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Parent Organizations are established to promote school programs or complement student programs or
activities. A Parent Organization’s purpose may be to support a student group or program at a
particular school or various student groups or programs at various schools. Students enrich their
education and expand their horizons when they participate in school activities and programs.
Therefore, the District greatly appreciates the time, effort and financial support that the Parent
Organizations provide to our students.

Even though a Parent Organization works very closely with the District, it is a separate entity from the
District. However, the formation of a Parent Organization must be approved by the appropriate District
Principal or Administrator. In addition, a Parent Organization must be adhere to various District
policies and guidelines, University Interscholastic League (UIL) guidelines, and state and federal
regulatory guidelines.

Parent Organizations support a particular group or program through a Sponsor. The Sponsoris a
District employee who serves as a liaison between the Parent Organization and the District. In addition,
the pertinent Principal or other appropriate Administrator must approve various activities of both the
student group and the related Parent Organization. The main responsibilities of a Parent Organization,
a Sponsor, and a Principal or Administrator are indicated below:

Parent Organization: Responsible for supporting a student group, activity or program. Support
may be as simple as providing support at games or an event, or as complex as raising money for
an out-of-state competition. The Parent Organization works through the Sponsor to provide
assistance for the planned activities of the student group. The Parent Organization does not
have the authority to decide the activities or groups in which the student group will participate;
however, the Parent Organization can decide the type and amount of assistance they will
provide. The parents and Parent Organization can make suggestions about particular activities,
but ultimately the Sponsor is responsible for the final decision with the Principal or
Administrator’s approval.

Sponsor: A designated Sponsor of a student group serves as a liaison between the Parent
Organization and the District, under the supervision of the Principal or Administrator. The
Sponsor is responsible for determining the various activities and trips in which the student
group will participate with the approval of the Principal or Administrator. The Sponsor DOES
NOT have the authority to control the amount of support a Parent Organization provides.

Principal or Administrator: The Principal or Administrator is responsible for approving the
activities of the student group and some activities of the related Parent Organization/Booster
Club. In addition, the Principal or Administrator should approve the constitution and by-laws of
the Parent Organization/Booster Club.

The information in this handbook is meant to provide assistance to the Parent Organizations/Booster
Clubs in following policies and regulations and to provide suggestions for their organization.



STEPS TO STARTING YOUR OWN PTO/BOOSTER CLUB

. Obtain written approval from the school Principal

. Send a copy of the written approval to the Business Office

. Establish the PTO/Booster Club’s mailing address

. File for incorporation with the Texas Secretary of State

. Receive a letter of acknowledgement from the IRS

. Apply for federal tax-exemption as a public 501(c)(3) organization with the IRS
. Apply for a Sales Tax Permit with the Texas State Comptroller’s Office

. Apply for an EIN with the IRS by completing IRS form SS-4

. Send a copy of the Determination Letter to the Business Office

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

. File for franchise tax exemption with the Texas State Comptroller’s Office

. Put all documents in a “permanent file”



Parent Organization " ooster Club Checklist

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

General

[. Provide the District's Business Office and the School Principal or
Administrator with a list of the Parent Organization/Booster Club officers at
the beginning of each school year and as officers change. The list should
include:

- Name

- OfficeHeld

- Mailing Address (cannot be WISD school address)
- Home Phone N umber

- Work Phone Number

S

Provide the School Principal or Administrator with the Parent

Organization's/ Booster Club's constitution, bylaws, and operating procedures
when they are originated. In addition, provide updated copies as changes are
made.

3. The Parent Organization's/Booster Club's official mailing address is:

Official Name
PO Box/Street
City, State and Zip Code

Fund-raisers

4. Provide the Sponsor and the School Principal or Administrator with a list of
fund- raisers planned for the current year by the date established by the
School Principal or Administrator or at least 30 days prior to any fund-raisers
being held.




Parent Organization/Booster Club Checklist (Cont.) Page 2 of 7

5. Provide the Sponsor with detailed fund-raising information at least 30 days
prior to the fund-raising event.

The detailed fund-raising information should include:

- Purpose of the fund-raiser,

- Type of fund-raising 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 fund-raiser, and

- Name and phone number of the person(s) who will be handling the
money for the fund-raiser.

6. The Parent Organization/Booster Club cannot require members or students
to fund- raise or raise a certain amount. For example, a student’s ability to
attend a trip cannot be based on raising a certain amount of money. If your

Club is currently requiring fund-raising, discontinue this requirement.

7. The Parent Organization/Booster Club may not use individual accounts to
credit an individual for funds raised. If your Club is using individual accounts
currently, this practice should be discontinued.

Fund-raising is an opportunity to generate revenue for the Parent
Organization/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 fund-raising than another. In addition, if a member or
student chooses not to participate in the fund- raiser, that
person still receives an equal benefit from the revenues
generated.

8. Determine the identification number used for the bank accounts. The Parent
Organization’s/Booster Club’s Employee Identification Number (EIN)
chanld ha ncad Na natnce an individual’s social security number, anc

9.  Update the authorized signers on your bank accounts as officers change.



10. Provide a copy of the written Parent Organization/Booster Club Financial
Report for the applicable school year to the School Principal or
Administrator and to the Business Office by September 1, of each year. For
example, a report for the 2014-15 school year should be submitted by
September 1, 2015.

Stal ey ' " “rmation

The following items need to be done gnly once since the
origination of the Parent Organization/Booster Club.

11. Determine whether your organization has obtained a
Texas Sales Tax Permit. The Parent
Organization’s/Booster Club’s sales tax permit number is:

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

The Parent Organization/Booster Club has received a limited
tax-exemption from the Texas State Comptroller’s Office:

0 Yes
0 No

Reminder: Only those organizations with a limited tax-

exemption from the Texas State Comptroller’s Office are
entitled to the two (2) “one-day, tax-free” sales/auction

days.

13. If the Parent Organization/Booster Club is incorporated,
determine whether your organization has obtained an
exemption from Texas franchise tax from the Texas State
Comptroller’s Office.

The Parent Organization/Booster Club is incorporated:

0 Yes
0 No



If the Parent Organization/Booster Club is incorporated, an exemption from Texas
franchise tax was obtained from the Texas State Comptroller’s Office:

0 Yes
0 No

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

14.

File the Parent Organization’s/Booster Club’s Texas State Sales Tax Reports as required.

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

The Parent Organization/Booster Club files its Texas State Sales Tax Report:
Quarterly or Annually.

Yoo I_n‘““““tion

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

15.

16.

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

The EIN for the Parent Organization/Booster Club is:

Determine whether the Parent Organization/Booster Club has received tax-
exempt status as a public 501(c)(3) organization from the IRS. If the IRS has
approved the Clubs’ tax-exempt status, a Determination Letter would have
been received from the IRS.

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

0 Yes
0 No



Sales Tax and Reporting, Food Guidelines and Incentives

1.0 Purchases

1.1 If a parent organization has obtained an exemption from the State of Texas
sales and use taxes, it simply means that the organization can purchase items
for the organization’s use or for resale without paying sales tax. However, the
organization must still collect sales tax for taxable items sold.

1.2 All purchases made for the exclusive use of a parent organization should be
made tax-exempt.

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

1.4 The organization may not make a purchase and pay tax to a vendor in an
attempt to avoid collecting and remitting sales taxes to the State.

2.0 Reporting and Remitting Sales Taxes to the State

2.1 Sales taxes are due to the State and must be collected when taxable items are
sold to others.

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

2.3 Annual sales tax reports are due on January 20t each year.

3.0 One-day Tax Free Sales

3.1 Parent organizations are allowed TWO one-day tax free days per calendar
year by the State if they have obtained tax exempt status from the IRS and
exemption from sales and use taxes from the State.

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

4.0 List of Common Taxable Items
4.1 The following list of items or activities have been identified as being taxable
when sold or sponsored by an organization. This is NOT an all-inclusive list.
e Athletic equipment and uniforms
e Balloons
e Band equipment and supplies
¢ Books and workbooks
e Candles
e C(atered dinners/banquets, if not part of fund-raiser
e Clothing
e Concessions, if not part of fund-raiser



e Copies
e Cups
e Directories
e Drafting Supplies
e Flower Sales
e Garage Sales
e Gift Wrap paper
e Handicrafts
e Magazine Subscriptions
e Musical Supplies
e Pennants
e Pictures
e Plant sales
e Publications - yearbooks, athletic programs
e Silent Auctions
e Spirit Items
e Vending
5.0 List of Common Non-Taxable Items
5.1 The following list of items or activities have been identified as being non-
taxable when sold or sponsored by a parent organization. This list is not all-
inclusive.
Advertisements for school papers, programs etc.
Bake/food sales
Car wash
Concessions, if part of a fund-raiser
Discount cards
Dues
Gold C and Entertainment coupon books
Golf tournament entry fees
Fees - clinics and workshops
Jog-a-thon
Raffle Tickets
Tickets for admissions to athletic events, drama productions, dances, school
carnivals, and other type entertainment.



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

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

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

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

Status Form to File
Gross receipts normally < $50,000 990-N

Postcard m=v chnncea ta file g fyll return

Gross receipts < $200,000, and
Tatal aceets < $500,000

Gross receipts > $200,000, or 990
Total assets > $500,000
Drivata fanmdation - regardless of financial status 990-PF

After tne proper form is filed with the IRS, forward a copy to the Business Office at
1918 Key Street, Waller Texas 77484.

Waller ISD strongly recommends a district employee not serve as Treasurer to any
parent organization or booster club. A District employee should not serve as a check
signer on the organization’s bank account.



Parent Organization/Booster Club Information Sheet

Name of Organization:

501(c)(3) Exempt Status: YES NO Federal ID # (EIN)

List Group(s) your organization supports and its main purpose/function:

Fiscal Year End per Articles of Incorporation:

Gross Receipts (not just profit) @ most recent fiscal year end $

Current Officers:

NAME POSITION PHONE NUMBER

Return this form to the Principal/Administrator by September 1
Forward a copy of this form to the Waller ISD Business Office










We encourage academic booster clubs, whether they cover UIL academic competition in general or specific programs such as
theatre, speech/debate, journalism or math/ science. A great need exists for parental involvement and support.

The rules for athletics are different than the rules for academics and music. Athletes are restricted by the athletic amateur rule,
which states that athletes cannot accept money or valuable consideration for participating in a UL sport or for allowing their
names to be used in promoting a product, plan or service related to a UIL contest. Academics has no amateur rule. Journalism
participants may work for a newspaper and be paid. Actors may work summer stock and be paid. Students may win calculators
and software for participating in invitational math contests.

UIL academic students are restricted by the awards rule. See Section 480, UIL Constitution and Contest Rules. So, as a general
practice, booster clubs should not give gifts or awards to students for their participation in UIL contests that count toward district,
region or state standing without prior school district approval. School booster clubs may raise money to purchase letter jackets,
provided the funds are given to the school without designation to buy jackets for particular students and the school determines
criteria for awarding the jackets. Parents may purchase jackets for their own children provided the school designates the student
as being qualified to receive the jacket.

Booster Clubs may raise money to provide an annual banquet for academic participants and coaches.

EXAMPLES OF ACADEMIC BOOSTER CLUB CONTRIBUTIONS THAT ARE NOT PROHIBITED BY UIL RULE, WITH LOCAL

ADMINISTRATIVE APPROVAL, ARE:

* Purchase equipment for programs such as computers or software for yearbook or computer science.

* Organize and chaperone trips and assist with expenses for travel to academic competitions or educational trips such as
journalism conventions or speech tournaments. Booster club funds may be used to provide food and refreshments for students
on these trips. A purely recreational trip would not meet the definition of an educational field trip and could be considered a
violation of the Awards Rule. See Section 480(2)(d), UIL Constitution and Contest Rules.

* Run tournaments, organize fund-raising efforts, recruit corporate donors, raise money for scholarships and arrange for tutors
and professional trainers to work with students.

* Fund academic workshop scholarships provided selection of the recipients is not based solely on their success in interscholastic
competition. Selection could be based on grade point average or the student’s selection of high school courses. All students
meeting the conditions for scholarship assistance should be notified and eligible for financial assistance. Funds should be
monitored to ensure that they are expended for camp or workshop purposes.

In addition to the general procedures outlined, the following guidelines apply to Music Booster Club activities.

* Be mindful of the fact that there is no Music Amateur Rule. Therefore, limitations established in athletics intended to ensure
compliance with the Athletic Amateur Rule do not apply to music programs and related activities.

*  Some music booster clubs assist with expenses for travel to various music-related activities such as UIL contests and
performances at away athietic events. Such financial support violates no UIL rules provided that it is approved and coordinated
by the local school district.

* Many music groups schedule educational field trips with the approval of the local school administration and under local school
district policies. For such trips, specific educational components must be included such as performing for a music festival, an
adjudicated contest or a concert tour. Marching performances such as the Macy’s Thanksgiving Day Parade, the Rose Bow!
Parade or other similar ceremonial appearances also qualify. However, educational components need not be limited to
performances. Concert attendance, visiting university/conservatory music facilities and other music related, non-performing
opportunities would also be appropriate if approved by the local school district.

e Arecreational trip, on the other hand, would not meet the definition of an educational field trip as provided in Section 480(f) of
the UIL Constitution and Contest Rules. Students receiving the benefits of a purely recreational trip would likely be in violation
of the Awards Rule.

* Booster Clubs may also fund scholarships for private lessons and summer music camps provided the selection of the recipients
is not based on success in interscholastic competition. Funds for such activities should be carefully monitored to ensure that
they are expended for educational rather than recreational activities.

¢ The awarding of patches, T-shirts or other items for achievement in interscholastic competition would be subject to the UIL
Awards Rule. See Section 480(2){A)}, UIL Constitution and Contest Rules. in order to protect all music students’ eligibility, such
awards should be approved and administrated by the local school district in accordance with school district policies.


















































































































YEE-HAW BOOSTER CLUB ASSOCIATION BY-LAWS

AMENDED: May 15,2010
ARTICLE I - NAME
The name of this organization shall be the YEE-HAW BOOSTER CLUB.

ARTICLE II - OBJECTIVES

Sec. 1. This organization is organized exclusively for charitable, religious,
educational, and scientific purposes, including, for such purposes, the making of
distributions to organizations that qualify as exempt organizations under section

501 (¢ ) (3) of the Internal Revenue Code of 1954 (or the corresponding provision of
any future United States Internal Revenue Law).

No part of the net earnings of the corporation shall inure t
or be distributable to, its members, trustees, officers, or other. me%g\er
the organization shall be authorized and empowered te-pay tedsonahl
services rendered and to make payments am}drsl;r %
set forth in the paragraph above. No su /t*a{ p: t e a,b ivities ofl th
shall b carrying on of p;@p/aganda pther*w se atte pting to mﬂue ce legislati

nization ‘parﬂm ate in, or m ervenelin (in¢luding th i
istribution ofStatente ts) ypp tical pai n]on b; alf%of\ary/ andidate for public
office. Notw1gk\qﬁh g any rovisign of Th se by- WE the organization shall not
y other a¢tivities pot p itt dkto be carried on (a) by an organization exempt
€ral Incgme tax 3 9¢1 n (c) (3) of the Intgrhal Revenue Code of 1954
{51on f ny future United States Internal Revenue Law) or (b)
by an organizafi ibutions to which are deductible under section 170 (c) (2) of the
Code of 1954 (or the corresponding provision of any future United
tnal Revenue Law).

Sec. 2. This organization is organized to support the activities of the drill team
members. Upon the dissolution of the organization, the Executive Committee shall, after
paying or making provision for the payment of all of the liabilities of the organization,
dispose of all of the assets of the organization exclusively for the purposes of the
organization in such manner, or to such organization or organizations organized and
operated exclusively for charitable, educational, religious, or scientific purposes as shall
at the time qualify as an exempt 0 nization or o  nizations under section 501 ( ¢) (3)
oftt In nal Revemt Coc of 1954 (or the corresponding provision of any future
United States Internal Revenue Law), as the Executive Committee shall determine. Any
such assets not so disposed of shall be disposed of by the Court of Common Pleas of the
county in which the principal office of the organization is then located, exclusively for
such purposes or to such organization or organizations, as said Court shall determine,
which are organized and operated exclusively for such purposes.

Al7









annual review of the organization's revenues/expenditures for the
prior year. A copy of the report for the prior year will be
submitted to the Principal's office and to the Internal Audit
Department by September | of each year.

6. A financial disposition of Booster Club funds shall be presented
monthly, with a financial statement given at the May meeting.

Sec. 7. The Parliamentarian will insure that all meetings are conducted according
to Robert's Rules of Order.

ARTICLE VI - MEETINGS

Sec. 1. A regular meeting of the Booster Club shall be held on the second
Tuesday night of each school month unless otherwise provided by the club or the
Executive Board with a seven-day notice. "

Sec. 2. Fifty percent (50%) of the voting membership of the Booster Clyb,oné\o
whom shall be authorized to open and preside over the meeting,sh” corl Stltu}EE
quorum. v //\

ARTICLE VII - ETE m\/ \(leTﬂ;r/ E k& /7

%/ The Ex€¢utj /Co Ittee hall 90&151st p the o‘fﬁc@rs( of the’club and the
. o g
Yél-iaw Dlr@ Z duties §ha b t transa t}\ecef ry business between club
i ther busine e re edt y the club; to approve the
work of the(standj c alrpe ons; and to resent reports at the
i et “Executive Committee may be called by the
President or by 4 mhajority of t commlttee s members.

ARTICLE VIII - STANDING COMMITTEES

There shall be such standing committees created by the Executive
Committee as may be required to promote the objectives and purposes of the club. The
chairpersons of the standing committees shall be appointed or selected by the newly
elected Executive Board. Their term of office shall be for one year.

Standing Committees

Scholarship Mother/Daughter Luncheon
Father/Daughter Social Parent Socials

Photo Historian Sunshine (Thank Yous)
Props Costumes/ Sewing
Publicity Telephone

Al.10












BY-LAWS
XYZ HIGH SCHOOL BOOSTER CLUB, INC.

1.1

2.1

ARTICLE 1
Name. The name of this corporation is XYZ HIGH SCHOOL BOOSTER CLUB, INC.

("Corporation™)

ARTICLE 11
Purposes. The Corporation is organized exclusively for educational and charitable
purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code of 1986,
as amended ("Code"). The purpose or purposes for which the Corporation is organized
are:
a. To sponsor and promote a chemical free prom night for graduating
seniors of XYZ High School;

b. To educate high school students and the public about the bene:
themselves and others of a chemical free celebration pf pr

c. To solicit and disburse funds to be used to support the a %ses
/TN

%

ARTICLE III 7% J Su/
3.1 Principal Office. The principal office of the Corp/oréftion >ha’ll be }oifated ar l d,

Fort Bend County, Texas. '’ / - N \: | !

!/ P2 :
3.2 Registered Office and Reglstered Agent! Tl}e jlorer tion ll/ éve .and contlguously
n

mamtam in the State o l/fx glst red t whadse of identical with such

re regd office, asff q & bst e Texas %loh Pr(jﬁ Corporation Act. The registered
mayb buynreedm t be'id ntlc 1 wit ihe pmcxpal office of the Corporation, and

¢ address f\{:/e reglste d @‘f?i ma be dh nged from tlme to time by the Board of

Directors. /

ﬂ.x

\ A
/ ARTICLE 1V
erS’es of the Corporatlon shall be camed out through conferences,

e school or to control their policies.

*~]. The Corporation shall be non-commercial, non-sectarian and
nonpartisan. No commercial enterprise or any candidates shall be endorsed by it. The
name of the Corporation or its officers in their official capacities shall not be used in any
connection with a commercial concern or with any partisan interest or for any purpose
other than the regular work of the Corporation.

Al.14






ARTICLE VII
OFFICERS
7.1 Officers. The officers of the Corporation shall be a President, Vice President, Secretary and
Treasurer. Officers shall take office at the first regular meeting and serve for a term of
one year or until their successors are installed.

7.2 Designation of Officers. The officers of the Corporation shall be elected annually at the
first regular meeting. Each officer shall hold office until his successor shall have been
duly elected and shall have been qualified, or until his death, or until he shall resign or
shall have been removed in the manner hereinafter provided.

7.3 Vacancies. Vacancies occurring during the term of office shall be filled by the Board of
Directors.

7.4 President. The President shall be the principal executive officer of the Corporation and
shall in general supervise and control all of the business and affairs of the Corporation.
He or she shall preside at all meetings of the Corporation, the Board © Dlrectors and
shall be exofficio member of all committees. He or she may sign, with the Se’creta or
any other proper officer of the Corporation authorized by the Board ¢f|Dir c rs
contracts or other instruments which the Board of Directors has authpnize
executed, except in cases where the signing and executlon tﬁergsf shal b
delegated by the Board of Directors or by these By-lawj d’f l{y §§a te t e oth r
officer or agent of the Corporation; and in gengfal he or she shall perfo a du €
incident to the office of President and sueti Other f d u3655 é may l%)e prvshrl ed\by e
Board of Directors from time to tlmc’ﬁ// e } ;’ ,\ /' }
] / L
7.6 Vice President. In the ab t e Président or in thL e er\ff{ jis or her inability or
j/: dﬁti &‘ e President, and when so
] »all the restrictions upon the President.
an of/ e Fundr sing Committee.

7.7 | byt e B of Directors, the Treasurer shall give a bond for the

0 h1 or T dutles in such sum and with such surety or sureties as the
1l determine. He or she shall have charge and custody of and be

r all funds and securities of the Corporation; deposit all such moneys in the

orporation in such banks, trust companies, or other depositories as shall be

Board of Dir,
responsible;

0 the office of Treasurer and such other duties as from time to time may be assigned to
him or her by the President or by the Board of Directors. The Treasurer shall present a
statement of account at every meeting of the Corporation and at other times when
requested by the Board of Directors and shall make a report at the Spring and Fall
meetings. The Treasurer's books shall be subject to audit annually by a committee of
three members appointed by the President at the spring meeting. The Treasurer's books
shall be closed by July 31 of the fiscal year (end of the fiscal year).

Al.16












1.0

Financial Management Handbook
For Parent Organizations
Section 4
Fundraising....
Sales Tax Rules and Reporting, Food Guidelines, Incentives

Purchases

Il

1.3

1.4

If a parent organization has obtained an exemption from the State for Texas sales
and use taxes, it simply means that the organization can purchase items for the
organization’s exclusive use (further exempt purpose) or for resale (once the
items are sold, they are taxable) without paying sales taxes. However, the
organization must still collect sales taxes for taxable items sold Sales taxes are
essentially a transaction tax.

The remainder of Section 4 is based on the assumption that the parent
organization has obtained tax-exempt status from the IRS as a public 501(c)(3)
charitable organization and an exemption from the State for Texas sales and use
taxes.

All purchases made for the exclusive use (necessary to the organization’s exempt
function) of a parent organization should be made tax-exempt.

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

1.3.2 Sales and use tax exemption numbers do not exist. Exemption forms
require no number to be valid. The Certificate authorizes the vendor to
make the sale tax-exempt.

1.3.3 The vendor should keep the certificate on file to show State Comptroller
auditors if they are audited.

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

1.4.1 A Texas Sales Tax Resale Certificate showing the organization’s Sales
Tax Permit Number (11 digits) should be given to the vendor unless the
vendor already has one on file. If the organization is not required to ha
a sales tax permit, it may issue an exemption certificate when purchasing
taxable items for resale.

1.4.2 It is not allowable to pay the vendor for sales taxes in an attempt to avoid
colleting and remitting sales taxes to the State.



2.0

Reporting and Remitting Sales Taxes to the State

2.1

2.2

23

24

2.5

2.6

Sales taxes are due to the State and must be collected when taxable items (i.e. —
caps and t-shirts) 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.

There is a requirement to file at least one sales tax report per calendar year
(January — December) with the State Comptroller's office. The State Comptroller
will inform the parent organization after filing their first sales tax report if sales
taxes must be remitted more frequently (based on taxable sales in one year).

2.3.1 The State Comptroller's office will generally mail the required reporting
forms and information to the organization after it has obtained a Sales Tax
Permit. If you did not receive the sales tax reporting forms, the
organization is still required to complete the appropriate sales tax report.

2.3.2 If an organization has a Sales Tax Permit, the State requires that a sales
tax report be filed annually even if the organization did not sell anything
taxable (zero sales/no tax due tax report).

2.3.2 The sales tax report can be completed online, if preferred, by going to the
State Comptroller’s website at:
Do werrdis shie o s/ iinio/saiosss ob de sades T

Select either “File Tax Due or “File No Tax Due” (zero tax report)

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

All KISD locations except Mueller Elementary are currently located in a 8%4%
sales tax rate area.

When completing the sales tax report, verify that the amount listed as total taxable
sales reflects the sales price before tax. It should not be the total amount collected
including tax or your organization will be paying sales taxes twice.

2.6.1 For example if the total amount collected including tax for a T-shirt is
$15.00, the sales price would be $13.99 ($15.00/1.0725).



3.0

4.0
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One-day Tax-free Sales

3.1

3.2
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34

3.5

Parent organizations are allowed two one-day tax-free days per calendar year by
the State if they have obtained exempt status from the IRS and exemption from
sales and use taxes from the State.

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

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

The criteria for a one-day tax-free sale have to do with when possession goes
from the parent organization (which is tax exempt) to the buyer (which is not tax
exempt). Orders and/or collections could be taken over an extended period before
delivery is made. The delivery just has to be advertised as one day (the tax-free
day).

If your organization has a sales tax permit, it will need to report the one-day tax-
free day on the sales tax report in “total sales”, not “taxable sales™.

List of Common Taxable Items

4.1

The following list of items or activities have been identified as being taxable
when sold or sponsored by a parent organization. This list is not all-inclusive.

« Athletic equipment and uniforms

e Balloons

» Band equipment and supplies - reeds, recorders
« Books, workbooks, etc.

e Candles

» Catered dinners/banquet, if not part of fund-raiser
¢ Clothing - T-shirts, all other clothing items

» Concessions, if not part of a fund-raiser

« Copies - collections from coin or manual copiers
» Cups - glass, plastic, paper, etc.

« Directories - student

« Drafting supplies

» Flower sales

e Garage sales

o Gift-wrap paper

o Handicrafts
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» Horticulture items

¢ Magazine subscriptions (< 6 months)

e Musical supplies

¢ Pennants

e Pictures/photographs

e Plant sales

« Publications — yearbooks, football programs, memory books

» Programs - athletic, music, etc.

e Recorders - musical

« Retirement plaque

« Rings - school

e School Store - all items sold by school stores

e Silent Auctions (if not part of one-day tax-free day and is for items such as free
golf round, membership to a health club, other recreational-type items, etc.)

e Spirit Items — ribbons, banners, pom poms, pennants, cups, bracelets, etc.

o Stationery

o T-Shirts, all other clothing items

¢ Uniforms - PE, cheerleader (when student property)

« Vending - pencils and other non-edible supplies

« Yearbooks, if not part of one-day tax-free day

5.0 List of Common Non-taxable Items

5.1

The following list of items or activities have been identified as being non-taxable
when sold or sponsored by a parent organization. This list is not all-inclusive.

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

» Bake/food sales

e Car wash

e Catalog sales (organization is acting as agent of seller & receives a commission-
see 6.0 below)

» Concessions, if part of a fund-raiser

e Dinners — when prepared by parents or catered as part of a fund-raiser of a
parent organization and not in direct competition of local vendors

e Discount cards

e Dues

® Gold-C and Entertainment coupon books

¢ Golf tournament entry fees

e Fees — clinics and workshops

e Jog-a-thon

e Magazine subscriptions (6 months or more)

o Raffle tickets
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e Silent auctions (all if part of one-day tax-free day; if not part of one-day tax-free
day and is for items such as gift certificates for dinner, manicure, facials,
haircuts, stay at a hotel, etc.)

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

6.0  Criteria to Determine if Seller or Agent

6.1

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

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

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























