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Parent Teacher Organization (PTO) and Booster Clubs are parent organizations established to promote school programs or complement student interest groups. Research
confirms that when students engage in activities that expand their mastery of skills
and share a common interest with other students, many positive elements come out
of that experience including compassion, dedication, teamwork, and leadership skills.
McAllen Independent School District greatly appreciates the time, effort, and financial
support Booster Clubs provide our students in achieving these goals.
While PTO/Booster Clubs work cooperatively and closely with the District and its employees, a PTO/Booster Club is a separate business entity from the District. The Organization maintains an individual tax ID number (EIN) and file taxes with the IRS and the
State of Texas Comptroller’s Office as a separate organization. That said, the District
maintains the authority to regulate these organizations. Should a PTO-Booster Club
become insupportable, a Principal or District Administrator may elect to dissolve or
reform the Booster Club at his/her discretion.
Each of the District’s support organization (PTO, PTA, and Booster Clubs) shall work in
cooperation with the Principal and other staff members and shall abide by the policies of MISD, the Board, please see GE (Local), and all applicable Texas entities. Each
District support organization must also abide by the policies and guidelines established for the use of District facilities and grounds. Projects that require any modification or alteration to District property must be pre-approved by the Superintendent.
The PTO-Booster Club Manual is prepared and updated each year with the goal of assisting PTO/ Booster Clubs in meeting District, University Interscholastic League (UIL),
state and federal requirements. The MISD Administration provides resources and guidance to Booster Clubs throughout the year and is available to assist your club at any
time.
Hyperlinks to external websites embedded in the electronic version of this manual are
noted with blue underlined text.
An electronic copy of this manual is available on the District website under Business
Procedure Manuals at:
https://www.mcallenisd.org/apps/pages/index.jsp?uREC_ID=1097293&type=d&pREC_I
D=1475726
DISCLAIMER:
MISD’s staff should not be considered a licensed authority on specific accounting, legal
or tax-related issues concerning individual Booster Clubs, UIL law interpretation or
501(c) (3) tax code. Therefore, if necessary, Booster Clubs should obtain competent independent counsel on UIL, accounting, legal and tax matters related to their specific circumstances at their own expense.
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SECTION 1

BOARD
POLICY
“District-affiliated schoolsupport or booster organizations shall organize and
function in a way that is
consistent with the District’s
philosophy...”
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BOARD
POLICY
GE (LOCAL)
District-affiliated school-support organizations and booster organizations, and other parent groups, shall organize, fundraise or solicit donations, and function in a way that is
consistent with the District’s philosophy and objectives, Board policies, District administrative regulations, applicable UIL or other governing association guidelines, and financial
audit regulations. [See also CDC and CFC]
Before engaging in fundraising or soliciting gifts, an organization or group shall notify the
principal or other appropriate administrator identified in administrative regulations. [See
CDC(LOCAL) for District acceptance of gifts and solicitations.]
USE OF DISTRICT
FACILITIES

District-affiliated school-support or booster organizations may use District facilities with
prior approval of the appropriate administrator. Other parent groups may use District facilities in accordance with policy GKD.

REQUIREMENTS FOR
BOOSTER
ORGANIZATIONS

Each booster organization shall submit to the Superintendent or designee a list of officers and a statement of the purpose of the organization, as well as the organizational
guidelines of the organization. The guidelines may include bylaws, a list of procedures,
or a constitution. In addition, the organization shall submit a written statement giving consent for the District to review the organization’s financial documents.
Each booster organization shall annually submit to the Superintendent or designee a
statement of financial goals, including anticipated income and expenses, and the most
recent income statement and balance sheet. Upon recommendation from the Superintendent or designee, the Board may at any time order a review of all funds and financial
statements of the organization by the District’s internal auditor.
In order to be recognized as a District-affiliated school-support or booster organization,
an organization shall agree to comply with the following additional rules:
1. The Superintendent and the principal, as applicable, shall have the authority to
veto any proposed action of the organization.!
2. The organization shall have no authority to direct any District employee of any
of his or her duties, nor any authority to guide, direct, or establish rules for any
campus activity or student activity.
3. All meetings of the organization shall be open to the public.
4. All District residents who meet criteria detailed in the organization’s guidelines
shall be eligible for membership in the organization.
5. The election of the organization’s officers shall be conducted in a manner that
allows any eligible person to be nominated for an office.
6. The organization may recommend a use for funds it donates to the District; however, the Superintendent or the principal, as applicable, shall have discretion in
the expenditure of all donated funds. [See CDC]
No donation from a booster organization shall be used to alter or modify any Districtowned property or facility without prior approval from the Superintendent or designee.
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BOARD
POLICY
Upon recommendation from the Superintendent, the Board may cease to recognize and
may withdraw affiliation with any booster organization that, in the opinion of the Board,
does not adhere to applicable policies and administrative regulations. In the event of
such Board action, any privileges afforded to the organization as a District-!a f fil i a t e d o rganization shall cease. [See CY and GKD]

GKD (LOCAL)
SCOPE OF USE

The District shall permit nonschool use of designated District facilities for educational,
recreational, civic, or social activities when these activities do not conflict with school use
or with this policy.
! !
!
!
Approval shall not be granted for any purpose that would damage school property or to
any group that has damaged District property.
Note: See the following policies for other information regarding facilities use:
! !
Use by employee professional organizations: DGA
! !
Use of facilities for school-sponsored and school-related activities: FM
! !
Use by non-curriculum related student groups: FNAB
! !
Use by District-affiliated school-support organizations: GE

NONPROFIT
FUNDRAISING

The District shall permit nonprofit organizations to conduct fundraising events on District
property when these activities do not conflict with school use or with this policy.

FOR-PROFIT USE

The District shall not permit individuals or for-profit organizations to use its facilities for
financial gain; however, the District shall permit public performances, recitals, or presentations so long as no admission fee is charged and when these activities do not conflict
with school use or with this policy.

CAMPAIGN-RELATED
USE

Except to the extent a District facility is used as an official polling place, District facilities
shall not be available for use by individuals or groups for political advertising, campaign
communications, or electioneering, as those terms are used in state law. This prohibition
shall not preclude the use of a District facility for a debate among political candidates.

SCHEDULING

Requests for nonschool use of District facilities shall be considered on a first-come, firstserved basis.
Academic and extracurricular activities sponsored by the District shall always have priority when any use is scheduled. [See FM] The director of plant operations shall have
authority to cancel a scheduled nonschool use if an unexpected conflict arises with a District activity.

APPROVAL OF USE

The director of plant operations is authorized to approve any nonschool use of any District facility.

! EXCEPTION

No approval shall be required for nonschool-related recreational use of the District’s unlocked, outdoor recreational facilities, such as tracks, playgrounds, tennis courts, and the
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BOARD
POLICY
! EMERGENCY USE

like, during nonschool hours and when the facilities are not in use by the District or for a
scheduled nonschool purpose.
!
In case of emergencies or disasters, the Superintendent or designee may authorize the
use of school facilities by civil defense, health, or emergency service authorities.

USE AGREEMENT

Any organization or individual approved for a nonschool use of District facilities shall be
required to complete at least once each year a written agreement indicating receipt and
understanding of this policy and District facility use procedures, and acknowledging that
the District is not liable for any personal in jury or damages to personal property related
to the nonschool use.

FEES FOR USE

Nonschool users shall be charged a fee for the use of designated facilities.

FEE SCHEDULE

The director of plant operations shall establish and publish a schedule of fees based on
the cost of the physical operation of the facilities, as well as any applicable personnel
costs for supervision, custodial services, food services, security, and technology services.

! EXCEPTIONS

Fees shall not be charged:!
• For nonschool uses scheduled during the 2.25 hours following the end of the instructional day;
• When school buildings are used for public meetings sponsored by state or local governmental agencies; or
• For use by District employee professional organizations. [See DGA]

REQUIRED CONDUCT

Persons or groups using school facilities shall: !!
1. Conduct business in an orderly manner.
2. Abide by all laws and policies, including but not limited to those prohibiting the
use, sale, or possession of alcoholic beverages, illegal drugs, and firearms, and
the use of tobacco products on school property. [See GKA]
3. Make no alteration, temporary or permanent, to school property without prior
written consent from the Superintendent.
All groups using school facilities shall be responsible for the cost of repairing any damages incurred during use and shall be required to indemnify the District for the cost of
any such repairs.

CY (LOCAL)
INTELLECTUAL
PROPERTY

All copyrights, trademarks, and other intellectual property rights shall remain with the District at all times.

STUDENTS!

A student shall retain all rights to work created as part of instruction or using District technology resources.
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BOARD
POLICY
EMPLOYEES
DISTRICT
OWNERSHIP

As an agent of the District, an employee, including a student employee, shall not have
rights to work he or she creates on District time or using District technology resources.
The District shall own any work or work product created by a District employee in the
course and scope of his or her employment, including the right to obtain copyrights.

EMPLOYEE!
OWNERSHIP!

If the employee obtains a patent for such work, the employee shall grant a non-exclusive,
non-transferable, perpetual, royalty-free, Districtwide license to the District for use of the
patented work. A District employee shall own any work or work product produced on his
or her own time, away from his or her job and with personal equipment and materials,
including the right to obtain patents or copyrights.

PERMISSION

A District employee may apply to the Superintendent or designee to use District materials
and equipment in his or her creative projects, provided the employee agrees either to
grant to the District a non-exclusive, non-transferable, perpetual, royalty-free, Districtwide license to use the work, or permits the District to be listed as co-author or coinventor if the District contribution to the work is! substantial. District materials do not include student work, all rights to which are retained by the student.

WORKS MADE
FOR HIRE!

The District may hire an independent contractor for specially commissioned work(s) under a written works-made-for-hire agreement that provides that the District shall own the
work product created under the agreement, as permitted by copyright law. Independent
contractors shall comply with copyright law in all works commissioned.

RETURN OF!
INTELLECTUAL
PROPERTY!

Upon the termination of any person’s association with the District, all permission to possess, receive, or modify the District’s intellectual property shall also immediately terminate. All such persons shall return to the District all intellectual property, including but not
limited to any copies, no matter how kept or stored, and whether directly or indirectly possessed by such person.

COPYRIGHT!

Unless the proposed use of a copyrighted work is an exception under the “fair use” guidelines maintained by the Superintendent or designee, the District shall require an employee or student to obtain a license or permission from the copyright holder before copying, modifying, displaying, performing, distributing, or otherwise employing the copyright
holder’s work for instructional, curricular, or extracurricular purposes. This policy does not
apply to any work sufficiently documented to be in the public domain.
! !
!
!
All persons are prohibited from using District technology in violation of any law including
copyright law. Only appropriately licensed programs or software may be used with District technology resources. No person shall use the District’s technology resources to
post, publicize, or duplicate information in violation of copy right law. The Board shall direct the Superintendent or designee to employ all reasonable measures to prevent the
use of District technology resources in violation of the law. All persons using District technology resources in violation of law shall lose user privileges in addition to other sanctions. [See BBI and CQ]

TECHNOLOGY
USE

ELECTRONIC
MEDIA
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Unless a license or permission is obtained, electronic media in the classroom, including
motion pictures and other audiovisual works, must be used in the course of face-to-face
teaching activities as defined by law.

BOARD
POLICY
DESIGNATED
AGENT

The District shall designate an agent to receive notification of alleged online copyright
infringement and shall notify the U.S. Copyright Office of the designated agent’s identity.
The District shall include on its Web site information on how to contact the District’s designated agent and a copy of the District’s copyright policy. Upon notification, the District’s
designated agent shall take all actions necessary to remedy any violation. The District
shall provide the designated agent appropriate training and resources necessary to protect the District.
If a content owner reasonably believes that the District’s technology resources have
been used to infringe upon a copyright, the owner may notify the designated agent.

TRADEMARK

The District protects all District and campus trademarks, including names, logos, mascots, and symbols, from unauthorized school-related use.

SCHOOL-RELATED
USE

The District grants permission to students, student organizations, parent organizations
and other District affiliated school-support or booster organizations to use, without
charge, District and campus trademarks to promote a group of students, an activity or
event, a campus, or the District, if the use is in furtherance of school-related business or
activity. The Superintendent or designee shall determine what constitutes use in furtherance of school-related business or activity and is authorized to revoke permission if the
use is improper or does not conform to administrative regulations.

PUBLIC USE!!

Members of the general public, outside organizations, vendors, commercial manufacturers, wholesalers, and retailers shall not use District trademarks without the written permission of the Superintendent or designee. Any production of merchandise with District
trademarks for sale or distribution must be pursuant to a trademark licensing agreement
and may be subject to the payment of royalties.
Any individual, organization, or business that uses District trademarks without appropriate authorization shall be subject to legal action.

CO (LOCAL)
LIMITATIONS ON FOOD
AND BEVERAGE
FUNDRAISING
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All food and beverages that are made available for sale through any fundraising activity,
whether on or off campus, shall meet federal and state guidelines [see also FFA], with
the exception of:
1. Items sold at six events annually designated to occur after the end of school
day or on a weekend; and
2. Concessions at extracurricular activities.

BOARD
POLICY
CO (LEGAL)
MINIMUM STANDARDS
FOR SCHOOL
NUTRITION PROGRAM
DIRECTORS

Each district must ensure that all newly hired school nutrition program directors meet
minimum hiring standards and ensure that all new and existing directors have completed
the minimum annual training/education requirements for school nutrition program directors, as set forth in the Code of Federal Regulations. 7 C.F.R. 210.30

TEXAS DEPARTMENT OF
AGRICULTURE SCHOOL
NUTRITION POLICIES

Districts must comply with rules adopted by the Texas Department of Agriculture (TDA),
which administers federal and state nutrition programs including the National School
Lunch Program (NSLP) under 42 U.S.C. Section 1751 et seq.; and the School Breakfast
Program (SBP) under 42 U.S.C. Section 1773. Agriculture Code 12.0025.

! DEFINITIONS

“School day” means the midnight before, to 30 minutes after, the end of the official
school day.

! EXEMPT
! FUNDRAISERS

Schools that participate in the NSLP or SBP may sell food and beverages that do not
meet nutritional standards outlined in 7 C.F.R. Parts 210 and 220 as part of a fundraiser,
during the school day, for up to six days per school year on each school campus, provided that no specially exempted fundraiser foods or beverages may be sold in competition with school meals in the food service area during the meal service. 4 TAC26.2

LIMITATIONS ON
SANCTIONS

TDA may not impose on a district a sanction, including disallowing meal reimbursement,
based on the sale to students at a high school of food of minimal nutritional value, if the
sale is approved in advance by the school and is made:
1. Outside of a school area designated for food service or food consumption or
during a period other than a school meal service period; and
2. For the purpose of raising money for a student organization or activity sponsored or sanctioned by the school or the school district in which the school is
located. Agriculture Code 12.0028

INSUFFICIENT MEAL
CARD BALANCE

IA district that allows students to use a prepaid meal card or account to purchase meals
served at schools in the district shall adopt a grace period policy regarding the use of the
cards or accounts. The policy:
1. Must allow a student whose meal card or account balance is exhausted or insufficient to continue, for a period determined by the district, to purchase meals by:
! !
!
a. Accumulating a negative balance on the student’s card or account; or
! !
!
b. Otherwise receiving an extension of credit from the district;
2. Must require the district to notify the parent of or person standing in parental
relation to the student that the student’s meal card or account balance is exhausted;
3. May not permit the district to charge a fee or interest in connection with meals
purchased under item 1, above; and
4. May permit the district to set a schedule for repayment on the account balance
as part of the notice to the parent or person standing in parental relation to the
student. Education Code 33.908
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BOARD
POLICY
FFA (LOCAL)
The District shall support the general wellness of all students by implementing measureable goals to promote sound nutrition, physical activity, and student health and to reduce
childhood obesity.
[See EHAA for information regarding the District’s coordinated school health program.]
DEVELOPMENT,
IMPLEMENTATION,
REVIEW OF GUIDELINES
AND GOALS

The local school health advisory council (SHAC), on behalf of the District, shall review
and consider evidence-based strategies and techniques and shall develop nutrition guidelines and wellness goals as required by law. In the development, implementation, and
review of these guidelines and goals, the SHAC shall permit participation by parents, students, representatives of the District’s food service provider, physical education teachers,
school health professionals, members of the Board, school administrators, and members
of the public.[See BDF for required membership of the SHAC.]

! WELLNESS PLAN

The SHAC shall develop a wellness plan to implement the District’s nutrition guidelines
and wellness goals. The wellness plan shall, at a minimum, address:
1. Strategies for soliciting involvement by and input from persons interested in the
wellness plan and policy;
2. Objectives, benchmarks, and activities for implementing the wellness goals;
3. Methods for measuring implementation of the wellness goals;
4. The District’s standards for foods and beverages provided, but not sold, to students during the school day on a school campus; and
5. The manner of communicating to the public applicable information about the
District’s wellness policy and plan.
The SHAC shall review and revise the plan on a regular basis and recommend revisions
to the wellness policy when necessary.

NUTRITION GUIDELINES
!
! FOODS AND
! BEVERAGES SOLD
! !

The District’s nutrition guidelines for reimbursable school meals and all other foods and
beverages sold or marketed to students during the school day shall be designed to promote student health and reduce childhood obesity and shall be at least as restrictive as
federal regulations and guidance. [See CO]

! FOOD AND
! BEVERAGES
! PROVIDED

The District shall establish standards for all foods and beverages provided, but not sold,
to students during the school day. These standards shall be addressed in the District’s
wellness plan.

WELLNESS GOALS
!
! NUTRITION
! PROMOTION AND
! EDUCATION
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The District shall implement, in accordance with law, a coordinated school health program with a nutrition education component. [See EHAA] The District’s nutrition promotion
activities shall encourage participation in the National School Lunch Program, the School
Breakfast Program, and any other supplemental food and nutrition programs offered by
the District.

BOARD
POLICY
The District establishes the following goals for nutrition promotion:
1. The District’s food service staff, teachers, and other District personnel shall consistently promote healthy nutrition messages in cafeterias, classrooms, and
other appropriate settings.
2. The District shall share educational nutrition information with families and the
general public to promote healthy nutrition choices and positively influence the
health of students.
The District establishes the following goals for nutrition education:
1. The District shall deliver nutrition education that fosters the adoption and maintenance of healthy eating behaviors.
2. The District shall make nutrition education a District-wide priority and shall integrate nutrition education into other areas of the curriculum, as appropriate.
! PHYSICAL ACTIVITY

The District shall implement, in accordance with law, a coordinated health program with
physical education and physical activity components and shall offer at least the required
amount of physical activity for all grades. [See BDF, EHAA, EHAB, and EHAC]
The District establishes the following goals for physical activity:
1. The District shall provide an environment that fosters safe, enjoyable, and developmentally appropriate fitness activities for all students, including those who
are not participating in physical education classes or competitive sports.
2. The District shall provide appropriate staff development and encourage teachers to integrate physical activity into the academic curriculum where appropriate.
3. The District shall make appropriate before-school and afterschool physical activity programs available and shall encourage students to participate.
4. The District shall encourage students, parents, staff, and community members
to use the District’s recreational facilities, such as tracks, playgrounds, and the
like, that are available outside of the school day. [See GKD]

! OTHER SCHOOL! BASED ACTIVITIES

The District establishes the following goals to create an environment conducive to healthful eating and physical activity and to promote and express a consistent wellness message through other school-based activities:
1. The District shall allow sufficient time for students to eat meals in cafeteria facilities that are clean, safe, and comfortable.
2. The District shall promote wellness for students and their families at suitable
District and campus activities.
The District shall promote employee wellness activities and involvement at suitable District and campus activities.

IMPLEMENTATION

The health and wellness coordinator shall oversee the implementation of this policy and
the development and implementation of the wellness plan and appropriate administrative
procedures.

EVALUATION

The District shall comply with federal requirements for evaluating this policy and the wellness plan.
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BOARD
POLICY
PUBLIC NOTIFICATION

The District shall annually inform and update the public about the content and implementation of the wellness policy, including posting on its website copies of the wellness policy, the wellness plan, and the required implementation assessment.

RECORDS RETENTION

The District shall retain all the required records associated with the wellness policy, in
accordance with law and the District’s records management program. [See CPC and
FFA(LEGAL)]
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SECTION 2

INTERNAL
REVENUE
SERVICE
“The purpose of a taxexempt organization is to
benefit an entity as a whole
instead of benefiting individuals.”
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In addition to District policy, regulatory agencies
such as the IRS, Texas Comptroller’s Office, and
UIL (University Interscholastic League) also govern
Booster Clubs. Booster Clubs must abide by the
regulations and guidelines set forth by these agencies. Booster Clubs should be aware that laws
change frequently so participation in annual
Booster Club training is an essential component of
keeping your Booster Club in compliance with all
requirements.
All Booster Clubs in MISD must operate under IRS
Code 501(c)(3). This type of exemption means that
the organization is tax-exempt, the majority of its
income is from the public, and all donations, subject to certain individual restrictions, are deductible
on the donor's tax return. In addition, 501(c)(3) organizations are eligible for state tax benefits and
reduced postal rates.
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Tax filing requirements for 501(c)(3)’s vary due to
the gross receipts of your club so what may apply
to one club may not apply to you. Larger Booster
Club’s with gross receipts (revenues before expenditures) of greater than $50,000 are required to obtain competent independent accounting or tax assistance (does not have to be a CPA) in filing their
annual federal return (Form 990-EZ or Form 990).
Clubs of this size are required to file paper forms
versus the online, e-postcard (i.e., 990-N). Clubs
with gross receipts of less than $50,000 are not required to obtain independent tax help. The cost of
all outside tax services is the responsibility of the
Booster Club.
Click here to go to IRS 501(c)(3) website.

INTERNAL
REVENUE SERVICE
EIN (Employer Identification Number)
All Booster Clubs in MISD must have their own EIN.
An EIN is a 9-digit number issued to businesses,
which is similar to individual’s social security number.
MISD prohibits clubs from using the District’s EIN.
Therefore, do not utilize the District’s EIN in any business transaction or on any document. DO NOT file
taxes using the District’s EIN. Always use your club’s
EIN!
Obtaining an EIN does not mean your group is tax exempt. The process for applying for an EIN and applying for tax-exempt status are separate processes. If
you obtain an EIN, the IRS considers you a taxable,
corporate entity until you request tax-exempt status.
You may apply for an EIN online, at no cost via
www.irs.gov. The IRS requires the name and social
security number of a Responsible Party in your organization. There are no personal liabilities to you by adding your SSN nor is your SSN public information. It is
simply a way for the IRS to contact you if they have
questions. Do not use McAllen ISD’s name or EIN
number in this field.
501(c)(3) Restrictions & Requirements
The following are restrictions placed on tax-exempt
organizations:
• Tax-exempt organizations must benefit a group as a
whole instead of benefiting individual members. All
members of the student group are to be treated
equally and receive the same benefits. One student
cannot receive a greater benefit than another unless the criteria for financial need is met. In some
instances, individuals may not be able to afford to
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pay the amount owed to participate in a particular
event. The IRS indicates 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 may provide the necessary funds
to allow the individual to participate. The criteria
should be established in writing (preferably in your
by-laws). In addition, the criteria should be used
consistently for all people, and the criteria should
not change every year.
The purpose of a tax-exempt organization is to
benefit an entity as a whole instead of benefiting
individuals. Therefore, the use of individual accounts could result in the loss of existing taxexempt status. In addition, individual benefits may
result in taxable personal income for the student.
• Tax-exempt organizations cannot require a person
to participate in fund-raising activities. The IRS prohibits tax-exempt organizations from requiring people to participate in fundraisers. Booster Clubs or
sponsors/coaches cannot exclude parents or students from activities because they did not participate in a fundraiser. Likewise, Booster Clubs cannot require an amount to be “donated” in lieu of participating in a fundraiser. People may choose
whether to participate in fundraising.
• Tax-exempt organizations cannot require fundraising metrics. Booster Clubs or sponsors/coaches
cannot require Booster Club members or students
to sell a defined or minimum amount of goods or
services as part of a fundraiser. Furthermore, if a
person decides not to participate in a fundraiser,
that person cannot be excluded from having the opportunity to benefit from the fundraiser and cannot
be penalized in any way for choosing not to participate in the fundraiser.

INTERNAL
REVENUE SERVICE
Bottom line: Regardless if a person participates in a
fundraiser and regardless of the amount of revenue
raised, that person cannot be denied the opportunity
to receive an equal benefit from the club.
Example:
High School Spirit Booster Club is having a car
wash fundraiser to help reduce the cost of a trip to
Florida for a competition. The cost of the trip is
$20,000 for 20 people. Therefore, each person’s
cost for the trip before the fundraiser is $1,000. Of
the 20 people going on the trip, only 10 people participate in the car wash and raise $600.
The $600 must be split equally among the 20 people going on the trip, even though only 10 participated in the fundraiser. Therefore, each person receives a benefit of $30 ($600/20). Now, each person’s cost for the trip is $970 ($1,000 - $30).

Federal Tax Filing Requirements
Booster Club Officers are solely responsible for ensuring federal tax returns are submitted annually and on
time. Failure to file taxes for three consecutive years
will result in the automatic revocation of your Booster
Club’s tax-exempt status. The process to reinstate after being revoked can be expensive and time consuming.
Federal taxes are due 15 days after the 5th month of
the Booster Club’s year-end. The table below outlines
common Booster Club fiscal year-end and due dates
for your convenience.
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Booster Club
Fiscal Year-End

Federal Tax
Filing Deadline
(990, 990-EZ or
e-Postcard)

May 31

October 15

June 30

November 15

July 31

December 15

December 31

May 15

Most
Common

Determining Which Federal Tax Form to File
In order to determine which federal tax form to complete, please refer to the table below. Forms selection
is based on your Booster Club’s gross receipts. Form
990-N is an online form available only to those
Booster Clubs in good standing and have gross receipts of less than $50,000. Clubs with receipts of
greater than $50,000, are required to file a paper return (Form 990 or 990-EZ).
Please consult with your tax accountant for specific
details on these forms.
Gross Receipt
Threshold

Form to Use

Less than $50,000

990-N (e-Postcard)

$50,000 - $200,000

990-EZ

Greater than $200,000

990

Click here to find forms and
instructions in IRS website.

INTERNAL
REVENUE SERVICE
RECORD RETENTION
The secretary and treasurer of the organization shall
turn records over to the incoming officers within 30
days of elections. Records should be kept for a period
of seven (7) years for audit purposes. Booster Clubs
should establish a system that passes along prior
year’s files and records to the new officers each year.
How far back can the IRS go to audit my return?
The IRS can include returns filed within the last three
years in an audit. Additional years can be added if a
substantial error is identified. If a substantial error is
identified, the IRS will not go back more than the last
six years. The IRS tries to audit tax returns as soon
as possible after they are filed. Accordingly, most
audits will be of returns filed within the last two years.
Records to keep:
• Day-to-day records
• Financial Reports and Committee Reports
• All financial backup including checkbook and
banks records
• Information related to donations received from
individuals or businesses
• Scholarship information and recipients
• State of Texas Comptroller Office Records
• Sales Tax Forms Filed (Quarterly or Annually)
• Copy of correspondence with the Texas State
Comptroller’s Office
• Federal Records
• Copy of IRS Forms 990, 990-EZ or 990-N (ePostcard) filed each year
• Copy of correspondence with the IRS
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Public Disclosure and Availability of information:
Per the IRS “In general, exempt organizations must
make available for public inspection certain annual
returns and applications for exemption, and must provide copies of such returns and applications to individuals who request them. Copies must be provided
immediately in the case of in-person requests, and
within 30 days in the case of written requests.”
CONTACT THE IRS
If you have additional questions, you may call the IRS
Exempt Organization’s Unit at 1-877-829-5500 (tollfree). The IRS call centers are very busy, especially
during tax season. It is common for hold times to be
greater than 30 minutes. If you have time, please
search online at the IRS’ resource center at
https://www.irs.gov/charities-non-profits.

SECTION 3

TEXAS
COMPTROLLER’S
OFFICE
“Booster Clubs
should obtain a
Texas Sales Tax
Permit if you intend
to sell goods or
taxable services in
Texas. The sale of
goods includes
fundraisers, such as
catalog sales, candy
sales, and sales of
other items.”
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STARTING OUT
WITH THE STATE

After establishing your Booster Club as tax-exempt with the IRS, a Booster Club needs to request
tax-exempt status from the State of Texas Comptroller’s Office via Form AP-204 (Application for Exemption). There is no fee required to apply for this exemption. The exemption allows approved organizations to purchase items tax free to further the organization’s exempt purpose. The exemption process is separate and in addition to applying for federal tax-exemption from the IRS. Only those
Booster Clubs that have obtained tax-exempt status from the IRS may apply for the state exemption.
If the IRS considers your Booster Club a taxable organization because of revocation, you cannot receive an exemption unless you reinstate your status with the IRS first. If your club is already taxexempt from the Comptroller’s Office, you need not reapply each year.
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Reinstating a Forfeited Taxpayer ID
If a Booster Club loses its tax-exempt status with the
State of Texas, you may request to reinstate the old number. You must first file and pay past due taxes (sales and
franchise, if due). Secondly, you must file Form 05-391
which is a formal request to reinstate your sales tax number. Finally, you must complete Form AP-204 to request
exemption from sales and franchise tax (please remember to use your old number). All forms can be sent to the
Comptroller’s Office address listed on the forms.
Texas Sales Tax Permit
Booster Clubs should obtain a Texas Sales Tax Permit if
you intend to sell goods or taxable services in Texas.
The sale of goods includes fundraisers, such as catalog
sales, candy sales, and sales of other items (see table
on next page). In addition, some PTO/Booster Clubs sell
services that may be taxable. PTO/ Booster Clubs may
obtain a Texas Sales Tax Permit by submitting an online
application via the Texas State Comptroller’s Office website
http://comptroller.texas.gov/taxes/permit/. Before a Sales
Tax Permit will be issued, you must have an EIN from
the IRS.
Texas Comptroller’s Office Requirement:
1. If your club will host more than two fundraisers per
year, you need to apply for a sales tax permit online (if
you do not already have one). If you already have a
sales tax permit, you do not need to reapply for a new
sales tax permit just because your federal tax EIN was
revoked.
2. File form AP-204 to request tax-exempt status from
the state of Texas. The IRS will not notify the state that
you are tax-exempt! You must apply on your own. Link
to Form AP-204:
!
https://comptroller.texas.gov/forms/ap-204.pdf
3. Please keep a copy for your records.
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4. The state processes said requests within 3-4 weeks.
You will receive a letter from the state advising you of
your new status.
5. As a tax-exempt entity with the State of Texas, you
should not be liable for Franchise Tax going forward.
Texas Sales Payer ID
Once you receive your Sales Tax Permit or letter from
the State (if you sent in Form AP-204), you will be issued
a Texas Taxpayer ID. The Texas Taxpayer ID is 11 digits
and begins with a 1, 2, or 3. Please note this number is
different from an EIN, which has nine digits. Please use
the Texas Taxpayer ID when filing sales or franchise tax
forms and when filing out the Texas Resale Certificate (in
order to waive sales tax on purchases).
Texas Resale Certificate
The exemption from the Texas limited sales tax allows
the approved PTO/Booster Clubs to make tax-free purchases of items intended for resale. The organization
must present the vendor with a Texas Resale Certificate
in order to purchase the items tax-free. In addition, the
certificate must state the PTO/Booster Club's Sales Tax
Permit Number to be valid. Booster Clubs may access
the Texas Resale Certificate (Form 01-339) from the
Texas State Comptroller’s Office website.
Tax-Free Days
Booster Clubs are entitled to two “tax-free” days per calendar year. This means the State of Texas will not tax
you on the two highest grossing fundraisers where taxable items are sold. This is extra incentive to keep good
records throughout the year! A fundraiser qualifies for the
“one-day, tax-free” sale if all items are to be delivered on
one day. Each "one-day" sale may not exceed 24 consecutive hours. Exemption status is required for entitlement to the two “tax-free” days per year.
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You do not need to designate your tax-free days ahead of time, but you should have an idea of your two highest earning events. Clubs that host two or fewer fundraisers, will use both days as tax-free (if the items would otherwise be taxable). More information can be found on the Comptroller’s Website at:
https://comptroller.texas.gov/taxes/publications/94-183.pdf
Taxable Versus Non-Taxable Sales
The following lists of items or activities have been identified as being taxable or non-taxable by the Comptrollers’ Office when sold by a club. The lists are not all-inclusive but may help you make determinations on other similar sales.
Non-Taxable
Advertising Sales - in yearbooks, athletic programs,
newspapers, posters
Admission - athletics, dances, dance performances, drama
and musical performances

Discount/Entertainment cards and books
Facility rentals for school groups

Admission - summer camps, clinics, workshops

Food items sold during fundraisers, including at a PTA
carnival

Admission - banquet fees, prom, homecoming

Labor-automotive, upholstery classes(parts are taxable)

Admission - tournament and academic competition fees

Magazine subscriptions greater than six months

Car Washes

Parking Permits

Cosmetology Services(products are taxable)

Student Club Memberships

Taxable
A detailed list of taxable goods and services are listed in Publication 96-259 on the Texas Comptroller’s website.

Agenda books

Family and Consumer Science supplies and sewing kits

Repairs to tangible personal property(i.e.
computers repair and house remodeling)

Art - supplies and works of art

Fees - copies, printing, and laminating

Rings and other school jewelry

Artistic works of music and video(CD/
DVD)

Flowers - roses, carnations, and
arrangements

Rummage and garage sales
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Athletics - equipment and uniforms

Greeting cards

Safety supplies

Auction items sold

Hand crafted items

School publications - athletic programs
and posters

Automotive parts and supplies

Horticulture items(plants and holiday
greenery)

School publications - brochures

Band - equipment, supplies, patches,
badges, and uniforms

Hygiene supplies

School publications - newsletters and
newspapers

Book covers

Identification cards - when sold to entire
student body

School publications - reading books

Books - when MISD is the seller

Lumber

School publications - sheet music and
hymnals

Calculators

Magazines - subscriptions less than six
months

School publications - yearbooks

Calendars

Musical supplies - recorders and reeds

School store - all items(except food)

Candles

Parts - career & technology classes

Science - science kits, boards, and
supplies

Car - painting and pin striping

Parts - upholstery

Spirit items

Clothing - school, club, and class

PE - uniforms and supplies

Stadium seats

Computer - supplies and mouse pads

Pennants

Stationery, note pads, etc. - produced in
the classroom

Cosmetology products sold to customers

Pictures - school, group(if school is the
seller)

Supplies - any sold to students

Cups - glass, plastic, and paper

Printing fee - computer

Uniforms - any type to include PE,
dance team, drill team, cheerleaders,
athletic, club shirts
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Decals

Rentals - equipment of any kind

Vending - non-edible supplies
when the school services the
machine

Directories - student and faculty

Rentals - towels

Woodworking crafts - entire sale to
include parts and labor

Drafting - supplies

Rentals - uniforms of any kind

Yard signs

Banquets
All PTO/Booster Clubs can hold a tax-free annual banquet or other food sale. Tickets for students are not taxable. If
the club pays for the event, they must present their tax-free form to the venue and pay the venue directly. The annual
banquet exemption does not apply to the sale of alcoholic beverages or non-food items. All PTO/Booster Clubs are
responsible for any required city food permits and health code requirements.
Carnivals
The sale of an admission ticket to a school carnival, dance, athletic event or musical concert is exempt from sales tax.
Food and Beverage
Booster Clubs do not collect tax on sales of meals and food products. MISD Administrative Regulation and Board Policy states food items may be sold during the day on the last Friday in December and on another day during the spring
semester, as determined by the Principal and submitted to the Associate Superintendent or designee [See CO(LOCAL)]. Concession sales during the school day must meet USDA Smart Snack Requirements adopted by USDA (7/
14). With the exception of 6 pre-approved fundraising events after school and on weekends designated on a school
calendar (GE Local and FJ Local Board Policy), all other fundraisers including food and beverages must meet USDA
Smart Snack Guidelines. All PTO/Booster Clubs are responsible for any required city food permits and health code requirements. McAllen ISD FFA Wellness Regulation and FFA Board Policy are stricter than TDA Guidelines. This guidance is previous to 2014 USDA Smart Snack Guidelines.
Gift Cards/Gift Certificates
Any gift cards purchased should not exceed $25 in value and must be retail-specific (i.e. branded cards of restaurants,
stores, etc). Generic cards (MasterCard, Visa, etc) are not permitted.
Gift cards are cash equivalents, so the organization should exercise the same care when storing and distributing gift
cards.
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If a gift card is donated to the organization for the purpose of subsidizing association expenses, complete a
disbursement voucher with receipts attached for the Financial Reconciliation Committee to verify that funds
were spent appropriately.
Internet Sales of Spirit Items
Sales of taxable items over the Internet are treated the
same as sales of taxable items made at any other sales
location. Booster Club websites must collect sales tax
on taxable items they sell online and remit to the state.
Reading Material and Videos
Books, yearbooks, calendars, newsletters, DVD’s and
CD’s are exempt from sales tax only if the PTO/ Booster
Club prints and publishes the items. The organization
must present a resale certificate to the printer in lieu of
paying tax on charges for printing and binding. Items
that contain printed materials such as school logo tshirts and bookmarks are subject to sales tax unless
sold during a qualifying and designated tax-free sale.
For a more comprehensive list of all tax items, please
call the Texas Comptroller of Public Accounts at 1-800252-5555 or visit the Comptroller’s website at
http://comptroller.texas.gov/taxes/.
State Tax Reporting Requirements
The Texas State Comptroller’s Office requires that
Booster Clubs file sales tax each quarter or each year,
depending on how you are established. The frequency
of filing the sales tax report is determined by the Texas
State Comptroller’s Office and is initially set at quarterly
filings. After your first year as a club, you may write the
Texas Comptroller’s Office and request to change from
quarterly filing to annual filing. Requests are processed
in the fall only. Please continue to file quarterly taxes
until you are notified by the state that your frequency
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has been changed. Failure to file quarterly taxes is subject to a $50.00 late fee.
Franchise Tax
Franchise tax is levied on corporations and limited liability companies that are chartered in Texas. Tax-exempt
entities (i.e., PTO, and Booster Clubs) are excluded
from the tax. However, if your club loses its tax-exempt
status, or you do not request tax-exempt status, you will
be responsible for franchise tax until you regain taxexempt status.
Although a nonprofit corporation that is exempt from federal income tax under Internal Revenue Code 501(c)(3),
the exemption from franchise tax is not automatically
granted.
Until you request exemption from franchise tax, you are
subject to file, even if no franchise tax is due. This is
called a “No Tax Due Report” or Form 05-141. You may
file your “No Tax Due Report” online via WebFile or you
may submit a paper copy.
Booster Clubs must write to the Texas State Comptroller’s Office requesting franchise tax exemption by submitting the following:
1. Cover letter with the organization's name, mailing
address, and Sales Tax Permit Number. Specifically
request an exemption from “franchise tax.” Include
the name and daytime phone number of the organization's contact person.
2. Written statement detailing the nature of the activities conducted or to be conducted.
3. Copy of the bylaws.
4. Copy of the Determination Letter from the IRS granting the Booster Club tax-exempt status.
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The information should be mailed, faxed or emailed to:
Mailing Address:!
!
!
!
!
!
!
!
!
!

Texas Comptroller of Public Accounts
Exempt Organizations Section
P.O. Box 13258
Austin, TX 78711

Fax Number: (512) 475-5862
Email: exempt.orgs@cpa.texas.gov

Do not add “Texas State Comptroller’s Office” in this address line. Please use the address exactly as listed
above. If you have questions, please call the Comptroller’s Office at 1-800-252-5555.
Reporting Club’s Change of Address to the Comptroller’s Office
If the mailing address for the Booster Club changes, immediately notify the Texas State Comptroller’s Office. Failure to
do so may result in important correspondence being lost. You may change your address online with the state online:
https://comptroller.texas.gov/web-forms/franchise/changeaddress/
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“Clubs should allow
enough carry over
funds to permit the
new officers
sufficient funds to
begin the year and
fund programs until
a fundraiser is held.”
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University Interscholastic
League
The University Interscholastic
League was created by The
University of Texas at Austin to
provide leadership and guidance to public school debate
and athletic teachers. Since
1910, the UIL has grown into
the largest interschool organization of its kind in the world. The
UIL exists to provide educational extracurricular academic,
athletic, and music contests.
The UIL aims to provide
healthy, character building, educational activities carried out
under rules providing for good
sportsmanship and fair play for
all participants
(www.uiltexas.org).
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What Does The UIL Do?
• Provides students with educational experiences through
competition.
• Promotes good sportsmanship and cooperation among
member schools.
• Works to prevent exploitation
of students by special interest groups.
• Works closely with associations to provide better officiating and adjudication for UIL
contests.
• Sponsors regional conferences and clinics for athletic,
music, drama, and academic
contests.
• Provides materials to schools
for use in UIL contests.

• Seeks to safeguard the
health and welfare of students by requiring physical
examinations for participation
in athletics.
• Seeks to keep awards for
achievement on a sensible
basis by restricting the cost
and type.
• Sponsors district, regional,
and state tournaments or
meets in athletic, music,
drama, and academic contests.
• Administers the Texas Interscholastic League Foundation, which provides scholarships for drama and academic state competitors.
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UIL Booster Club Guidelines
UIL offers guidance to Booster Clubs in the form of an
annual publication available on the UIL website. A copy
of the UIL Booster Club Guidelines is included in this
manual for your information. This document provides
guidelines, which govern all Booster Club activities related to UIL-sponsored competition. Since the UIL regulates and governs what participants, sponsors, and
coaches may and may not accept, it is very important
Booster Club members and parents are aware of these
guidelines. Please refer to www.uiltexas.org for activity
specific rules.
Daily Operation Guidelines
In addition to federal, state and UIL guidelines, MISD
also provides a framework for day-to-day processes
and procedures.
Accounting Procedures
• Booster Clubs should establish easy-to-use methods
for managing the club’s money. You may utilize
Quicken, Excel or any other spreadsheet program to
track expenditures and revenue.
• All transactions should be recorded in the Booster
Club’s financial records (checks matched to a request
for expenditure and deposit receipts matched to a
bank statement).
• The Booster Club’s books and bank accounts should
be reconciled monthly.
• Meeting minutes must be kept as permanent records
for every meeting.
• Every organization should conduct a monthly review
of the books to catch mistakes and inconsistencies
(reconciliation).
• Records must be kept for 7 years, bank statements,
receipts/deposits, checks/expenditures, fundraiser requests, etc.

• All funds must be deposited in either a FDIC or FSLIC
institutions.
• A district audit of financial records may be conducted,
and a copy of the report is provided to the campus
principal, district school system’s financial officer, and
PTO/PTA/Booster.
Booster Clubs may provide financial support to their student group in two ways:
1. Activity funding: The Club writes a check or “donates” money to the school and the school transfers
money to the Activity Fund of the student program.
The funds then belong to the members of the student group, to be spent by the Sponsor or Coach. All
accounting and safeguarding of funds is the responsibility of the school, once the school has received
the funds. The flow of funds looks like this:

Booster

School

Vendor

• The IRS prefers that 501(c)(3) organizations
use this method, since it provides the most transparent use of Booster Club funds.
• The Texas Education Agency prohibits the District
from reimbursing Booster Clubs for any expenditure. Once money is placed in an Activity Fund, it
cannot be transferred out.
2. Direct funding: The Club writes checks to the individual vendor for the expense related to the student
group through their bank account. All accounting and
safeguarding of funds is the responsibility of the
Booster Club. The flow of funds looks like this:

Booster
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Prgm Activity Fund at
the School

Vendor
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• DO NOT send bills to the school for the bookkeeper to process! Ask the vendor to bill your club
directly. Schools will not be responsible for forwarding mail or processing payments on your behalf.

Determining Which Payment Method to Use
UIL Expenditure Rules are clear regarding what expenses Booster Clubs may cover. The list below provides guidance to Boosters on how best to fund expenditures. The list is not all-inclusive. If you have questions,
please contact the MISD’s Business Office or UIL.
Activity Funds or Booster Club Funds can pay for…
• Non-essential items such as water jugs, hanging bags,
tote bags, yard signs.
• Cheer, Color Guard and Dance performance wear
(must be documented and submitted to the Campus
Bookkeeper as a donation, i.e., “$3,500.00 of costumes were donated”).
• If the Booster Club donates money to the school,
the uniform remains the property of the District.
• Any donations above $5,000.00 must be presented to the board for acknowledgement.
• Instrument purchases
• Instrument rental (for non-district owned instruments)
• Services: Examples include Prop Builder or Drill Designer (anyone providing a non-teaching service - If
over $600, individual must be given a 1099 as this is
taxable income to the provider)
• Meals. If using travel forms, follow district food allotment guidelines.
• Contest entry fees
• Equipment
• Concert recording (follow copyright laws)
• Purchasing performance tickets for students
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Activity funds can only pay for…
• Essential items such as uniform cleaning, performance
wear.
• The uniforms will become property of the District.
• Judges, Performance Consultants, Clinicians, Master
Class Consultants, Color Guard Instructor, Choreographers, and any other personnel that provide a teaching
service or work directly with students
• Uniform cleaning
• Instrument rental (for district owned instruments)
• Transportation of students – busses, vans, charters
• Travel - Hotel rooms
All items donated by parent or booster groups become
the property of the campus, the campus may use or later
modify or sell said items.
Mutual agreement of the principal is required prior to purchasing equipment, supplies, or materials for the school.
Donated items do not need to be accepted by the campus and/or district.
Audit of the Booster Club at Year-End
Each PTO/Booster Club may be subject to an MISD
audit of the financial records. An outside accounting firm
or CPA is not required to review the financial information
versus an internal audit review. If an outside party performs the review, results should be presented in their reporting format; making note to sign and date the report.
It is the responsibility of the club Treasurer to provide
relevant information to the auditor. In the least, the Treasurer should prepare and have ready, the written report of
revenue and expenditures for the entire year. Many PTO/
Booster Clubs have a year-end of June 30.
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Bank Accounts

Bank Account, Budgeting & Carry Over Balances

• Booster Clubs should set up a bank account with the
Booster Club’s EIN number only. An officer’s social security number or the District’s EIN number should not
be used.
• All money must be deposited on a timely basis
into a FDIC or FSLIC designated bank account.
• Two PTO/Booster members must be responsible
for counting/verifying funds.
• No district employee can be an authorized signer for
the bank account(s) of Booster Clubs.
• Only PTO/Booster President, and Treasurer
should have access to the Clubs bank account.
• PTO/Booster Cub President and Treasurer
should not be related.
• PTO/Boosters must have limited access to funds,
only designated persons should have access to
reduce liability.
• All deposits must have a corresponding receipt to detail all transactions.
• Receipts should indicate whether cash, check,
money order, or cashier’s check was received,
date of receipt, and signature of person receiving
money.
• The District recommends at least two authorized signatures are required for each check written to establish
good internal controls over check disbursements.
• Bank account(s) should be reconciled monthly and
within 30 days of receipt. There must be accountability
of funds by a designated PTO/Booster participant and/
or committee member.
• Must be PTO/ Booster designated persons, not
ISD employees. Funds must be kept separate.
Never commingle club money with personal accounts.
• Post-dated checks should not be accepted from
any source.
• Any funds awaiting deposit must be maintained in a
locked, secured safe. Funds may not be kept in a filing
cabinet, or desk.

While it is generally thought that boosters should spend
all money raised in a given year, you need to remember
that the incoming officers for the following year need
start-up money!
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Clubs should allow enough “carry over funds” to permit
the new officers sufficient funds to begin the year and
fund programs until a fundraiser is held. This amount will
vary from club to club.
Be sure to inform members if an unusually high amount
of excess funds exists when the year is complete. Explain in detail how the funds will be used going forward
and provide a long-term budget if possible. If your club
requires a vote to carry over funds, please include in
your bylaws.
Facility Rentals
Booster Clubs should contact the MISD Facilities Department to arrange to use any school facility. PTO/Booster
Clubs must provide proof of their tax-exempt status,
proof of payment of District provided insurance, and a
roster of contacts prior to signing a rental agreement.
Donations - Monetary or Non-Monetary
Donations from Donors to the PTO/Booster Club
PTO/Booster Clubs may receive monetary or nonmonetary contributions from individuals or businesses.
Donors giving monetary or non-monetary gift to boosters
who are tax-exempt receive a tax-deductible receipt to
be used on their federal income tax.
If your club lost its tax-exempt status by revocation for
failure to file taxes or if your club never applied for taxexempt status, then contributions to your organization
are not tax deductible to the donor. You must inform the
individual or business that their contributions or dona-
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tions are not tax-deductible. Donations to your club may
be acknowledged with a simple thank you in addition to a
tax-deductible receipt. If the gift is monetary, you may
indicate the dollar amount. If the gift is not monetary, the
estimated value should not be included in the receipt as
the donor determines the estimated value.
Donations – from the PTO/Booster Club to MISD Activity Fund
Monetary – PTO/Boosters may elect to donate money to
their student program’s Activity Fund. Please make your
check payable to the school or to MISD for the benefit of
your specific program. The District will issue a Gifts, Bequests or Donations Form (receipt) to you for your contribution. The District is required to list all donations in the
monthly board report. Gifts, Bequests or Donations Form
(receipt) should be kept with the Booster Club’s financial
records.
Non-monetary - PTO/Booster Clubs may elect to donate
a vehicle, trailer or other fixed asset. Prior to donating an
item, the organization should work with the program
sponsor or coach, to ensure the item being donated is
needed and will be accepted by the District. There are
times when the District cannot accept non-monetary gifts
due to insurance restrictions placed by the state. Once
accepted, the District will process the Donation and work
to transfer title or any other paperwork necessary to
transfer ownership to the District.
If the District elects to dispose of the asset after its useful
life, under Texas Education Code Section 11.156, ownership of any property donated to the District vests with the
Board of Trustees upon acceptance. Accordingly, only
the District can sell or otherwise dispose of the property
consistent with applicable laws, policies and procedures.

which the donation was made or for any legal purpose if
a specific purpose is not designated by the donor.” In
sum, the District owns the property and therefore the District must dispose of the property in accordance with established policies and procedures. If the property is sold,
the proceeds from the sale may be used either for the
purchase of a replacement item(s) or to support the program in general. Donations over $5,000.00 must be presented to the McAllen ISD Board of Trustees. Donated
items do not need to be accepted by the campus and/or
district.
Donations – from the Booster Club to another
organization
Booster Clubs are discouraged from donating to another
cause because they are awarded tax-exempt status
based on the premise that the club solely supports a
school sponsored program. That said, the IRS provides
loose guidance if a student or student’s family experiences a tragic event during the year and the club would
like to support their specific cause. The IRS allows modest donations to another group as long as not a “substantial” amount of money or effort are donated to an outside
cause. Please call the Internal Auditor if you have specific questions.
Flyers
MISD provides organizations the ability to share event
information that benefit students and families in one centralized place. Events or camps organized by booster
clubs must exist for the sole purpose of advancing extracurricular programs in the district and only be available
to MISD students. All fliers must be approved by the campus principal before any disbursement.
Fund Raising

The Education Code further provides that the District
may use the property “or the income from the property”
for “any purpose designated by the donor that is keeping
with the lawful purposes of the schools for the benefit of
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Before any fundraising activity occurs, Booster Clubs
should coordinate with their sponsor and campus principal. The following guidelines should be established.
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Guidelines and Policies
• The group must receive approval from the Campus
Principal when planning functions in which students
will participate, and must abide by Texas regulations
(e.g. no gambling, use of appropriate themes, etc.).
• Students may work two fund-raising events. Parents
may work as many as they prefer.
• Booster Club should submit the following information
to the Campus Principal:
• Purpose of the fundraiser,
• 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 the organization’s
representative (person in charge),
• Name and phone number of the person(s) who
will be handling the money for the fundraiser.
(limit the number of people handling money)

• The IRS prohibits the use of individual accounts by
Booster Clubs. Booster Clubs must benefit the group
as a whole, not its individual members.

IRS Regulations on Fundraising
• The IRS prohibits tax-exempt organizations from requiring people to participate in fundraisers. Likewise,
Booster Clubs may not require an amount be “donated” in lieu of participating in the fundraiser.
• People may choose whether to participate in a fundraiser and may choose whether to donate to the
Booster Club. Furthermore, if a person decides not to
participate, that person cannot be excluded from having the opportunity to benefit from the fundraiser and
cannot be penalized for choosing not to participate in
the fundraiser.
• Benefits given by a tax-exempt organization cannot be
based on participation in a fundraiser or based on the
amount of individual fundraising efforts. Therefore, regardless if a person participates in a fundraiser and
regardless of the amount of revenue raised, that person cannot be denied the opportunity to receive an
equal benefit.

PTO/Booster Clubs may charge dues to their members
and should be defined in your bylaws. Parents do not
have to be members of the Booster Club for their
child(ren) to participate in the student group that receives
benefit from a Booster Club. Membership dues are associated with the parents being part of Booster Club and
are in no way associated with the expenses related to
that parent’s child (i.e., trip expense, costume expense).
Therefore, membership dues may not offset expenses
related to that parent’s child.
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Accounting for a Fundraiser
• Within a week of the end date of the fundraiser, the
PTO/Booster organization should complete an accounting of the fundraiser and supply said report to the
Treasurer for final reconciliation.
Analysis of a Fundraiser
• PTO/Booster Clubs should analyze and document
whether the fundraiser was a success or failure. This
type of analysis will help a Booster Club decide
whether to repeat a particular fundraiser the following
year and what lessons were learned from the experience.
Membership Dues

Money Handling Guidelines
“Money” refers to cash, checks, money orders, or cashier’s checks. Please use a spreadsheet or accounting
software to track income and expenses. The following
suggestions encourage proper accountability.
Receiving Money
• The person receiving the money while in the presence
of the person turning in the money should count all
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•

•
•
•

money received and both should sign and document
the amount.
The person receiving the money should give a receipt
to the person delivering the money (both parties
should retain their copy of the receipt).
• Receipts should indicate whether cash, check,
money order, or cashier's check was received;
date of the receipt; and signature of person receiving the money.
Any checks received should be endorsed and deposited immediately.
Post-dated checks should not be accepted from any
source.
If a money order or cashier’s check is received, please
document the number and issuing bank’s name.

Recording and Depositing Money
• All money should be delivered to the Booster Club
Treasurer to deposit immediately.
• Receipts should be reconciled with all money turned in
and deposited.
• Money received should only be deposited in the
Booster Club’s account.
• Deposit slips should be retained and reconciled
monthly to the bank account statement.
Disbursing Money
• Clubs may elect to have two signatures on each
check. This is not required but a good practice.
• Checks over an indicated amount in the club bylaws must have 2 signatures.
• Blank checks should never be issued and checks
should never be pre-signed without an amount or
payee listed.
• Boosters may not reimburse members for sales tax. If
a parent does not use the Texas Resale Certificate
when purchasing items, it is against IRS 501c3 code
for non-profits to reimburse tax.
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Safeguarding Money
• Do not keep money or unused checks in an unlocked
drawer, unlocked filing cabinet, vehicle, or other unsecure place. The District will not reimburse stolen funds.
• Do not store financial records in the same place as the
money. If a theft occurred, determination and recovery
of records would be difficult.
• Money received and not yet deposited should not be
used for personal purchases, check cashing, loans,
advances, reimbursements, or for any other purpose.
• The sequence of check numbers should be accounted
for when reconciling the bank statement to the Booster
Club's books.
• Issuing checks payable to "Cash" or to the "Sponsor"
should be avoided. The IRS may examine these transactions in more detail than other transactions. If a
check must be payable to "Cash" or to the "Sponsor,"
keep detailed documentation of the expense or use of
the funds.
• Do not purchase items with booster club funds without
producing a receipt.
Carry-over Money
• A nominal amount of funds may be carried over to begin the next year.
• The carry-over amount should only be enough to “begin business” until the first fundraiser occurs.
• Principal shall verify end of year balances to ensure
carry-over amounts are in compliance with this Policy.
Debit Cards
• Booster Clubs are permitted to use a debit card for purchases only, not for cash. When using a debit card,
please maintain a detailed receipt for the purchase
and return to the Treasurer immediately to be kept with
the club financial records.
• Booster Clubs are prohibited from using Credit Cards
or assuming debt.

UNIVERSITY
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Raffles
Raffles in Texas are governed by the Texas Attorney General. A raffle is defined as the award of one or more
prizes by chance at a single occasion between a single
pool of persons who have paid or promised a thing of
value for a ticket that represents a chance to win a prize.
You do not need to register with the AG’s office in order
to host a raffle or silent auction. More information can be
found at Chapter 2002, Occupations Code/Charitable
Raffles or you may contact the Texas Attorney General’s
Office at 1-800-621-0508.
What prizes may be offered?
An organization may offer any prize except money.
“Money” includes coins, paper currency, or a negotiable
instrument (e.g., Certificate of Deposit) that represents
and is readily convertible to currency. A savings bond or
store-value gift card are allowed as prize. There is no
monetary limit on prizes donated to the organization.
What are the restrictions on how the raffle may be
conducted?
• A qualified organization may hold only two raffles per
calendar year and only one raffle at a time.
• Paid advertising through mass communication is prohibited. Donated advertising is permissible.
• Each raffle ticket must state the name or address of
the organization holding the raffle, the price of the
ticket, date prize is to be awarded and a general description of each prize to be awarded that has a value
of over $10.
• A prize may not be money.
• Only members of the organization, or student organizations recognized by institutions of higher education selling on behalf of the institution, may sell tickets.
• No one may be compensated directly or indirectly for
organizing or conducting a raffle, or for selling raffle
tickets. The organization may not permit a nonmember or other unauthorized person to sell or offer to
sell raffle tickets.
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• Raffles cannot be held on MISD’s grounds and/or facilities.
Are there any penalties for conducting or participating in an unauthorized raffle?
Yes. An unauthorized raffle is considered gambling under
the Texas Penal Code. Conducting such a raffle is a
Class A misdemeanor. Participating in an unauthorized
raffle is a Class C misdemeanor.
Can we hold a Bingo as a form of a Raffle?
No. Per District guidelines, MISD Booster Clubs are not
allowed to raise funds through Bingo.
SCHOLARSHIPS
Scholarships must be awarded based on a student’s
need or merit (e.g., essay contest, GPA limit, etc.). Clubs
may wish to outline the standard process for scholarship
application and distribution in their bylaws. The members
of the committee selecting the scholarship recipients
should not be related to any of the potential recipients.
Funds should be sent directly to the student’s University
Registrar made payable to the University with the student’s name in the memo. Boosters must ensure all UIL
eligibility requirements have concluded. Boosters should
define in their bylaws what happens if a student declines
to attend a University and receives a scholarship. Please
outline whether the money is forfeited or held for a period of time until the student decides on a postsecondary school.
STUDENT FEES AND FINES LIST
Booster Clubs may find themselves in a situation where
students or parents do not submit money for fundraisers
or expenses, resulting in amounts owed to the Booster
Club.
Since these amounts relate to Booster Club activities,
the amount owed cannot be levied on the student’s fees

UNIVERSITY
INTERSCHOLASTIC
LEAGUE
and fines account with the school. If a Booster Club
wishes to pursue recovery of these amounts, they must
do so independently from the District and the school.
Student Privacy - All Media Types
Before posting anything in printed material, or in any media context, ensure that the parent or legal guardian of
the student completes a photo or video release form.
While such material may be used to promote your
booster club or solicit donations, you must respect the
privacy of all students, parents or guardians and obtain
their approval before distributing their photo or name.
You may create your own form. As with the District’s social media guidelines, social media etiquette is required
of all Booster Clubs at all times.
Volunteer Application
Booster Club members who have direct contact with students are required to register as a District Volunteer. In
order to begin volunteering in our schools, you will need
to complete the following application.
• You must be over 18 years of age;
• Complete and/or update an online Volunteer Online
Application each school year. Your application will be
processed within 3-5 business days.
Per McAllen ISD Policy, all volunteers and employees
must undergo a criminal background check before working with students. The purpose of this check is solely for
protection of children and will not be used for any other
reason. The District defines a volunteer as someone who
has direct, supervisory access to a child. This includes
field trip and dance chaperones. Booster Club volunteers
conducting administrative functions that are not in close
contact with children do not need to register with the District.
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Guidelines for Working with Students
Meeting with Students
• All meetings and/or activities with students must take
place on the school campus, or as part of a schoolsponsored field trip.
• All activities with a student(s) must take place in a
room with an open door or on the school grounds in
sight of school staff representatives.
• Off campus contact is prohibited unless under the direct supervision of school officials.
• Never give a student your home phone number, address, or email address.
Transportation
• Transporting a student in your personal car is prohibited.
• Students must be transported in a school district vehicle or in their parent or legal guardian’s vehicle.
Physical Contact
• Physical contact should be limited to holding a hand,
giving a soft pat on the back or sharing a hug in full
view of other school officials. Remember that what you
see as simple, friendly praise or encouragement may
be viewed as something entirely different and reported
as such.
Confidentiality
All Student information is confidential and sharing that
information with others is a violation of the law. While a
student may freely share confidential information with
you, if you are privy to alarming or harmful content, you
are obligated to tell the campus principal or a district administrator as soon as possible.
• If a student confides that he or she is the victim of sexual, emotional, or physical abuse, is considering homicide or suicide, or is involved in any illegal activity.
• Do not share confidential information with anyone except the appropriate authorities.
• If you have questions, please contact your campus administrator.

SECTION 5
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FREQUENTLY
ASKED QUESTIONS
Advertising/Sponsorship

Bingo

1. Whom do we contact for questions relating to
sponsorships/advertising?
The district maintains advertising/sponsorship agreements
with several businesses around the community and as
such, is contractually obligated to respect those agreements. Prior to your Booster Club entering into an agreement with an outside party, which would conflict with existing district advertising agreements, please check with our
Office of Community Information (618-6023) to see if you
would be able to engage in a sponsorship/advertising
agreement for your Booster Club.

MISD does not allow bingos and will not allow PTO/
Booster to utilize District facilities to hold bingos. Bingos
may be held by PTO/boosters outside of school hours and
outside district facilities but must abide by Texas Charitable Bingo Operations Division, and Texas Lottery Commission (TLC). TLC is responsible for licensing and administrative enforcement of the Bingo Enabling Act (BEA). Numerous restrictions exist on who can operate bingo, including the requirement that individuals who work on bingo operations be members of the organizations that holds the
license. In short, school districts and campuses do not
qualify to hold bingo fundraisers, and it is also unlikely that
a booster club would be considered a qualified entity under the state law.

2. Do advertising restrictions only apply to district facilities?
The District’s Office of Community Information must approve all advertising at District facilities. Please contact
the Office of Community Information for more information.
Banquets
1. Can the Booster Club give gift cards to graduating
seniors at the end of season banquet?
Gift cards are prohibited. However, UIL Guidelines are
very specific about nominal senior gifts and the consequences of failing to follow UIL Guidelines can be catastrophic for a student athlete. Gifts to seniors are defined
in the UIL constitution under subchapter O, section 480
www.uiltexas.org
2. Can the Booster Club give gifts to the coaches?
Yes, but the gifts have to be tangible (not money) and are
limited to $500 per year. UIL gift rules are completely different for coaches than for students.
3. Should coaches/sponsors handle money for the
sale of banquet tickets?
No. The banquet committee or treasurer should coordinate and handle all banquet funds.
4. Do we need to collect taxes on the sale of banquet
tickets?
No.
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1. If we charge an entrance fee to a field day event being held on District facilities and want to have a Bingo
as one of the activities (no additional fees to play), will
this be allowed?
No. Bingos are not allowed on District facilities regardless
on the method of Purchase.
Bylaws
1. If we amend our bylaws mid-year, should we submit
a copy to the District or wait for year-end?
Anytime bylaws are changed, your campus principal and
campus must have a copy of the revised bylaw’s. The bylaws must be updated every 3 years, or as changes are
made, whichever occurs first.
2. Why do we need bylaws?
Bylaws are the written document that defines the purpose
of your group, rules that govern your club and general operating guidelines. The IRS requires any 501(c)(3) organization to maintain a set of bylaws. Bylaws should be customized for your group, reviewed, and updated annually.

FREQUENTLY
ASKED QUESTIONS
Donations
1. Can a Booster Club provide a donation letter to parents who volunteer their equipment for the Booster
Club’s use?
Yes. For example, a parent offered the use of his/her trailer
for a softball fundraiser.
2. If I lost my tax-exempt status, can I provide a taxdeductible receipt to donors?
No. If the IRS notified you that you lost your tax-exempt
status due to failure to file federal taxes for three consecutive years, you are considered a for-profit, taxable entity
and cannot offer this benefit to your donors.
Fees to Vendors
1. How are clinicians, band technicians, choreographers, etc. paid by the Booster Club?
Boosters Club should not pay the technician or choreographer directly. The District should coordinate with the vendors who are required to undergo criminal history background checks and abide by District purchasing contracts.
Flyers
1. How do I submit a flyer for approval and distribution
to feeder pattern schools?
Please contact Campus Principal, and Community Information for approval.
2. What is the turnaround time for approval once a flyer
is submitted?
Flyers are approved within one business week. If a revision
is required, you will be contacted.
Fund-Raising
1. Can Booster Clubs have “letter campaigns” asking
for donations rather than selling items?
Yes, however this method is considered a fundraiser.
Please remember to provide your donors a tax-deductible
receipt if you are a Booster Club in good standing with the
IRS.
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2. Are students limited to the number of fundraising
events?
Yes. Students may participate in two fundraisers per year.
Parents can conduct as many fundraisers as they would
like without the involvement of the students.
3. Can students fundraise to offset costs to attend a
trip even if not all students will attend?
No. All fundraising organized by the boosters must benefit
all students in the program equally. Additionally, you cannot
require students to participate nor meet sales quotas.
4. What steps do I take to obtain approval for a fundraiser?
Please check with your Campus Principal, sponsor/coach
and campus administrator prior to scheduling a fundraiser.
Each campus maintains different protocol for approving
fundraisers.
5. Are cake walks allowed as a fundraiser?
Yes, a cake walk is a product given that is of minimal value.
Gifts
1. Can the Booster Club give gifts to the campus principal, sponsor, our board or officers of the club?
No. The purpose of a Booster Club is to support the student program. Funds raised or donated may not be used
for gifts for the persons mentioned above. UIL allows gifts
to coaches up to $500.00 per year cumulative (i.e., if they
coach more than one sport, the total amount cannot be
greater than $500.00 for all sports combined).
2. Can the Booster Club give gifts to students?
It depends. UIL is very restrictive on the amount spent on
students, therefore the District cautions giving gifts to nonsenior students in order to protect their UIL eligibility. Senior gifts are permitted by the UIL and limited to $75.00,
which must be used on a senior memento such as a
plaque or award. Do not give cash or gift cards.
3. Can donated gift cards be used to give away as door
prizes, raffles, silent auctions?
Yes, however, only non-cash gift cards can be donated
(e.g. gift cards to Whataburger, Academy, I-Tunes).

FREQUENTLY
ASKED QUESTIONS
IRS/Federal Requirements
1. What does being a 501(c)(3), tax-exempt organization mean?
Tax-exempt status is defined in section 501(c)(3) of the IRS
Tax Code. The term "tax-exempt," when used in reference
to nonprofit organizations, generally refers to the net profits
(proceeds less expenses) of an organization being exempt
from federal and/or state income tax. While establishing
and EIN is the first step in creating your 501(c)(3), the entity is not automatically tax-exempt upon creation. Taxexemption can be achieved only through applying for and
receiving IRS approval.
2. How do we become a 501(c)(3) organization?
Form 1023 must be filed with the IRS. Make sure you have
an employer identification number prior to filling out form
1023. If you do not have an employer identification number,
you can obtain one by filling out form SS-4 from the IRS
website.
3. Does a 501(c)(3) ever expire or need to be renewed?
No, it does not expire and does not require renewal. However, it can be revoked if you fail to file federal taxes yearly.
4. Is there more than one category of tax-exempt organization?
Yes. The most familiar is 501(c)(3) public charity or private
foundation. All MISD Booster Clubs are public charities
since the majority of their funding come from various public
sources.
5. What benefit does being 501(c)(3) offer my club and
its donors?
One of the primary benefits is the ability to accept donations that are tax-deductible to the donor. Additional benefits include, but are not limited to, 1) exemption from federal
corporate
income taxes and 2) exemption from certain state taxes
(franchise). You are also able to apply for grants and other
public or private allocations available only to IRSrecognized, 501(c)(3) organizations. You may purchase
goods tax-free and receive discounts on US Postal bulkmail rates and other services.
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6. When do we file Form 990, 990-N (e-postcard) or 990EZ?
Typically, Booster Clubs have a fiscal year that runs from
July 1 – June 30. Therefore, taxes are due 15 days after
the 5th month of your Booster Club’s year-end (which, for
most is November 15). You may file as early as July 1. Failure to file taxes for three years will result in the automatic
revocation of your exemption.
7. Our officers and mailing address changed this year,
how do I update our information with the IRS?
Booster Clubs must complete Form 8822-b (Change of Address or Responsible Party) each year when changes occur and submit to the IRS.
8. Will the District file a group federal tax return on behalf of all Booster Clubs?
No! The District will not file a group tax return for all
Booster Clubs rolled up under the Support Group. Booster
Clubs are responsible for filing their own federal taxes each
year using their own name and EIN.
9. Where can we get more information on maintaining
our 501(c)(3) status?
https://www.stayexempt.irs.gov/home/existing-organization
s/maintaining-501c3-tax-exempt-status
MISD Employees as Officers or Bank Signors
1. Can a MISD employee hold an office in our Booster
Club?
No. District employees may not hold office in Booster
Clubs, this would be a conflict of interest.
2. Can a MISD employee maintain signing rights on a
Booster Club Bank Account?
No. MISD employees may not sign booster club checks,
and or have access to club funds. Typically, this means employees cannot hold the office of Treasurer or President
unless the President relinquishes his/her rights to sign
checks and assigns that duty to a Vice President.
3. Can a MISD Substitute teacher be an officer of a
Booster Club or sign checks for the club?
No. MISD Substitute (or para) employees may not hold a
Booster Club office and may not sign checks.

FREQUENTLY
ASKED QUESTIONS
MISD Name and EIN Usage
1. Can I use MISD Support Group in the name of my
Booster Club or use the MISD Support Group EIN?
No! MISD maintains a separate tax-exempt organization
(“Support Group”) with its own EIN. Please do not use
MISD’s name or EIN in any document or for any purpose.
Do not file taxes using the District EIN! Booster Clubs
must use their own EIN and name!
Purchasing
1. Are there purchasing guidelines Booster Clubs
need to follow?
Yes. The District recommends, but does not require the
following purchasing practices for Booster Clubs: 1) for
large purchases, obtain two or three quotes for members
to consider and vote upon; 2) match every check or debit
purchase with a receipt or a request for expenditure; 3) be
mindful of conflicts of interest – if an officer in your Booster
Club owns a business and would like to sell items to the
Booster Club, the Officer may submit a bid but may not
vote in the vendor selection process.
2. Could Sponsor request reimbursements from the
Booster Club for items purchased for the program using the sponsor’s personal funds?
Yes, but preferably, the Sponsor would communicate with
the Booster Club of the intended expense, and allow the
Booster Club to purchase the item. This rule does not apply to District travel. Travel reimbursements should be
processed through MISD.
3. Are Booster Clubs required to use District purchasing contracts?
No. Booster Clubs are treated as private entities under
Texas law and are not constrained by Texas Public Education purchasing requirements. Booster Clubs may independently use similar vendors as MISD, but cannot utilize
the District’s purchasing contract for that particular vendor.
4. Can, or should, the coaches handle funds for purchasing items such as team t-shirts?
No. It is customary for the Booster Clubs to handle the collection of funds for Booster Club business. The coaches or
sponsors should never handle or have access to PTO/
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Booster Club money, and the Booster Club should not handle the district/campus money.
5. If a Booster Club donates money to MISD for the
purchase of items requested by the Sponsor, is there
an approval process?
Yes. For example, if a coach would like a certain piece of
equipment, the Booster Club should donate money to the
school and the school would utilize a MISD approved vendor to purchase an item. Your Booster Club will receive a
donation receipt from the Campus Bookkeeper.
6. If the Booster Club donates money to the campus
Activity Fund and then changes its mind, can the
Booster Club request reimbursement from the campus Activity Fund?
No. The Texas Education Agency prohibits reimbursement
from Student Activity Funds to outside sources such as
Booster Clubs.
7. Can I ask a vendor to send the Booster Club bill to
the school or campus bookkeeper?
No. The bookkeepers should not facilitate paying or forwarding Booster Club Invoices! If you do not pay an invoice, vendors contact the school. Please pay your invoices immediately.
Raffles
1. Are raffles allowed?
Yes, if you are a qualified 501(c)(3) tax exempt organization and have been in existence for at least 3 years. For
more information on raffles go to the Texas Attorney General’s website (www.texasattorneygeneral.gov).
2. Can raffles be held on District grounds?
No. Raffles are not allowed to be held on District facilities
nor can the prizes of the raffle be displayed on District facilities. Not even if the raffle tickets state it is a PTO/PTA/
Booster Club raffle.
3. Can a raffled prize be presented to the winner on
District grounds?
No. The presentation of raffled prizes cannot be held on
District grounds.

FREQUENTLY
ASKED QUESTIONS
4. Can gift cards be purchased to give away as door
prizes, raffles, silent auctions?
Yes, however, only non-cash gift cards can be purchased
(e.g. gift cards to Whataburger, Academy, I-Tunes).

trict will utilize District purchasing contracts to purchase
uniforms.

5. Can donated gift cards be used to give away as
door prizes, raffles, silent auctions?
Yes, however, only non-cash gift cards can be donated
(e.g. gift cards to Whataburger, Academy, I-Tunes).

1. How should the Booster Club distribute scholarship
money?
Scholarships for seniors should be made payable to the
university (including “for the benefit of” the student’s
name) and sent to the University’s Registrar. Scholarship
money should never go directly to the student.

State of Texas: Sales Tax and Exemptions
1. If I am recognized as tax-exempt from the IRS, do I
need to advise the State of Texas?
Yes. If you have not already done so, please complete
Form AP-204 from the State of Texas Comptroller’s website if you are a new Booster Club or are reinstating your
Booster Club after being revoked. If you do not apply for
tax-exempt status with the State of Texas, you will be liable for filing Franchise Tax (even if nothing is due) and
will be penalized $50.00 for each quarter it is late.
2. I presently pay Texas sales tax quarterly; can I
change this to an annual filing?
Yes. The state allows you to request, in writing, the conversion of your quarterly sales tax filing requirement to an annual schedule during the months of November and December only. Please continue to file quarterly taxes until you
receive notice from the state acknowledging the change.
3. Does sales tax apply to food sales?
No. Sales tax does not apply to food sales.
4. Do we apply for a Sales Tax Permit each year?
No. Once you apply for a Sales Tax Permit, you have it for
the life of your program until it is revoked or abandoned.
However, the state requires monthly or quarterly reporting
of sales tax to stay current. Understand that failure to report sales and sales tax (monthly or quarterly) can result
in fines and interest penalties from the Texas Comptroller.
5. If the Booster Club purchases uniforms for a team,
are they liable for sales tax?
The Booster Club should not buy uniforms directly. The
booster should donate the money to the District. The Dis-
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UIL/Scholarships

2. Can our Booster Club announce scholarship winners prior to UIL eligibility completion?
No. Per UIL Guidelines, all UIL eligibility must be complete
prior to scholarship announcement.
Volunteers
1. Do all Booster Club participants need to be an approved MISD volunteer?
Yes. Under state law, the school district is required to conduct a criminal background check on all volunteers working with children.
Other
1. Can PTO/PTA or Booster Clubs use the campus address to receive mail?
No, they should have their own P.O. Box.
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High School Directory
MCALLEN HIGH SCHOOL

MCALLEN HIGH SCHOOL

2021 LA VISTA

PH:

632-3100

2021 LA VISTA

PH:

632-3100

ALBERT CANALES, PRINCIPAL

FAX:

632-3114

ALBERT CANALES, PRINCIPAL

FAX:

632-3114

MARIA G. RAGSDALE, SECRETARY

PH:

632-3112

NENA RODRIGUEZ, SECRETARY

PH:

632-3112

ROWE HIGH SCHOOL

EARLY COLLEGE HIGH SCHOOL

2101 NORTH WARE ROAD

PH:

632-5100

3200 WEST PECAN BLVD.

PH:

872-1653

MONICA KAUFMANN, PRINCIPAL

FAX:

632-8850

MIGUEL CARMONA, PRINCIPAL

FAX:

872-1650

632-5103

NELDA R JUAREZ, SECRETARY

MARIA G. SALAZAR, SECRETARY
MEMORIAL HIGH SCHOOL

INSTRUCTION & GUIDANCE CENTER

101 EAST HACKBERRY

PH:

632-5201

1619 GALVESTON ST.

PEDRO ALVAREZ, JR. PRINCIPAL

FAX:

632-5226

FERNANDO X. GUTIERREZ, PRINCIPAL FAX:

632-5206

ELIZA GARZA, SECRETARY

ANAI MICHEL, SECRETARY

PH:

971-4393
971-4294

Middle School Directory
BROWN MIDDLE SCHOOL

CATHEY MIDDLE SCHOOL

2700 SOUTH WARE RD.

PH:

632-8700

1800 NORTH CYNTHIA ST.

PH:

971-4300

ALFREDO GUTIERREZ,JR. PRINCIPAL

FAX:

632-8709

MELVIN L. BENFORD, PRINCIPAL

FAX:

632-2811

LEONORA PORTALES, SECRETARY

PH:

632-2875

ERIKA MELGOZA, SECRETARY

PH:

971-4304

DE LEON MIDDLE SCHOOL

FOSSUM MIDDLE SCHOOL

4201 NORTH 29TH ST.

PH:

632-8800

7800 NORTH WARE RD.

PH:

971-1105

PHILIP GROSSWEILER, PRINCIPAL

FAX:

632-8805

LAURA M. WILLIAMS, PRINCIPAL

FAX:

618-9718

ROBIN SCHWAB, SECRETARY

PH:

632-8802

LIZ GARZA, SECRETARY

PH:

971-2104

MORRIS MIDDLE SCHOOL

TRAVIS MIDDLE SCHOOL

1400 TRENTON RD.

PH:

618-7300

600 HOUSTON ST.

PH:

971-4242

BRIAN MCCLENNY, PRINCIPAL

FAX:

632-3666

EFRAIN AMAYA, PRINCIPAL

FAX:

632-8454

TERESA VASQUEZ, SECRETARY

PH:

681-7303

VELMA CRUZ, SECRETARY

PH:

971-4244

Elementary School Directory
ALVAREZ ELEMENTARY SCHOOL

BONHAM ELEMENTARY SCHOOL

2606 GUMWOOD ST.

PH:

971-4471

2400 JORDAN ST.

PH:

971-4440

JUAN MONTES, PRINCIPAL

FAX:

632-3627

LETICIA INFANTE, PRINCIPAL

FAX:

971-4284

ANA GARCIA, SECRETARY

KATHERINE HERNANDEZ, SECRETARY

CASTANEDA ELEMENTARY SCHOOL

ESCANDON ELEMENTARY SCHOOL

4100 NORTH 24TH ST.

PH:

632-8882

2901 COLBATH ST.

PH:

971-4511

JESSICA RODRIGUEZ, PRINCIPAL

FAX:

632-3627

CARLOS MORA, PRINCIPAL

FAX:

971-4508

YOLANDA GARZA, SECRETARY

MARIA FLORES, SECRETARY

FIELDS ELEMENTARY SCHOOL

GARZA ELEMENTARY SCHOOL

500 WEST. DALLAS AVE.

PH:

971-4344

6300 NORTH 29TH ST.

PH:

971-4554

ROSEY SOLIS-GUERRA, PRINCIPAL

FAX:

971-4351

NANCY VALENZUELA, PRINCIPAL

FAX:

971-4235

CYNTHIA MENDEZ, SECRETARY

CARMEN SOLANO, SECRETARY

GONZALEZ ELEMENTARY SCHOOL

HENDRICKS ELEMENTARY SCHOOL

201 E. MARTIN ST.

PH:

971-4577

3900 GOLDCREST ST.

PH:

971-1145

CHRISTINA HERNANDEZ, PRINCIPAL

FAX:

971-4575

SANDRA SALINAS, PRINCIPAL

FAX:

618-9726

BRENDA RAGUSIN, SECRETARY

PH:

688-5403

IRENE FARIAS, SECRETARY

HOUSTON ELEMENTARY SCHOOL

JACKSON ELEMENTARY SCHOOL

3221 OLGA ST.

PH:

971-4484

501 HARVEY ST.

PH:

971-4277

DEBRA LOYA THOMAS, PRINCIPAL

FAX:

971-4295

MIGUEL A. HERRERA, INTERIM

FAX:

632-5179

MAR TREVINO, SECRETARY

IRMA ABREGO, SECRETARY

MCAULIFFE ELEMENTARY SCHOOL

MILAM ELEMENTARY SCHOOL

3000 DAFFODIL ST.

PH:

971-4400

3800 NORTH MAIN ST.

PH:

971-4333

SANDRA PITCHFORD, PRINCIPAL

FAX:

971-4482

CHRISTIAN QUINTANILLA, PRINCIPAL

FAX:

972-5649

AIDA LONGORIA, SECRETARY

PAT GARCIA, SECRETARY

PEREZ ELEMENTARY SCHOOL

RAYBURN ELEMENTARY SCHOOL

7801 NORTH MAIN ST.

PH:

971-1125

7000 NORTH MAIN ST.

PH:

971-4363

ALBERT G. IRLAS, PRINCIPAL

FAX:

632-2880

CLARISSA PARTIDA, PRINCIPAL

FAX:

632-8453

ESMERALDA MENDOZA, SECRETARY

ELAINE G. SOLIS, SECRETARY

ROOSEVELT ELEMENTARY SCHOOL

SANCHEZ ELEMENTARY SCHOOL

4801 SOUTH 26TH ST.

PH:

971-4424

2901 INCARNATE WORD ST.

PH:

971-1100

GERARDO GONZALEZ, PRINCIPAL

FAX:

618-7362

CYNTHIA RODRIGUEZ, PRINCIPAL

FAX:

618-9705

ROSA E. TIJERINA, SECRETARY

PH:

971-1188

GLORIA ALCOSER, SECRETARY

PH:

971-1114

SEGUIN ELEMENTARY SCHOOL

THIGPEN/ZAVALA ELEMENTARY SCHOOL

2200 NORTH 29TH ST.

PH:

971-4565

2500 GALVESTON AVE.

PH:

971-4377

JUAN P. NEVAREZ, PRINCIPAL

FAX:

971-4589

SONIA CASAS, PRINCIPAL

FAX:

972-5660

VIANNEY E. ROJAS, SECRETARY

ESMERALDA ALCAZAR, SECRETARY

WILSON ELEMENTARY SCHOOL
1200 HACKBERRY ST.

PH:

971-4525

KRISTINE GARZA, PRINCIPAL

FAX:

971-4597

BLANCA ESCOBEDO, SECRETARY

District Important Phone Numbers
ATHLETICS AND CHEERLEADERS
PAULA GONZALEZ

PAULA.GONZALEZ@MCALLENISD.NET

DIRECTOR OF ATHLETICS

956-618-6089

CHILD NUTRITION
ALEXANDRA MOLINA

ALEXANDRA.MOLINA@MCALLENISD.NET

DIRECTOR OF CHILD NUTRITION

956-632-3226

FACILITIES USE
RUBEN TREVINO

RUBEN.TREVINO@MCALLENISD.NET

EXECUTIVE DIRECTOR OF FACILITIES, MAINTENANCE & OPERATIONS

956-688-5445

FINE ARTS
JIM EGGER

JIM.EGGER@MCALLENISD.NET

DIRECTOR OF FINE ARTS

956-618-6085

ACCOUNTING
IRIS LUNA

IRIS.LUNA@MCALLENISD.NET

DIRECTOR OF ACCOUNTING

956-632-5186

INTERNAL AUDIT
STEPHANIE.HERRERA@MCALLENISD.NE
T

STEPHANIE HERRERA
INTERNAL AUDITOR

956-632-8442

POLICE DEPARTMENT
CHIEF CRIS ESQUIVEL

CRIS.ESQUIVEL@MCALLENISD.NET

CHIEF OF POLICE

956-928-8990

Local Important Phone Numbers
ENVIRONMENTAL HEALTH
HIDALGO COUNTY HEALTH DEPARTMENT

956-383-0111

HTTP://CO.HIDALGO.TX.US/INDEX.ASPX?NID=1799
HEALTH & CODE ENFORCEMENT (FOOD AND HEALTH PERMIT)
CITY OF MCALLEN - LUPE FLORES, SANITARIAN
WWW.MCALLEN.NET

956-681-1900

