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> Definition of Officers
> Definition of Committees
> Executive Committee Financial Checklist

The Internal Auditors and individuals associated with the Pasadena Independent School District are not
an authority on tax-related or accounting situations concerning Parent Organizations, Booster Clubs and
Exempt Organization. Parent Organization, Booster Clubs, and Exempt Organizations should obtain
competent independent counsel concerning tax and accounting-related circumstances.
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BOOSTER CLUB ORGANIZATION
Each booster organization must develop and maintain by-laws that are reviewed on an annual basis by
all of the booster club officers.

The by-laws should contain the detail of the rules of membership. This document must address the
organization’s fiscal year, organizational structure and the method used to elect officers. Only active
members in good standing shall be permitted to hold office or vote upon any matter of business of the
organization.

At a minimum, the booster organization shall elect the following officers on an annual basis.

PRESIDENT
Typically, the president of a booster organization is an individual who has previously been active in the
organization. The major duties include, but are not limited to, the following:

¢ Preside at all meetings of the organization;

¢ Regularly meet with the designated campus representative regarding booster activities;

¢ Resolve problems in the membership;

* Regularly meet with the treasurer of the organization to review the organization’s financial position;
e Select an officer as the designee to receive bank statements;

¢ Schedule annual audit of records or request an audit if the need should arise during the year;

¢ Perform any other specific duties as outlined in the by-laws of the organization.

VICE-PRESIDENT
The vice-president acts as the president’s representative in his/her absence. They must remain familiar
with the organization. The major duties include, but are not limited to, the following:

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

Note: Larger booster organizations may find it necessary to elect several vice presidents with
responsibility over differing areas. Such positions shall be clearly defined in the by-laws of the
organization.

SECRETARY

The secretary is responsible for keeping accurate records of the proceedings of the association and
reporting to the membership. The secretary must ensure the accuracy of the minutes of the meetings,
and have a thorough knowledge of parliamentary law and the organization’s by-laws. The major duties
include, but are not limited to, the following:

¢ Report on any recommendations made by the executive board of the booster organization if such a
governing board is defined by the by-laws;

¢ Maintain the records of the minutes, approved by-laws and any standing committee rules, current
membership and committee listing;

¢ Record all business transacted at each meeting of the association as well as meetings of any executive
board meetings in a prescribed format;

¢ Maintain records of attendance of each member;
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¢ Conduct and report on all correspondence on behalf of the organization;

¢ Other specific duties as outlined in the by-laws of the organization;

* Provide end-of-year copy of minutes to the principal along with the name of new board members;
* Provide end-of-year financials to the Internal Auditor and principal by September 30" of each year.

TREASURER

The treasurer is the authorized custodian of the funds of the association. The treasurer receives and
disburses all monies indicated in the budget and prescribed in the local by-laws or as authorized by
action of the association. The major duties include, but are not limited to, the following:

e Serve as chairperson of the Budget and Finance Committee if prescribed within the by-laws of the
organization;

¢ Issue a receipt for all monies received and deposit in a timely manner;

¢ Present a current financial report including bank statements, bank reconciliations, and financial
statements to the executive committee within thirty days of the previous month end; Copies should be
available for review by the general membership if requested;

¢ File current financial reports at the end of each semester (December and June) with the campus
principal, campus bookkeeper, and the District Internal Auditor;

¢ Maintain an accurate and detailed account of all monies received and disbursed;

¢ Reconcile all bank statements as received and resolve any discrepancies with the bank immediately;
¢ File sales tax reports as required by the comptroller’s office (monthly, quarterly, or annually);

¢ File annual IRS form 990 in a timely manner;

¢ Submit records to audit committee appointed by the organization upon request or at the end of the
year;

¢ Other specific duties as outlined in the by-laws of the organization.

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 his
advice, the presiding officer must make the ruling to the organization — he is not obligated to follow the
recommendation of the parliamentarian. The parliamentarian should be thoroughly familiar with the by-
laws and any standing rules of the group on which he serves. A copy of Robert’s Rules of Order Newly
Revised should be maintained by the organization and referenced as needed.

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. Special committees should complete their assignments within the current school year. If the
objectives are not met at the end of the school year, officers will be required to reappoint members of
the committee for the following year until the purpose of the committee has been achieved. Individuals
who have a conflict of interest shall not be allowed to serve as members of the committee. For example,
senior parents would not be included on a scholarship committee since their child is a potential
recipient of the monies.

43



NOMINATING COMMITTEE

The nominating committee is formed from the organization‘s membership in the spring of each year.
The purpose of the committee is to recommend various members of the organization for office in the
coming school year. The nominating committee should be charged with soliciting recommendations for
officer positions within the organization. The committee should then contact the potential candidate
directly to ascertain their willingness and desire to serve. The nominating committee should report back
to the membership on their results in the spring (typically by mid-April) so that elections may be held.

AUDIT COMMITTEE

At the end of the fiscal year, an audit of the booster club’s financial records should be conducted. The
audit should be performed by individuals who are independent from day-to-day financial activities. The
primary objectives of the audit are to:

e Verify the accuracy of the Treasurer’s financial reports;

¢ Ensure that the club‘’s cash balances are accurate;

¢ Determine that established procedures for handling booster funds have been followed;

¢ Ensure that expenditures occurred in a manner consistent with the organization’s by-laws;
¢ Ensure that all revenues have been appropriately received and recorded.

The audit committee shall make a report to the general membership upon completion of the audit. Any
discrepancies noted shall be brought to the attention of the president of the organization and a

resolution reached prior to presentation. All officers of the organization shall make records available as
requested by the committee. Suggested audit procedures are included in a later section of this manual.

ELECTION OF OFFICERS

The election of officers of the organization will occur annually within the timelines and manner
prescribed by the booster organization by-laws. Typically the election of officers should occur by May of
each year 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 complete no later than July 1st of each year.
Officers may be elected in a variety of methods (simple majority, secret ballot) in accordance with the
organization’s by-laws. 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 Robert’s Rules of Order. At no time should officers be
appointed without the input and approval of the membership.

EXECUTIVE COMMITTEE

Members of the Executive Committee of booster clubs have the responsibility to ensure the
organization procedures and operating practices are fiscally, financially and legally sound. As a member
of the Executive Committee, each individual is required to assure the organization‘s membership that
the organization is operating in conformance with all the rules, regulations, laws, ordinances and
statutes that govern the organization. As a board member, an individual is legally obligated to be
prudent and reasonable in conducting himself to help preserve and protect the organization. The
Executive Committee members must actively participate in the management of the organization
including attending meetings, evaluating reports and reading minutes. Any signs of conflict of interest
should be avoided. If a conflict arises, it should be reported immediately. The committee members may
be required to prove that the transaction is fair, reasonable and in the best interest of the organization.
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Executive Committee Financial Checklist

Budget has been approved.

Treasurer handles all funds.

A blank check is never signed.

All checks are required to have two signatures.

Funds are always deposited into the authorized bank account.

Funds are always kept separate from personal funds or school funds.

Two people count the money and provide the treasurer with a signed proceeds receipt.
Sales slips, receipts or invoices are provided for every expenditure.

A Check Request Form is required to receive reimbursement.

The monthly bank statement is reconciled immediately by the treasurer.

The monthly bank statement is reviewed and initialed by the president.

A written quarterly financial report is provided by the treasurer.

A year-end financial report is completed by the treasurer and presented to the Campus by the
established date.

v" An annual audit is conducted and presented to the Internal Auditor by the established date.
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	Article I
	Purpose
	Article II
	1. What is a nonprofit corporation?
	A “nonprofit corporation” is a corporation no part of the income of which is  distributable to  members, directors, or officers. A nonprofit corporation is created by  filing a certificate of formation with the secretary of state. See Form 202 (avail...
	2. Is a nonprofit corporation a tax-exempt entity?  If not, how do I become tax-exempt?
	A Texas nonprofit organization—whether a corporation or an unincorporated  association—is not automatically exempt from federal or state taxes. To become  exempt, the organization must meet certain requirements and apply with both  the IRS  and the T...
	To learn more about the rules and procedures for obtaining federal tax-exempt status,  read IRS Publication 557, “Tax-Exempt Status for Your Organization.”  Questions about  federal tax-exempt status can be directed to:
	IRS   Exempt Organizations Section   (877) 829-5500
	To learn more about the rules and procedures for obtaining state tax-exempt status,  read the FAQs published by the Texas Comptroller of Public Accounts.  Exemption from  Texas state taxes is determined by the Texas Comptroller of Public Accounts. Qu...
	Texas Comptroller of Public Accounts   Exempt Organizations Section    (800) 531-5441 or (512) 463-4600    email
	3. How do I form a “501(c)(3)” corporation?
	The designation “501(c)(3)” refers to a specific federal tax provision only. If you need  information regarding a federal tax provision or a tax provision impacts your certificate  of formation, you should contact your own tax counsel, attorney, or t...
	4. I’m filing a certificate of formation for a nonprofit corporation, and I have to decide whether the corporation will have members.  What is a member?
	Many nonprofits use the term “member” synonymously with “supporter” or “donor.”   Separate from this fundraising use, however, the Texas Business Organizations Code  provides for a nonprofit corporation with a formal membership structure.  Pursuant t...
	A nonprofit corporation is presumed to have members.  If you are forming a nonprofit  corporation without members, the certificate of formation must include a statement to  that effect.
	5. Can one person be the sole director and officer of a nonprofit corporation?
	No. The Texas Business Organizations Code requires a nonprofit corporation to have at  least three directors, one president, and one secretary. The same person cannot be both  the president and secretary. Officers and directors must be natural person...
	6. Can a nonprofit corporation pay a salary to its officers, directors and/or employees?
	Yes. Any corporation may pay reasonable compensation for services rendered to the  corporation.
	7. Can a nonprofit corporation give political contributions?
	There are restrictions on political contributions by nonprofit corporations.  For  information, on this topic, you may wish to contact your private attorney, the Texas  Ethics  Commission, (512) 463-5800, the Federal Election Commission, and the IRS....
	8. Who has authority to investigate the activities of a nonprofit corporation?
	The Texas Attorney General has statutory authority to (1) investigate charities that  operate as nonprofit corporations, and (2) inspect the books and records of all  corporations, including nonprofit corporations. The secretary of state has no such ...
	9. Are the books and records of a nonprofit corporation available for inspection?
	Section 22.351 of the Texas Business Organizations Code gives a member of a nonprofit  corporation, on written demand, the right to examine and copy the corporation’s books  and records.  The member, or the member’s agent, accountant, or attorney, ma...
	Additionally, section 22.353 requires certain nonprofit corporations to make all records,  books, and annual reports of financial activity available to the general public for  inspection and copying. However, section 22.353 does not apply to (1) corp...
	Under certain circumstances, a nonprofit corporation’s books and records are also  available to the public under the Texas Public Information Act (chapter 552 of the  Government Code). Section 552.003(1)(A) of the Public Information Act defines   “go...
	10. Can I obtain a copy of a nonprofit corporation’s IRS Form 990 from the secretary of state?
	No. Although organizations filing Form 990-PF must submit a copy to certain state  attorneys general, nonprofit corporations are generally not required to file Form 990  with the Texas attorney general or the secretary of state. The IRS provides  inf...
	11. Does a foreign nonprofit corporation have to register to transact business in Texas if its only contact with the state is solicitation of funds or donations?
	A nonprofit corporation that actively solicits funds in Texas may be “transacting  business” in Texas and should file an Application for Registration (See Form 302  available on website); however, if the corporation’s contacts with Texas are only  th...
	However, regardless of the manner of solicitation, an out-of-state nonprofit corporation  may be required to register with the secretary of state in order to participate in a state  employee charitable campaign under subchapter I, chapter 659 of the ...
	12. How can I obtain a copy of the by-laws, tax exempt filings or other documents for a nonprofit organization?
	If the entity is organized as a Texas nonprofit corporation, you may obtain a copy of the  certificate of formation or other filing documents maintained by the secretary of state  by contacting our records team at corpcert@sos.state.tx.us or 512-463-...
	The secretary of state does not maintain the by-laws or tax exempt filings of any  nonprofit organization. Some organizations that have obtained tax-exempt status from  the Internal Revenue Service are required to make certain documents available to ...
	FAQs for Unincorporated Nonprofit Associations
	1. What is an unincorporated nonprofit association?
	An unincorporated nonprofit association is an unincorporated organization consisting of  three or more members joined by mutual consent for a common nonprofit purpose.  Unlike nonprofit corporations, unincorporated nonprofit associations do not file ...
	2. Does an unincorporated nonprofit association have to file anything with the secretary of state?
	No. An unincorporated nonprofit association may, but is not required to, file an  appointment of an agent for service of process.  See Form 706 (available on website).  In addition, the association may, but is not required to, file a statement of aut...
	3. Is an unincorporated nonprofit association a tax-exempt entity?  If not, how do I become tax-exempt?

	1. I received a notice from the secretary of state about filing a “periodic report.” What is this report? Is this required annually?
	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.  The report provides  information regarding the corporation’s registered agent and registered offi...
	Once requested, the report must be completed and filed with the secretary of state to  avoid involuntary termination of a domestic corporation or revocation of the  registration of a foreign corporation.  BOC § 22.364.
	2. Why am I receiving notices about filing a periodic report?  I am no longer affiliated with this corporation.
	The secretary of state sends official notices to the corporation through the current  registered agent and registered office address.  If a periodic report notice was addressed  to you, it is because your name and address appear as the corporation’s ...
	3. The report I received contains inaccurate pre-printed information.  How can I change it?
	Although you cannot change the entity’s name, file number, or jurisdiction of formation,  you can change or update the following pre-printed information on the report by simply  crossing it out and filling in the correct information:
	o The registered agent name;
	o The registered office address; and
	o The names, addresses, and titles of persons named as officers and directors of the corporation
	To change its legal name, the corporation must file a certificate of amendment with the  secretary of state or an amendment to its registration. See Form 424 (available on  website) or Form 406 (available on website), as applicable.
	4. Can I file a periodic report even if the secretary of state has not requested one?
	Yes. Although a nonprofit corporation is not required to notify the secretary of state of  changes to officer or director information at the time of the change, a nonprofit  corporation may file a periodic report even if the secretary of state has no...
	5. What happens if I don’t file the periodic report?
	A nonprofit corporation that fails to file the periodic report within 30 days from the date  that the report is sent by the secretary of state forfeits its right to transact business in  Texas. BOC § 22.360.  A nonprofit corporation that has forfeite...
	6. If a nonprofit corporation has been involuntarily terminated or had its registration revoked for failure to file its periodic report, can it be reinstated?
	Yes. So long as the entity would otherwise continue to exist, the entity can reinstate at  any time by filing the required report together with the maximum filing fee of $25.  See  Form 802 (available on website).  Please note, however, that the secr...
	7. Is a nonprofit entity formed under a special statute—such as an electric cooperative formed under the Texas Utilities Code—required to file a periodic report?
	Yes.  The Texas Business Organizations Code (the “Code”) provides that a nonprofit  corporation created under a special statue is subject to Title 1 and Chapter 22 of the  Code, to the extent not inconsistent with the special statute.



