
1
Revised Fall 2022



TABLE OF CONTENTS

3…..Establishment and Approval
4…..Booster Club Bylaws
5…..Prohibited Sponsorships and Political Affiliation / Support
5…..Financial Policies and Procedures
5…..Annual Budget
7…..Government Accounting Certificate
7…..Audit Report
8…..Audit Committee Guidelines
9…..Fundraising Projects
9…..Contribution Acknowledgement Form
9…..Facility Improvement Request
10...Gifts to District / Employees
11...Tax-exempt Status
11...Principal Approvals
12...Liability Recommendations
12...Use of Individual Accounts for Members of District Groups or Clubs
14...UIL Guidelines for Booster Clubs
18...STATEMENT OF PURPOSE FORM
19...BYLAW EXAMPLE DOCUMENT
28...BOOSTER CLUB BUDGET FORM
29...ANNUAL REPORT FORM
30...AUDIT REPORT FORM
32...GOVERNMENT ACCOUNTING CERTIFICATE FORM
33...FUNDRAISING APPLICATION FORM
34...CONTRIBUTION ACKNOWLEDGEMENT FORM
35...CHECKLIST FOR PRINCIPALS AND BOOSTER CLUB OFFICERS

2



Booster Clubs

A booster club is a school district approved club formed by parents and other interested
non-student adults to work for the best interest and in a manner conducive to the
enhancement of educational programs of the district.

NOTE: The Federal Tax Number and the Texas Sales and Use Tax Exemption for
Lewisville ISD are not to be used by any Booster Club for any purpose.

Establishment and Approval

Booster Clubs must be approved by the Principal – Booster Club Statement of Purpose.

At the activation meetings of interested adults who want to establish a booster club,
certain important elements should be agreed upon. These include:

The determination of the purpose and goals of the club to be consistent with and
enhancing the education programs of the school district.

The appointment and/or election of a slate of officers, to include, as a minimum,
President, Vice President, Secretary, and Treasurer. The sponsor/coach of the
organization or administrators on their own campus shall not be a member, hold office,
or have voting privileges on the executive board. However, the coach/sponsor will work
closely with the booster club to facilitate planning and communication. Campus
secretaries and bookkeepers cannot hold a financial position with the district and a
financial position with the Booster Club.
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Preparation of a constitution or bylaws which must have as a minimum (See Booster
Club BYLAWS Sample for additional requirements): FORM ON PAGE 19

1) Establish a maximum tenure of office for individuals holding positions of honor and
trust;

2) Establish the fiscal year dates in which the booster club will operate;

3) Establish provision for the appointment of a member audit committee or the selection
of an audit firm to perform an annual audit of financial records;

4) Provide for the preparation and member approval of an operating budget identifying
fund raising projects and the purposes for which the funds are being raised;

5) Identify the official records to be established and maintained by the elected officials of
the booster club;

6) Establish the criteria and define membership in the booster club as one comprising
parents and other non-student adults who are interested in enhancing the district’s
educational programs;

7) Action to be taken upon dissolving or suspending booster club;

The annual registration with the campus principal of officers.

NOTE: Booster Clubs are required to pay state sales tax when purchasing taxable
items and to collect sales tax when selling taxable items. These clubs and organizations
may apply to the State Comptroller of Public Accounts requesting issuance of a sales
tax number to be exempt.
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Prohibited Sponsorships and Political Affiliation / Support

Booster clubs should prohibit political candidates or political parties from publicizing in
booster club documents.  This includes sponsorship of activities, events or seasons.

Booster clubs should review business and organization information and/or materials
prior to use for appropriateness.

All sponsorships and paid advertisements must be reviewed first by the director or
coach then by the campus principal.

Financial Policies and Procedures

The following guidelines reflect the district’s requirements pertaining to the financial
policies and procedures, which must be considered when establishing the booster
club’s bylaws.

Annual Budgets FORM ON PAGE 28

Annual budgets must be formulated and approved by the membership, setting forth the
fund raising projects and the purpose for which the funds will be expended. Accounting
records should be studied from previous year’s annual reports to determine how well
that budget met the organization’s needs. Next, members should determine the
projected financial requirements, taking into consideration the funds needed for the
approved programs and projects. This information is used to develop the budget.
Without an approved budget there is no authorization to expend funds or to conduct
fundraisers. After the budget is approved, it serves as the financial guide for the fiscal
year. Since the budget is only an estimate of the planned expenditures and income for
the year, amendments may become necessary from time to time. When there are
additional expenses or changes to expenditures or income, the budget must be
amended by a vote at any regular meeting of the membership. Any time budgeted items
do not have sufficient funds allotted in that line item to cover expenses or new projects
are planned, the budget has to be amended. This is also true of the income items.

Use of pre-numbered bank checks and a systematic record of bank deposit slips.
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Requirement for two officer signatures on all checks typically the Treasurer and the
President. If these officers are related, someone else must be responsible for this. A
sponsor may not have signature authority of an outside bank account for a booster
club or other outside organization.

The identity of the banking institution should be included in the minutes designating
where the checking and savings accounts are maintained.

A system should be established whereby IRS Form 1099 MISC can be furnished to
those individuals, businesses, etc. when the amount paid is required to be reported per
IRS.

The treasurer’s records should consist of:

1) A double entry ledger system so the books can be balanced at the end of each
period. A ledger book showing all income and expenditures should be maintained with
supporting receipts and deposits. A ledger sheet for each budget category must be kept
to reflect expenditures.

2) A system using receipts and invoices. All bills should be paid by check, never
cash. Each check written must have a receipt or invoice attached. If a receipt or invoice
is not available, a written document indicating the purpose of expenditure, amount,
payee and why receipt not available must be completed for documentation.

A receipt should be issued any time cash is collected. Receipts should be
pre-numbered, issued consecutively and kept in a bound book. One copy must always
remain in the receipt book. (Exception: concession sales)

Officers should collect money and make deposits on a timely basis. However, financial
responsibilities should be properly segregated among the officers. Officers who have
physical custody of the assets of the club (i.e. the deposits, the checkbook) should not
also have recording, reporting, and reconciling responsibilities. For example, if the club
collects dues, the Membership Chair could deposit all of the cash and checks from new
members, not the Treasurer. The Membership Chair should submit the deposit slip and
adequate supporting documentation to the Treasurer (detailing how much was
collected, from whom, amount) for record-keeping purposes.

6



Whenever possible, at least two people should count the monies collected and
document the amount given to the officer for deposit.

3) The treasurer must prepare and distribute a financial report to the membership on
a monthly basis. The report should detail the source and amount of all revenue
collected (e.g. $560 from concessions, $220 from program sales, etc.). The financial
report should also detail the expenditures for the month (how much was spent and for
what purpose). In addition, the report should also indicate the bank balance at the
beginning and ending of the month. The ending balance should tie back to the
reconciled bank statement and previous treasurer’s report.

4)  Copies of the approved secretary’s minutes of meetings;

 
5)  Copy of completed required forms submitted to Principal or noted District staff:
 
 
At the close of the booster club’s fiscal year, the treasurer shall prepare an annual
financial report covering the entire fiscal year Booster Club/Organization Annual Report
to be submitted to the principal.

Government Accounting Certificate FORM ON PAGE 32
 
The treasurer must complete a Certificate to be submitted to the Accounting
Department. This Certificate is a tool that Accounting uses during year end to see if any
booster club meets the materiality requirements outlined in Governmental Accounting
Standard Board No. 39.

Audit Report FORM ON PAGE 29

Arrangements should be made annually to have the books audited by at least three
members designated as the Audit Committee. The audit findings should be a part of the
club’s documented files. The audit committee must make a report to be presented at
the first meeting held after the conclusion of the audit. In the event a complete audit
cannot be done due to the inadequacy or unavailability of the records, this must be
reported to the members (Audit Report). The Audit Report along with the Financial
Report must be submitted to the Principal by September 1 of each year.
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Audit Committee Guidelines

Each Booster Club is required to have an audit committee conduct an annual review of
the Financial Report and the related financial activity for the school year. The Treasurer
(and Assistant Treasurer, if applicable) should not be on the audit committee. The audit
committee must prepare a written Audit Committee Report that communicates the
results of the audit to the members at the next regular meeting.

The following suggested guidelines are designed to assist the audit committee in
conducting a thorough review of the Booster Club’s financial report and activity for the
applicable school year:

 Make sure the beginning balance agrees to the balance on hand per the last audit
report.
 
 - Review the reconciled bank statements and canceled checks to determine that:
- Disbursements have been properly documented with an invoice or receipt;
- Disbursements have been properly approved;
- Checks have been properly signed;
- Checks have been deposited or cashed by the payee indicated and that no information
on the face of the check has been altered;
- Checks have been accounted for in the proper sequence (no missing checks); and o -
- Checks have two signatures and are not being signed by the payee.
- Verify deposits are made in a timely manner by reviewing the dates of fundraisers.
 - Check to see that cash was counted by two people.
- Verify that receipts and disbursements were recorded to the correct account category.
- Verify that bank reconciliations are done monthly and check accuracy.
- 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.
 - Verify that 1099s were issued if applicable.
- Determine if the booster club had an obligation to collect sales tax. If so, make sure
returns were filed timely and accurately.
- Verify that money collected for a designated purpose was spent only for that purpose.
- Check the minutes to verify the budget and all amendments were adopted.
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If there are irregularities, the committee should take the following steps:
Contact the treasurer for additional records or information;
Contact the President if matter cannot be settled to the committee’s satisfaction; and
Contact the Principal for further assistance.

Fundraising Projects FORM ON PAGE 33

It is the policy of the District that funds received from Booster Clubs’ fundraising
activities must be used to benefit the students and schools in appropriate ways. See UIL
guidelines for appropriate expenditures. http://www.uiltexas.org/files/booster-guide.pdf.

Fundraising projects for parental groups should be:

For the educational benefit of the students, coordinated through the principal.
For a specific project as identified in the current approved budget and not for the sake of
raising money.
In connection with the established goals and philosophies of the booster club
constitution or bylaws as well as UIL guidelines.
LISD forbids any student, regardless of grade, from participating in door-to-door sales.
The use of individual accounts for members of District groups or clubs is not allowed.
The IRS indicates that individual accounts cannot be used by a tax exempt
organization. (IRS position)

 Contribution Acknowledgement Form FORM ON PAGE 34
 Principal must submit to the Director of Facility Services or the Distribution Manager for
approval of donated items if $1,000 or more.
 

Facility Improvement Requests

 Principal must submit to the Director of Facility Services. If the improvement is $1,000
or more, it must also be approved by the Director of Facility Services or Distribution
Center Manager.
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Gifts to District/Employees

To schools and district:

Gifts to the schools may be in the form of cash with a request that it be used to
purchase specific item(s) or to provide funds for a definite purpose. Personal property
purchases, except those specifically identified as property of Booster Clubs, that are
placed in, on, or around the school will be considered as a gift to the school and district.
Per District policy, personal property includes, but is not limited to, any item or thing that
may be moved from one location to another or is consumable and does not include real
property, such as land, buildings, and repair or renovation to any building. The term
personal property also includes related classes or types of items, or consumable
supplies, such as athletic supplies, automotive supplies, office supplies,
cafeteria-equipment, cafeteria commodities, gasoline, books, instructional supplies,
insurance, and so forth. These items will be presented to the principal as gifts to the
district and require acceptance by the Director of Facility Services or the Distribution
Center Manager if the value is $1,000 or more. Every effort will be made to keep the gift
item at the intended campus; however, the need of the district must come first. A
Contribution Acknowledgment form must be completed with proper approvals before gift
is made.

To Employees:

It is the intent of the Board of Trustees that student and parental gifts to school district
employees are an expression of appreciation, rather than a gift of significant monetary
value. Employees shall in no way encourage students, parents, or support groups to
present gifts. An employee shall not accept gifts during his instructional, supervisory or
other activities at the school or administrative area. Any exception to this shall require a
prior written approval by the Superintendent of the school district. All booster
organizations will follow established UIL guidelines when considering the amount of the
gifts.
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Tax-exempt status

The booster club must apply for tax-exempt status under IRS ruling that best applies for
their organization if they will be seeking tax deductible contributions. Contact the IRS for
information or forms at (877) 829-5500 or on the internet at https://www.irs.gov/.

Principal Approvals SEE CHECKLIST ON PAGE 35

Principal must approve on-campus activities, including meeting times, place, dates,
fundraisers and activities. Such activities cannot conflict with school schedules or
activities, district policies or financial procedures, and must be in accordance with Texas
Education Agency (TEA) and University Interscholastic League (UIL) guidelines. These
will take precedence over booster club activities.

The booster club must not be used to attempt to influence the sponsor, principal or other
administrator’s decisions or be a lobbying group concerning matters which are duties
assigned to district personnel, such as trips, staffing, and schedules.

The sponsor of the organization or administrators on their own campus shall not be a
member, hold office, or have voting privileges on the executive board.

On-campus activities, especially fundraisers, should not supplant, duplicate, nor
interfere with those of other school or booster clubs. The principal has the authority to
limit the number of on campus fundraisers. A Fundraising Application must be submitted
to the principal.

Funds raised by Booster Clubs are expected to be used to benefit the students who
participated in the school organization that year. Exceptions must be approved by
principal and membership to carry funds forward. Note: A tax-exempt booster club shall
not credit funds raised to individual student or parent accounts. (IRS Position)

The regular school program, co-curricular activities of the school and programs
sanctioned by TEA, UIL and district-affiliated organizations will take precedence over
booster clubs.
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All activities in which a student group participates, travel or otherwise, will be approved
in advance by the sponsor and the principal. At such activities, the sponsor shall have
full authority at all times except as instructed by the principal or his designee.

Booster Club members, parents, etc. are expected to follow the same standards of
conduct as district employees when chaperoning, sponsoring, or attending student
activities. These standards and rules of conduct may be found in the campus handbook.

Each student or group of students’ participation will be determined by the sponsor and
the principal and not by the organization or any member(s). Participation is considered 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.

Liability Recommendations

There is a liability to students, employees and the general public resulting from activities
and/or travel of the booster organization. The district and its employees will not be
responsible for any liability regarding accidents, injuries, medical expenses or other
financial liability arising from the actions or activities of the booster club. It is
recommended that booster clubs purchase liability exposure insurance from an agent or
company of its choice.

Use of Individual Accounts for Members of District Groups or Clubs

The District has various groups or clubs whose revenues and expenditures are
accounted for through activity accounts. Usually, a group or club will hold several
fundraisers to help with the expenses of the group and possibly the related expenses of
its members. The Internal Revenue Service has indicated that individual accounts
cannot be used by a tax-exempt organization. The District is a political subdivision of
the State of Texas and is considered a tax-exempt organization that may receive
charitable contributions. Any use of individual accounts for members of groups or
clubs throughout the District is prohibited.
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In not using individual accounts, the general account for a group or club would be
credited for all donations and amounts from fundraisers. These amounts could then be
used to pay all or a portion of the costs associated with the group. For example, a group
may plan to attend a competition that would cost $500 per person. The group may be
able to pay $400 of the cost per person with the difference of $100 being paid by the
individual members. All of the members attending the competition would receive an
equal benefit from the funds that had been raised.

Normally, all members of the group or club would benefit from any activity being paid by
the group. However, in some instances, the group may want to have certain criteria met
for a benefit to be given to a member of the group. For example, a person may be able
to attend a particular competition and have the group pay for a certain amount of the
cost if the person had attended 80% of the practices and had participated in at least two
service projects. Some groups may base the criteria on service points. For example, a
person may receive a point for each practice or special event attended. However,
criteria should not be based on participation in fundraisers according to the IRS.
Remember, if criteria to attend a particular event are established, exceptions cannot be
made because your best performer did not meet the criteria.

According to the IRS, a group or club cannot require that a member participate in
a fund raiser nor require that each member raise a certain amount. In addition, the
IRS stipulates that a member who does not participate in a fundraiser would be
entitled to the same benefits as those members who did participate.

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 are 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 should not change every year.
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