled as suggested or 

required by the district: 

 

APPLICATION FOR FEDERAL TAX EXEMPT STATUS 501( C)(3 )   

(REQUIRED  FOR BOOSTER CLUBS)  
¶ General instructions on the rules and procedures for federal tax exemption may be found in Internal 

Revenue Service (IRS) Publication 557 - How to Apply for Recognition of Exemption for an 

Organization. 

¶ Booster clubs and school support organizations may apply for exemption from federal taxes on Form 

1023, Application for Recognition of Exemption under Section 501(c)(3).  

¶ The application must be accompanied by Form 8718, User Fee for Exempt Organization 

Determination Letter Request, which provides a user fee to be paid to the IRS, depending on the 
anticipated annual gross receipts. Upon acceptance of the organization’s exempt status by the IRS, 

a determination letter will be received as evide

http://www.irs.gov/


 
 

NOTE: An organization can now apply for an EIN number online on the IRS website at www.irs.gov 
under “Forms and Publications” insert “employer identification number” and continue to complete the 

application process online. 

ANNUAL FILING REQUIREMENTS (REQUIRED)  
Every organization exempt from federal income tax under section 501(c) is required to determine the 

necessity of filing an annual Form 990, Return of Organization Exempt from Income Tax.  It is the 
responsibility of the organization to determine whether filing is required and, if so, to complete the requisite 

filing. 

Further, even though organizations are recognized as tax exempt, they may be liable for tax on the portion 
of income deemed to be unrelated business income (UBI). UBI is income from a trade or business activity, 

regularly carried on that is not substantially related to the charitable, education or other purposes that are 
the basis for the organization’s exemption.  Each organization must determine whether additional forms 

must be filed in this regard.

http://www.irs.gov/


 
 

SALES TAX 
 
APPLICATION FOR 



 
 

TAXABLE STATUS OF SALES 
Organizations need not collect sales tax on the following: 

¶ Admission tickets;  

¶ Club memberships;  

¶ Sale of food and soft drinks sold during a regular school day, subject to an agreement with the proper 

school authorities;*  

¶ Food and drinks sold at organization carnivals;  

¶ Vending machine sales;*  

¶ Meals and food products, including candy and soft drinks, served in an elementary or secondary 

school during the regular school day;*  

¶ Candy and food items sold through fundraising drives by organizations or students of the school who 

are under eighteen years of age;*  

¶ Two tax-free sales of otherwise taxable merchandise per calendar year, per school, per organization 

are allowed. A record of the sale must be maintained in the minutes of the organization. 

Therefore, state and local sales taxes shall be imposed and collected on all sales for: 

¶ Items sold by the school store (i.e. pencils, erasers, paper, etc.);  

¶ Any type of organization materials;  

¶ Any other item sold as personal property (i.e. school pictures, uniforms, sweaters, etc.);  

¶ All sales of items such as handicrafts, t-shirts, candles, cups, books, and school supplies sold by  an 

organization during a fundraising drive;  

¶ 



 
 

ACCOUNTING FOR TRANSACTIONS  
 
METHOD OF ACCOUNTING  
There are a wide variety of computerized accounting packages available to assist the organization in 

accurate financial reporting; manual record keeping is not the recommended method of reporting. Rather, 
each organization should adopt an accounting package or computerized accounting method to be used for 

several fiscal years. Establishing records in a spreadsheet format is perfectly acceptable, although 

somewhat cumbersome. It is preferable to adopt an accounting package for long-term use. The packages 
chosen should be reviewed on a biannual basis for effectiveness and accuracy of financial reporting. 

Packages should also be evaluated based upon their ease of use and overall cost, both financial and 



 
 

PETTY CASH 
Each organization may maintain a petty cash account, unless prohibited by the organization’s governing 

body. Strict controls must be maintained by keeping petty cash in a locked box accessible by only the 

treasurer and one other officer. Control of the petty cash account by a district employee is not allowed. 
The petty cash funds should be used for emergency purchases only. All other purchases should be made 

with a check from the organization’s account. 

Upon disbursement through the petty cash account, a receipt for the purchase should be retained.  At any 

given time, the amount of petty cash remaining and the aggregate total of receipts on hand should equal 

the amount of the established petty cash account.  

 

BANK ACCOUNT 
To open a bank account, the organization must first obtain an Employer Identification Number (EIN) from 

the IRS. (See Federal and State Reporting section - Application for EIN.) 

¶ The 











 
 

¶ The organization must fill out a W2-G form to submit to the IRS if the prize exceeds $600. A W-9 

must be completed by the winner or backup withholding at the rate of 31% must be collected by the 
organization. Provided the prize value is less than $5,000 and a W-9 is completed by the recipient, 

the organization is under no obligation to collect tax. 

¶ Phone solicitation may not be used to promote the event. 

¶ No one may be compensated directly or indirectly for organizing or conducting a raffle or selling raffle 

tickets. 

NOTES: 

Texas Occupations Code §2002.002(1-a) defines “money” as, “coins, paper currency or a negotiable 

instrument that represents and is readily convertible to coins or paper currency.” 

Sponsorships and/or donations shall not be solicited or accepted if they: 

¶ are obscene, vulgar, or otherwise inappropriate for the age and maturity of the audience; 

¶ endorse endangering the health or safety of students; 

¶ promote illegal use of drugs, alcohol, or other controlled substances; 

¶ advocate violation of school rules and fall within the standard described at LIMITATIONS ON 

EXPRESSION at FNAA(LEGAL); 

¶ advocate imminent lawless or disruptive action and are likely to incite or produce such action; 

¶ include hate literature that scurrilously attacks ethnic, religious, or racial groups, and similar 

publications aimed at creating hostility and violence if they fall within the standard described at 

LIMITATIONS ON EXPRESSION at FNAA(LEGAL); 

¶ Would result in material and substantial interference with any school educational and/or curricular-

related activity or blocks or impedes the safe flow of traffic within hallways and entrances and exits 

of the school. 

Any fundraising activity involving an award/prize of utilizing District property or facilities is prohibited. 

 
 

BINGO  
Organizations should consider all applicable regulations for bingo. Detailed rules may be obtained from the 
Texas Lottery Commission by requesting a copy of the Bingo Enabling Act, the Charitable Bingo 

Administrative Rules and Bingo Operations Manual by calling 1-800-BINGO77. A Charitable Bingo may not 

be advertised prior to actually receiving a license.  

Bingo may be conducted only in areas that have held an election to legalize the game. Check with the city 

or county to see if it is legal in the area where the game would be conducted. 

  



 
 

Organizations will need to obtain the literature to learn all of the requirements. This is only a 
summation intended to give you a general idea of the level of involvement.  

¶ The game must be open to the public.  

¶ A prize may not exceed $500 in any single game or a series of prizes may not exceed $2,500.00 per 

occasion. In the event merchandise is donated, the actual retail value may not exceed these limits. 

¶ The dollar amount to be awarded at the games may not be advertised. 

¶ Door prizes or other free promotions are not allowed at a bingo event.  

¶ All bingo supplies and equipment must be purchased from a licensed distributor. 

¶ A 5% fee from the winners must be remitted to the state. 

¶ A maximum of six events are allowable per year. 

¶ Alcohol may not be served. 

 

SOLICITATION PERMITS  
Cities have rules, regulations, and ordinances that may apply to your fundraising activity.  Some cities may 

require a solicitation permit that is temporary or renewable on an annual basis. 

It is recommended that organizations contact the city where an activity is planned or advertisement of a 

fundraiser is to be distributed. 

Information may be found on a city’s web site under the Code of Ordinance section. 

 

VENDOR SALES 
Organizations may choose a vendor sale for fundraising.  A vendor sale is when the booster club and school 

support organization act as representatives for the fundraising firm by taking orders and earning a 

commission. 

The organization is not responsible for the payment of sales taxes on vendor sales.  Collections are 
forwarded to the vendor for remittance to the Texas Comptroller.  Additionally, vendor sale activities are 

not eligible as a tax-free sales day. 

The Texas Comptroller of Public Accounts regards the booster clubs and school support organizations or 
other nonprofit entities as the sales agent for the fundraising firm and applies Section 151.024 of the Texas 

Tax Code. 



 
 

DONATIONS  
 



 
 

GIFT CARDS/G IFT CERTIFICATES  
Organizations may not purchase or give gift cards/gift certificates. The IRS considers gift cards and gift 

certificates as cash equivalents. 

 
By recognizing the mere definition of a gift card/gift certificate as a cash equivalent these two items are 

not allowed to be used by organizations as giveaways or incentives. 

Additionally, distributing gift cards or gift certificates to individuals is considered an individual benefit.  Using 

gift cards or gift certificates as incentives to volunteers, teachers or students (this applies to door prizes, 

thank you gifts, etc.) also presents the problem of the IRS considering this as compensation.  Once 
compensation has been given, the recipient is an employee, and the organization would be required to 

issue a W-2.  The IRS does not distinguish whether an organization purchases gift cards/gift certificates or 

they were donated by an individual or company; to the IRS, it is the same. 

A donated gift card or gift certificate can only be used (1) in a silent auction (not a raffle) or (2) if the 
organization uses the donated gift card or gift certificate to purchase items that benefit the organization, 

not individuals. 

 

CHARITABLE FUNDRAISING  
Charitable fundraising may not be conducted by any organization for an individual, no matter how worthy 

the cause. 

Alternatives: 

¶ Texas PTA Emergency Needs Relief Fund 

The Texas PTA established the Texas PTA Emergency Needs Relief Fund in 1995 to provide 
emergency assistance grants for victims of hurricanes, floods, tornadoes, catastrophic illness and 

accidents.  Financial aid is provided only to the truly needy and is consistent with that need. Funding 

comes from tax-deductible donations from individuals and PTAs.  Contributions may not be 

earmarked for a specific recipient. 

¶ Establish a donation account at a local bank where donors make contributions directly to bank. 

 

TITLE IX  
Title IX is a federal law enacted in 1972 which protects individuals in education programs or activities from 

discrimination based on sex.  It states that, “No person in the United States shall on the basis of sex, be 
excluded from participation in, be denied the benefits of, or be subject to discrimination under any 

educational program or activity receiving federal financial assistance.” 

Title IX, which is promulgated by the U.S. Department of Education, applies to all aspects of education and 

related programs, not just athletics.  It requires that equal opportunities be provided for members of both 

sexes.  It does not require that each team receive exactly the same services and supplies, but rather that 

the male and female programs, collectively, receive compara





 
 

If desired, essays should be original works of the applicant and be a minimum of 250 words and a maximum 
of 500 words. The applicant must be willing to relinquish all rights to his/her work. If an applicant is applying 

for multiple scholarships, the applicant must write multiple essays – the same essay cannot be used. Essays 
must be submitted with the application in order for the applicant to be considered for a scholarship. The 

essay should account for no less than 10 percent and no more than 20 percent of the total points or weight 

for the decision process.  

Other areas where scholarship points may be earned should include responsibility, character, outside 

activities, leadership, academics, attitude, behavior, attendance, participation, service, involvement, 

attitude, and others at the sponsor’s discretion. 

The organization may or may not require interviews of applicants in the decision process. If an interview is 
part of the process, it must be communicated no later than the end of the first grading period of the 

academic year. The applicant's parent or guardian must be permitted to be present at any interview. 

Interview topics must be communicated to the applicant not less than 72 hours prior to the interview.  

STUDENT SCHOLARSHIPS FOR CAMPUS-RELATED ACTIVITIES  
Organizations may make a donation for funding scholarships for campus-related activities. 

¶ Scholarships will be made available to students based on a criteria established by the organization and 

district, campus or program department.  

¶ Applications will be made available through the campus counseling department or appropriate program 

department. 

¶ The school counselor, program department head, principal and/or designee will verify qualification and 

determine approval of such scholarship to preserve the confidentiality of the student and his/her family. 



 
 

DISTRICT SERVICES  
 
CATERING  
The Child Nutrition department provides catering for meetings within the District. Charges for the catering 

will be billed the following month at the campus. A sample menu is available online or by contacting the 

Child Nutrition department directly. 

 
SAFEKEEPING 
District employees should not count, collect or secure support organization funds.  District employees may 

not have access to an organization’s lock box. 

 

EM-SISD  STUDENT PROVIDED SERVICES 

 

FILM /M EDIA SERVICES ï HOLLENSTEIN CAREER &  TECHNOLOGY CENTER 
Services are currently in development.  For further information contact Dana Eldridge at deldridge@ems-

isd.net. 

 



 
 

TOOLS FOR SUCCESS 
 



 
 

 

¶ Sign contracts or pay expenses directly from the organization’s account for any arrangements for 
student travel associated with the organization without the prior approval of the principal. 

(Organizations may donate money or merchandise to the school with prior approval of the 

administration.) 

¶ Use the District’s tax identification number as the organization’s identification number. 

¶ Use the District’s sales permit number as the organization’s sales permit number. 

OTHER CONSIDER ATIONS : 
¶ Any action taken at the meeting will be subject to review and revocation by the sponsor, principal or 

designee. 

¶ Each individual student’s or group of students’ participation will be determined by the sponsor and 
the principal/designee, and not by the organization or any of its members. Participation is considered 

to be a privilege and not a right, and will be based on a proven record of good conduct and 
dependability. Lack of such demonstrated behavior on the part of anyone will be grounds for 

disapproval for participation and travel.  

¶ 



 
 

TOP TEN WAYS TO PROTECT YOUR ORGANIZATION  

AGAINST EMBEZZLEMENT 
 
1. Money should never be kept at a treasurer’s home. 

 

2. Two people should always count the money, and both should sign the receipt verifying the amount. 

 

3. Two signatures should be required on all checks. 

 

4. Have a member who does not have check signing authority review the bank statement monthly before 
giving it to the treasurer.  This person is looking for red flags including: checks showing up in non-

sequential order, checks made out to cash, cash withdrawals, checks written out to non-approved 

vendors, checks written for non-approved expenses, and checks written out to individuals. 

 

5. Never sign a blank check or a check made out to “cash.” 

 

6. 



 
 

TOP TEN THINGS TO REMEMBER WHEN FUNDRAISING  
 
1. Have a specific goal for each fundraiser, regularly remind yourself and your volunteers of that goal, 

and promote it to the community.
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APPENDIX  
 
 
CREATING A SUPPORT ORGANIZATION 
 
 
 
REGISTRATION AND APPROVAL FORM 
 
 
 
BOOSTER CLUBS & SUPPORT ORGANIZATIONS OFFICER INFORMATION FORM 
 
 
 
BOOSTER CLUBS & SUPPORT ORGANIZATIONS FUNDRAISING APPLICATION 
 
 
 
COMPLIANCE CHECKLIST 
 
 
 
DONATION ACKNOWLEDGEMENT FORM 
 
 
 
GASB 39 FORM 

 
 
 
REFERENCES 
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3. Establish the organization’s mailing 



 
 

Eagle Mountain -Saginaw Independent School District  
Booster Clubs & Sc hool Support Organizations  

Registration & Approval Form  

 
To:   Location:   

 (Principal or Administrator Name)  (School or Department Name) 

Name of Organization:    

Piihool District



 
 

 
 
  APPROVAL of Support Organization :  
                                                                   I, _______________________________________, 
                                                                              (Principal or Administrator Name) 
 
_________________________________at _________________________________________  
                   (Position)                                             (School or Department Name) 
 
authorize ____________________________________________________ to conduct student and 
                                           (Support Organization Name) 
 
organizational related activities for the benefit of ________________________________________. 
                                                                                       (Student Group/Campus) 
 
This registration approval is effective for the school year beginning ____________________ and 
                                                                                                       (School Year) 
 
will continue until such time as the Organization no longer exists.   

 

                                                       /        /                                                  /        / 

Principal or Administrator Signature         Date                                 Asst. Supt. for Curriculum & Instruction              Date 

 
 

  





 
 

 

Booster Clubs & School Support Organizations 
Fundraising Application 

 

Name of organization:  
 

Campus supported:  
 

Type of event, activity, product sale or service: 
 
  
 
  
 

Date beginning:   Date ending:   
 

Location of event, activity, product sale or service:  
 

Specific purpose(s) for which the net proceeds are to be used: 
 

  
 

  
 

Vendor (if applicable):  
 

Vendor contact name:   Phone:  
 

Event coordinator:   Phone:  
 

District contact name:   Phone:  
 







 
 

State Regulatory Information  

The following items need to be done only once at the origination of the organization: 

7. Determine whether the organization has obtained a Texas Sales Tax Permit.  The organization’s Sales 

Tax Permit Number is: ____________________________ 

8. 





 
 

Eagle Mountain -Saginaw Independent School District  

TAX-EXEMPT STATUS/  
DONATION ACKNOWLEDGMENT FORM  

 

Eagle Mountain-Saginaw Independent School District is a public school district and is a political subdivision 

of the State of Texas. The District is not a tax-exempt entity under the Internal Revenue Service (IRS) 
Code Section 501(c)(3). However, the District is considered a tax-exempt organization that may receive 

charitable contributions according to the IRS Code Section 170(c)(1).  This section states that a charitable 
contribution means a contribution or gift to or for the use of:  

 

"A State, a possession of the United States, or any political subdivision of any of the foregoing, 
or the United States or the District of Columbia, but only if the contribution or gift is made for 

exclusively public purposes."  
 

The District may receive charitable contributions if they are for public purposes, such as benefiting a group 
and not an individual.  These charitable contributions are deductible by the donor on their tax return.  The 

federal identification number of Eagle Mountain-Saginaw ISD is 75-6004855. 

 
Contributions may be made to the District, District 



 
 

 
Yes No

 
Yes No

 
Yes No

 
 

The Governmental Accounting Standards Board (GASB) Statement #39 requires school districts to consider 
financial activities of all parent teacher organizations, booster clubs, foundations and other fundraising 

entities for inclusion in the district’s financial statements. 
 

In order to determine whether financial information for these groups must be included, it is necessary to 
gather data regarding the financial activities of these organizations.  The following information will enable 

school district officials and auditors to determine if financial activities of the organization must be included 

in the annual financial report. 
 

This information is required no later than August 1 , annually.  The information provided should include 

financial records year ending June 30.  Keep in mind that external auditors who prepare the District’s audit 

may require additional information. 
 

Name of organization    
 

Campus/Activity supported    
 

What is the activity of your organization?    
 

  
 

What is your organization’s Tax ID number?    
 

What is the date of your IRS Letter of Determination?  (Attach a copy)    
 

What is the balance of your organization’s bank account, as of    



 
 

REFERENCES 
 

Web Sites  



 
 

 


