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WELCOME LETTER TO PARENT SUPPORT GROUPS AND BOOSTER 

CLUBS 

 

 

Some of the strongest school support comes from parents or organizations having strong interest in 

specific student groups or school activities.  These organizations are encouraged to support their 

activities whenever possible under the law and guidelines of the District. 

 

Parent support organization groups contribute to the success of Higley Unified School District and 

can also provide the opportunity for parents and other community members to engage in fundraising 

activities for their local school. 

 

With clear guidelines in place, a parent support organization can avoid conflicts and violations of 

law, provide direction to parents and staff, and ensure the District policy is being followed. 

 

Parent support organizations must follow specific Internal Revenue Service (IRS) guidelines.  

 

This manual is designed to answer questions, be a guide and resource for parent support 

organizations and make available training to staff on the rules and regulations of parent support 

organizations.  This procedures manual contains helpful hints for establishing a parent support 

organizations.  This information does not constitute as the District rendering tax or legal advice.  It is 

recommended that all parent support organizations consider consulting a legal or tax professional 

with questions that may arise during the course of business. 
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DEFINITIONS 

Parent Support Group Organization 
For the purposes of this operating manual, the term parent support group organization is used to 

define District Foundations, Parent Teacher Organizations (PTO), Parent Teacher Associations (PTA) 

and Booster Groups. 

District Foundation  
A group of parents and/or community members who are organized to support a district-wide effort.  

The foundation does not support an individual school or program, rather supports district-wide 

efforts.   

Parent Teacher Organization 
A group of parents and/or community members who are organized to support a school-sponsored 

sport, activity, class or program. Parent Support Organizations support student groups, school 

activities, or programs. Support may be as simple as providing refreshments for a particular event, 

or support may be as complex as raising money for an out-of-state competition. 

Club or Sport Boosters 
Organizations that support a sport or fine arts to support the student program district wide.  This 

group is typically a more focused group from a Parent Teacher Organization or Foundation. 

Fundraising 
Items, practices or services sold in order to receive a profit in the form of money or goods and 

services.  These funds are used for the benefit of the foundation, parent support organizations or 

booster club. 

Joint Fundraising 
A predetermined fundraising event where the funds are divided between two distinct groups in 

relation to the participation of the contributors.  Arizona Attorney General Opinion I84-032 requires 

that any fundraising involving a student club must proportionately share the revenues collected.   

Raffles 
Lottery with objects as prizes; an event in which numbered tickets are sold, some of which are drawn 

at random to win prizes.  The prizes in a raffle are often goods and services rather than money and 

raffles are usually held in order to raise money for an organization.  Arizona Attorney General 

Opinion I84-018 states school district clubs are prohibited from holding raffles. Even if the activity is 

called something other than a “raffle” the activity is prohibited if it involves the selling of a ticket for 

the chance to win a prize through a drawing.  

Silent Auction 
Silent auctions, where there is no auctioneer selling individual items, may be permissible by a parent 

support group organization.  Bids are written on a sheet of paper and at a predetermined time, the 

highest listed bidder wins the item and pays the price he or she submitted.  
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ORGANIZATIONAL GUIDELINES 

The principal of the school should be made aware of all activities involving their students, both on 

and off their campus, as well as any activity sponsored by the parent support or booster 

organizations.  For the purpose of these guidelines, foundations, parent support group organizations 

and boosters are all identified as parent support organizations.   

Developing a Parent Organization  
Parent support organizations are organizations formed by parents, teachers, and school staff to 

support their local schools. Whether it is recruiting volunteers to help at the school or fundraising to 

support programs and activities, parent support organizations are one way for a community to rally 

around a school. 

To establish a parent teacher organization, the parent volunteers shall seek approval from the District 

administration.  In order to be a District recognized parent support group organization, the 

organization will need to file an annual application with the District.  This application can be found in 

Appendix A. The parent teacher organization will need to establish bylaws to clearly communicate 

the purpose of the parent support group organization and establish the operating agreements.  A 

sample set of bylaws can be found in Appendix B.  A copy of the organizations’ liability insurance 

shall be submitted annually. 

To be recognized as a District recognized parent support group organization, each group must 

complete the following: 

 Contact school administrator prior to formally organizing 

 Complete an application to be recognized as a parent support group organization 

 Develop and adopt organizational by-laws and establish officers of the organization 

 File IRS Form SS4 to obtain a taxpayer ID number 

 Develop an annual budget and goals 

 Establish a bank account 

 Meet with school administrator for approval of fundraising activities 

 Contact the Arizona Corporation Commission for application of non-profit corporation 

 File application and Articles of Incorporation from the Arizona Corporation Commission 

 File IRS Form 1023 “Application for Recognition of Exemption”  

 Final annual report to the Arizona Corporation Commission 

 File IRS Form 990 to the IRS annually 

 Submit annual report to the Business Services Department 

 

Operating a Parent Support Organization  
Communication is the key.  Clear communication, as well as updating changes in officers and 

employees at the school site will help the in the execution of the mission of both the parent support 

organization and the school.  Understanding the nature of the school and the dynamics of school 

district guidelines will help the parent support organizations and the school work smoothly together. 

The school district may require verification of certain types of records maintained by the parent 

support organizations.  Therefore, the following is a list of recommended practices the parent support 

organization should abide by: 
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• Require two signatures on each check drawn on the bank account 

• School officials (any employee) should be in an advisory role only and should not be treasurer 

or bank signers 

• Maintain a file of all meeting minutes, even if there are no agenda items regarding the 

purchase of items or expenses, services or fundraising requests 

• Strictly control credit cards issued on behalf of a parent support organization with procedures 

in place to protect the group and the school 

• Establish strong cash controls with procedures and consequences in place for all transactions 

• Create an efficient paper trail of all transactions to assist in the deterrence of any 

misrepresentations or allegations of wrongdoing 

Establishing Bylaws 
The Parent Support Organization should develop and adopt bylaws. These bylaws should include 

provisions for officers and their duties and term of office, including the election or change of officers 

when necessary, amending the bylaws, and following Robert’s Rules of Order, as well as other 

provisions.  A sample set of bylaws can be found in Appendix B.  

Tax Exempt Status 
Parent support organizations may consider not for profit incorporation to provide a legal shield 

against certain liabilities that may pass through to the officers or members of the organization. Not 

for profit incorporation also serves as the foundation for the organization to apply for tax-exempt 

status. If a parent organization chooses to pursue this option, the organization will need to contact the 

Arizona Corporation Commission (ACC) as well as draft Articles of Incorporation, Bylaws and 

possibly annual filing with the Arizona Secretary of State. 

 

Most parent support organizations are publicly supported IRS 501(c)3 organizations. 

Exempt organizations are not required to incorporate.  However, the following are compelling 

reasons to incorporate: 

• Officers of non-incorporated organizations can be personally sued 

• Members of “information” organizations can be held financially liable for income tax all the 

way back to the first members of the organization 

• Organizations not recognized by the IRS as exempt cannot accept tax deductible donations 

and donors cannot deduct contributions on their personal tax returns 

Liability Insurance 
HUSD’s liability insurance policy includes liability insurance for parent support organizations as long 

as their meetings and activities are approved and co-sponsored by a school administrator.  The 

parent support organization needs to keep a file of this for their records.  The organization should 

also be acknowledged by the District Governing Board.  District policy KJA defines the District policy 

regarding relationships with parent support group organizations.  In order to be a District recognized 

parent support group organization, the organization will need to file an annual application with the 

District.  This application can be found in Appendix A.  

Students are not permitted to babysit for children of parents participating in parent support 

organization meetings or any other meetings. Their services are not covered by the District’s 

insurance policy. Further, students have not been screened/fingerprinted as regular employees 

have been.  
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Activities requiring the use of items such as food trucks and inflatable rides will require additional 

documentation for approval.  The parent support organization should contact the District Business 

Services Department for more information. Additional documentation for certain fundraisers such 

as food trucks and inflatable rides may need to be submitted prior to the event. 

Establishing Officers 
Officers of the organization should be established as defined in the bylaws (usually: President, Vice 

President, Secretary, Treasurer).  

MEMBERSHIP GUIDELINES 

The parent support organization promotes and contributes assistance in the areas of educational 

support, fund-raising, District representation, social events and encouraging parent involvement 

in the school community. 

 

Coaches, principals and other employees of the District should play an advisory role only to the 

parent groups.  They cannot be treasurer or check signers on any parent support organization bank 

account. 

 

Parent support organization board - All board member positions should be filled and their role and 

duties understood. Committee chairpersons should be in place and have their committee contacts 

and objectives. 

 

Teachers - Teachers are an important part of the parent support organization.  As teachers, it is 

beneficial to work with the parents for planning purposes to ensure the parent support organization 

compliments the mission of the school and classroom. 

 

Campus Administrators – School administrators should not serve as officers or check signers.  They 

should work in a collaborative manner with the parent support organization. 

 

Parents and families – Parents are a critical component of the success of the parent support 

organization.  

FINANCIAL GUIDELINES 

All Foundations, Parent Support Organizations, PTSOs, PTAs and Booster Clubs are legally separate 

entities from the School District. The organizations must have their own bank accounts and taxpayer 

identification numbers. Parent support organizations cannot use the district’s taxpayer identification 

number, accept donations on behalf of the district or issue a donation acknowledgement letter on 

behalf of the district.  Parent support organizations are prohibited from collecting student 

participation fees or tax credit payments for a school sponsored event or programs. These types of 

payments need to be made at the school through school district approved procedures. 

Internal Controls 
Strong internal controls are the basis of strong financial policies.  The parent support organization 

shall ensure that no one individual is responsible for an entire transaction.  When monies come in – 
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no one person should be responsible for receiving, depositing, recording and reconciling the 

receipt of funds.  When monies go out, no one person should be responsible for authorizing 

payments, disbursing funds, and reconciling bank statements. 

Annual Budget 
The organization should develop an annual budget plan and goals for the organization, and plan 

activities for the year based on the budget and shared site/parent organization goals.  

Banking 
Checking accounts should require two signatures on all checks. Monthly bank statements should be 

mailed to a post office box or school address and not an individual’s home. Debit cards and online 

expense payment services may be used, but it is highly recommended that strong policies be 

implemented which limit the number of cardholders/users and establish spending limits and 

expenditure purposes (such as budgeted or pre-approved purchases only).  

Fundraising Procedures 
Fundraisers coordinated by the parent support organization may involve: 

• Parent support organizations/boosters only – requires fundraising authorization and approval 

form signed by the board officer and the site principal. 

• Parent support organizations /boosters and student body - requires that the Student Council 

submit a Fundraising Approval Request (Appendix H) form signed by the board officer, the 

site principal and the Superintendent. 

• Parent support organizations/boosters and specific student activities club - requires 

fundraising authorization and approval form signed by the board officer and the site principal.  

All funds must be split proportionately between the parent support organization and the 

student club. 

 

Funds collected by parent support organizations must be kept by the organization off campus. No 

funds collected on behalf of the parent support organization will be kept on the school’s campus.  All 

fundraising is presumed to have the intent that the funds will be raised for students within our District.  

Therefore, any fundraising events must be appropriate based on the age of students. 

 

Fundraising on or off campus by parent support organizations must be pre-approved, in writing, by 

the school’s principal.  The safety of our students is of paramount concern in any activity or event 

where they are present.  If the fundraiser alters or changes the physical site; modifies the structure 

or technology, it will require District approval.    

 

If the fundraising event is located on a school campus and is during school hours or as part of a school 

program, a school principal or principal designee must be present to supervise and control the event 

regarding use of the school’s facilities and the activities the students are engaged in. 

 

Attorney General opinion I84-032 requires if the fundraiser is a joint event with a student club, a 

preapproved distribution of funds must be determined. 

 

Raffles are never allowed when students are involved.  Students cannot participate, handle, solicit or 

otherwise be involved in any form of games of chance or gambling. 
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The parent support organization cannot require members or students to fundraise or to raise a certain 

amount. For example, a student’s ability to attend a trip cannot be based on raising a certain amount 

of money. The parent support organization may track funds for each student for accounting purposes 

only. Students shall not be denied the opportunity to participate in a school-sponsored activity 

because of an inability to fundraise. Fundraising is an opportunity to generate revenue for the Parent 

Support Organization as a group and is not intended for individuals. Therefore, revenues should be 

recorded in a group account from which all members or students have the opportunity to benefit 

equally. One member or student should not receive a larger benefit from fundraising than another. 

In addition, if a member or student chooses not to participate in the fundraiser, that person still 

receives an equal benefit from the revenues generated. 

Raffles 
Per Arizona Attorney General Opinion I84-018 school district clubs are prohibited from holding 

raffles. Even if the activity is called something other than a “raffle” the activity is prohibited if it 

involves the selling of a ticket for the chance to win a prize through a drawing.  

Generally, entities that are not school controlled (such as off-campus clubs, clubs sponsored by civic 

groups, or parent-teacher organizations) and entities that also fit within the tax exempt categories 

defined by A.R.S. §43-1201 may hold raffles if they also meet the requirements of A.R.S. §13-3302.B.  

Just to reiterate, raffles are never allowed when students are involved.  Students cannot participate, 

handle, solicit or otherwise be involved in any form of games of chance or gambling. 

Silent Auction 
Silent auctions, where there is no auctioneer selling individual items, may be permissible by a parent 

support group organization.  Bids are written on a sheet of paper and at a predetermined time, the 

highest listed bidder wins the item and pays the price he or she submitted.  Silent auctions are not 

considered to be a form of gaming and therefore, parent support organizations are permitted to hold 

a silent auction. 

Bingo Games 
Attorney General opinion I85-032, indicates parent support organizations may operate bingo games 

on school district property upon approval by the Governing Board of the District in conformance with 

Arizona Revised Statute (ARS) §15-1105; provided the organization obtains a bingo license pursuant 

to ARS §5-401. 

Cash Handling Procedures 
Cash handling procedures should be segregated amongst multiple volunteers.  When collecting 

monies, the parent support organization should issue receipts, use a prenumbered ticket process or 

maintain an inventory of items sold.  All cash collected should be reconciled and documented on a 

Cash Collection Worksheet (Appendix C).  The monies collected should be safeguarded until they 

can be deposited and all deposits should be documented utilizing a Deposit Form (Appendix D).  

Donations accepted should be properly documented on a Donation Form (Appendix E). 

Before the event: 

• Cash box/change fund request must be given to the treasurer at least one week before the 

event.   

• Be sure to have calculators at the event for calculating totals and change, as needed. 



 

Page 11 

HIGLEY UNIFIED SCHOOL DISTRICT 

PARENT SUPPORT ORGANIZATIONS - PROCEDURES 

 
At the event: 

• The treasurer will provide the cash collectors the cash box requested. 

• Never leave the money alone.  Always have two adults with the money at all times. 

At the end of the event: 

• All monies received must be counted by two people. 

• Please separate currency by denomination and fill in amounts on the Cash Collection 

Worksheet. 

• The monies collected and the completed Cash Collection Worksheet must be given to the 

Treasurer within 24 hours of the event.  Contact the Treasurer to make arrangements to 

transfer the funds.  When the Treasurer receives the bank receipt for the deposit and verifies 

that the deposit is in the bank account, the monies will be recorded in the ledger. 

Change Fund/Cash Box Procedures 
Occasionally, at a fundraiser event, there may be a need for a change fund/cash box.  Change funds 

may be established from the parent support organization bank account. Change funds should be 

established by a check made payable to the change fund custodian and returned at the end of the 

event. Change funds/cash boxes should be documented on a Change Fund/Cash Box Request 

(Appendix F). 

 

Donations 
Certain events may have a need to solicit donations in the community in the form of cash or in-kind 

contributions.  Donation requests should be submitted to potential donors on letterhead.  Prior to 

requesting a donation, verify with the officers to ensure multiple requests are not made to the same 

company.  Any donor who requests documentation of the parent support organization’s tax exempt 

status should be provided with the IRS tax exempt determination letter.  Reports of all donations must 

be made to the treasurer immediately.  Donations accepted should be properly documented on a 

Donation Form (Appendix E). 

Expenditures Procedures 
All expenses should be approved by the parent support organization board.  It is a best practice to 

not make cash payments.  If a parent support organization volunteer needs to be reimbursed for an 

expense, the individual should complete a Reimbursement Request (Appendix G). 

Certain vendors may be required to receive a 1099-Misc at the end of each calendar year.  This 

determination is made based on the vendors’ tax status identified on the W-9 form. 

Bank Reconciliation Procedures 
Bank accounts must be reconciled monthly by the treasurer and reconciliations reviewed by a non-

check signer.  The bank reconciliation summarizes the account activity and reports the ending cash 

balance for the bank account.  The bank reconciliation identifies all outstanding checks, deposits that 

were made after the bank statement date and any bank charges and interest.  The reconciliation is 

performed to verify the accuracy of the bank and parent support organization balances. 

Monthly Board Report 
The Treasurer should produce a monthly financial report after the receipt of each bank statement.  
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• The report should identify all revenue sources during the month that reconcile with the 

deposits on the bank statement. (Appendix J) 

• The report should itemize all expenditures paid during the month (including online payment 

and debit transactions and bank fees/miscellaneous charges), listing by date, check number 

(if applicable), who it is written to, description of expense, and dollar amount.  

• Cash balances on the report should be reconciled to cash balances on the bank statement 

monthly. This reconciliation should be reviewed by a non-signer prior to presentation and 

approval by the Board.  

• Copies of the report and bank statement (with account number not showing) should be made 

available to all board members monthly and any other members that request the report or 

express interest.  

• Board members should vote to approve the financial report(s) after it is presented at all 

regular Board meetings. Approval should be noted in the minutes. Similarly, the financial 

reports should be presented and approved at all regular meetings of the general 

membership, with approval noted in the minutes. The financial reports should be maintained 

with the minutes for a minimum of three years.  

Parent Support Organization Annual Financial Report 
At the close of each fiscal year, the parent support organization is expected to submit a financial 

summary report to the District Business Services Department that includes the following information. 

• Beginning balance 

• Total revenue 

• Total expenditures 

• Ending balance 

RECORD KEEPING 

Each parent support organization should have and maintain a binder of important information to 

provide to the school in the event that new volunteers take over.  Each group should provide their 

school and District with a list of authorized officers or other individuals to act on behalf of the group, 

or otherwise be a contact for the group.  Each binder should include the following at a minimum. 

• Form SS-4, application for Employee Identification Number 

• Filed Form 1023  

• IRS correspondence and determination letter 

• Filed Form 990 – Return of Organization Exempt from Income Tax 

• Bank account information 

• Board of Directors 

• Articles of Incorporation and by-laws 

• Reports 
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GUDELINES FOR THE ROLE OF THE PARENT SUPPORT GROUP 

Expectations of PTSO/Booster Clubs and Club Members include: 

• Communicate directly and frequently with site administrators, especially athletic directors 

and principals.  We want to avoid any surprises. 

• Volunteering time to support the program. 

• Participating in appropriate fundraising opportunities. 

• Contributing funds to better enhance the team or organization’s performance. 

• Printing promotional items like teach schedules, programs, and other materials (subject to 

approval by the staff, Athletic Director or appropriate administrator.) 

• Financially supporting the program by providing additional funding for the program. 

• Organizing teach events, such as team meals. 

• Listening and working closely with the sponsor. 

• Discussing as official business any item that meets the definition or function of a Booster Club. 

• Making donations to the school district/program in compliance with policies and procedures. 

•  Communicating via Web sites, e-mail and social media in support of the program.  

Information should be timely and accurate, with key content approved by the staff or school 

sponsor.   

ACTIONS PARENT SUPPORT GROUPS AND MEMBERS ARE 

DISCOURAGED FROM: 

 

• Openly discussing or performing a performance review of the sponsor, coach or other staff 

member.  Staff evaluations are solely the responsibility of the school district. 

• Openly discussing playing time or participation issues of students. 

• Leveraging funding of the program in order to control the hiring or firing of the sponsor or 

other staff members. 

• Offering up a petition by Booster Club members to hire/fire a sponsor/staff member. 

• Planning, organizing or attempting to implement an off-season training program without 

direction or consent from the sponsor/staff member or appropriate school administrator.  

• Discussing, as official business, any item that does not meet the definition and function of a 

PTSO/Booster Club as outlined in this document. 

• Discussing any issues involving students that violate a student’s right to privacy as delineated 

in Governing Board Policy. 

• Participating in activities that violate policies and procedures of the Arizona Interscholastic 

Association (AIA). 

• Recruiting players/students to attend/participate in the program in violation of District Policy 

and AIA rules. 

 

Important Note:  HUSD values the participation and contribution of our clubs.  Please know that 

violation of District, State and Federal procedures, policies and laws may include, but not be limited 

to, revocation of use of District facilities. 
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CONFLICT, CONCERNS, AND COMPLAINTS  

Internal complaints or conflicts within the booster club or its members 

 

Due to the nature of booster clubs as independent organizations, HUSD does not field or control 

complaints regarding the operations of booster clubs or their members.  Exceptions involve and 

direct violations of District Governing Board Policy when HUSD may be involved to the extent 

applicable by Governing Board Policy. 

 

Complaints or concerns with district employees 

 

Any concerns or complaints involving district employees should follow Governing Board Policy KEB, 

Public Concerns/Complaints about Personnel.  Complaints should not request that any staff or 

employee be dismissed.  Where applicable, HUSD employees are guaranteed due process.  The 

District takes complaints very seriously and protects the integrity of the process. 

 

Complaints or concerns regarding the policies and procedures of the program 

 

Any concerns or complaints regarding playing time, team rules, team selection processes, etc. must 

be addressed directly with the sponsor and the school administration.  Please direct any concerns, 

complaints or grievances first to the staff or sponsor.  It is best to schedule an appointment so that the 

sponsor can devote his or her full attention to your concerns.  If for any reason you are not comfortable 

discussing your concerns with the sponsor, please contact the school’s Athletic Director for 

assistance.  If the issue cannot be resolved by the Athletic Director, please contact the Assistant 

principal for Athletics, who may consult with the principal.  If the issue cannot be resolved at the site 

level, the school administration shall forward the complaint to the District’s Athletic Director.  
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SOCIAL MEDIA GUIDELINES 

Global Statement regarding Social Media:  While HUSD does not want to infringe on the rights of 

our Parent Support Groups, it is vital to acknowledge that you are representing the District through 

your organization.  Let’s keep HUSD in the best light and not use social media as a forum that is critical 

of our staff, employees, the governing board or community members. 

Purpose of Social Media page (or group): The purpose of our Facebook page (or group) is to 

provide an online community for parents and families at  _____________ (name of school). 

Goal: Our goal is to share information and tips, update the community on events and programs, and 

showcase the achievements of students, teachers, parents, and other community members. 

 

Community Rules 

 

• We encourage you to ask questions and share information. We request that you keep discussions 

focused directly concerning our school community. 

• We encourage posts that highlight our community’s accomplishments and constructively raise issues 

for discussion. 

• When posting, please use appropriate language. Children can see our page (or group). 

• If you choose, you can post photos of your children at school events. Do not post photos of other 

children. If you have any questions about posting a particular photo, please check with the Facebook 

page (group) administrator. 

• Do not post about concerns, problems, or conflicts with individual teachers, administrators, 

students, the governing board or parents. We will immediately delete posts that in any way 

put down or discriminate against individuals. 

• Online threats will be taken seriously, and proper authorities will be immediately notified. 

• Do not post information commonly understood as confidential, such as student grades. 

• Any inflammatory statements that make allegations against individuals or organizations will be 

deleted. 

• Keep in mind what you post is public information (or, if this pertains to a Facebook group, state that 

it is public to all members of the group). 

• Advertising for businesses is restricted to those directly supporting our school. 

• Do not publish content as your own that has been created by others. 

• Add any additional elements that pertain to your specific school community. 

• The Parent Support Group board and Social Media administrators reserve the right to delete 

comments and block users who are not following the rules stated above. 
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HIGLEY UNIFIED SCHOOL DISTRICT PARENT 

SUPPORT ORGANIZATION/BOOSTER CHECKLIST 
 

For Initial Chartering Only: 

 Contact school administrator prior to formally organizing.  Site Administrator signature 

required for approval. 

 Site administration submits application to the District Office/Governing Board (may 

take up to 3 weeks for approval). 

 Site administration contacts school sponsor/PTSO/Booster Club with approval. 

 Parents meet with school sponsor. 

 Get the Non-Profit Corporation application from the Arizona Corporation Commission (ACC) 

website. 

 File the Non-Profit corporation application and the Articles of Incorporation with the ACC. 

Once you receive notice from ACC that application has been registered, publish Articles of 

Incorporation in a local newspaper for three (3) consecutive days. Have newspaper provide 

a certificate of publication. 

 Submit the certificate of publication to ACC as evidence that process completed. File IRS 

Form 1023, Application for Recognition of Exemption  

 File IRS Form SS-4 to obtain an Employer Identification Number (EIN) 

 When you have the number, establish the bank account. 

 Parents hold PTSO/Booster Club elections/complete HUSD application (required 

annually). 

 PTSO/Booster Club may conduct business adhering to HUSD policy . 

 

Annually:  

 Submit the Application for Governing Board Approval of Parent Support Organization to the 

site administrator. 

 Develop and adopt bylaws. 

 Elect officers. 

 Develop an annual budget and goals. 

 If a corporation, file an Annual Report and financial statements with the ACC.  

 Every July 1 submit the most recent Annual Financial Report and/or IRS Form 990 to the HUSD 

designee. 

 Attend HUSD training class (see school administrator for schedule). 

 Attend training meeting for support organizations (See school administrator for schedule.) 

 Any parent support organization that creates social media presence (Facebook, Twitter, 

Instagram, etc.) is asked to have at least two users with passwords privileges. The log-on 

information should be provided to the club sponsor or coach who will in turn provide a copy 

to the district administrator. 

As Needed: 

 Meet with school administrator for approval of every fundraising activity. 
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State Regulatory Information 
The Arizona Corporation Commission governs the conduct and compliance of all for-profit and non-

profit organizations in the state of Arizona.  Filings with the Corporation commission generally 

requires fees.  Please reference the State’s website: 

https://www.azcc.gov/corporations/forms 

 

Instructions and links are provided through the link titles “Where do I start?” 

https://www.azcc.gov/corporations/ten-steps-to-starting-a-business-in-az 

 

1. PTSO/Booster clubs must file initially to become a legal organization if they intend to provide 

significant financial support for a school program. 

https://www.azcc.gov/docs/default-source/corps-files/forms/c011-articles-of-

incorporation-nonprofit.pdf?sfvrsn=3c8a5b5e_4 

2. An annual report must be filed with specific information each year as required by the 

Corporation Commission.   

3. If an organization makes changes, it may be required to submit articles of amendment. 

https://www.azcc.gov/docs/default-source/corps-files/forms/c015-articles-of-amendment-

nonprofit.pdf?sfvrsn=14a85fb4_4 

4. Of an organization is going to be dissolved, a dissolution form must be submitted and the 

District must be notified.   

https://www.azcc.gov/docs/default-source/corps-files/forms/c022-articles-of-

dissolution.pdf?sfvrsn=cda55606_12 

5. A cover sheet must accompany all documents. 

https://www.azcc.gov/docs/default-source/corps-

files/forms/coversheet.pdf?sfvrsn=5107f062_12 

6. An annual renewal filed with the Arizona Secretary of State is no longer required.   

 

HOW TO BECOME A NON-PROFIT [501 (c) (3)] CORPORATION 
Considerations: 

• The principal advantage is that corporation officers and board members do not have personal 

liability, as long as they act as reasonable, prudent persons. 

• A 501(C)(3) designation can be obtained from IRS whether or not incorporated, so that 

donations to organization are tax deductible for the donor. See IRS information about 501 

(C)(3) status. 

•  

There are clear instructions for filing Articles of Incorporation. 

 

1. Choose name; check for availability; there are rules for changes that will distinguish from 

existing corporate name information that will be needed to complete form for Articles of 

Incorporation: 

a. Name of Corporation Recommend using address of school for address of corporation. 

b. Initial directors (can be just the officers, or may have more). 

c. Statutory Agent – this is the name of the person to whom official documents/court 

notices will be sent.  

d. Incorporator(s) – Doesn’t have to be more than one, but may be. 

2. When you receive the Articles of Incorporation from the state, stamped that filed, complete 

incorporation by publishing for three consecutive days in a local newspaper. 

3. File for Tax Number (Employer Identification Number EIN) in name of new corporation. Do 

https://www.azcc.gov/corporations/forms
https://www.azcc.gov/corporations/ten-steps-to-starting-a-business-in-az
https://www.azcc.gov/docs/default-source/corps-files/forms/c011-articles-of-incorporation-nonprofit.pdf?sfvrsn=3c8a5b5e_4
https://www.azcc.gov/docs/default-source/corps-files/forms/c011-articles-of-incorporation-nonprofit.pdf?sfvrsn=3c8a5b5e_4
https://www.azcc.gov/docs/default-source/corps-files/forms/c015-articles-of-amendment-nonprofit.pdf?sfvrsn=14a85fb4_4
https://www.azcc.gov/docs/default-source/corps-files/forms/c015-articles-of-amendment-nonprofit.pdf?sfvrsn=14a85fb4_4
https://www.azcc.gov/docs/default-source/corps-files/forms/c022-articles-of-dissolution.pdf?sfvrsn=cda55606_12
https://www.azcc.gov/docs/default-source/corps-files/forms/c022-articles-of-dissolution.pdf?sfvrsn=cda55606_12
https://www.azcc.gov/docs/default-source/corps-files/forms/coversheet.pdf?sfvrsn=5107f062_12
https://www.azcc.gov/docs/default-source/corps-files/forms/coversheet.pdf?sfvrsn=5107f062_12
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not have to have employees. 

4. Who will be the officers? 

5. Become familiar with rules for forming a 501(C)(3) 

6. Draft Bylaws (Sample provided) The IRS has specific provisions that are required to be in the 

bylaws of a 501(C)(3) 

7. Must have an initial meeting at which several tasks must be performed (will be found in 

bylaws) 

8. Establish a checking account, requiring two signatures on checks or other transactions –FEIN 

will be required 

9. File IRS Form 1023, Application for Recognition of Exemption 

10. Annual reports – AZ Corporation Commission (current officers and financial statement) 

 

How to Become A Tax-Exempt Nonprofit Association 

  

Considerations: 

• Inexpensive and simple to form 

• Officers and board members may face personal liability if 

negligence is established. 

• Board members may be held personally responsible for contractual 

obligations. 

 

Process for Forming 

1. Select a name for the organization, checking that no corporation (list is on Commerce 

Commission site) or association (registered trade names on AZ Secretary of State site) uses 

the same name.  The use of a unique name will help avoid liability for the acts of others. 

(recommended but not required) 

2. File IRS Form SS4 to obtain a Federal tax number (Federal employer Identification Number-

FEIN) in the name of the association. Visit www.irs.gov or call 1-800-829-4933. 

3. Register the name as a trade name with AZ Secretary of State.  This is not required but can 

help limit liability for acts of others. Develop and adopt a set of organization bylaws and 

establish officers of the organization. The sample Bylaws may be used, replaced 

“corporation” with “association” and any provisions that seem to make process cumbersome. 

4. 501(C)(3) status may be established in the same manner as a corporation. (see steps 6 and 7.) 

Become familiar with IRS requirements, making sure that bylaws contain the required 

provisions. 

5. Annually will need to file IRS Form 990. (No filing with AZ Corporation Commission) 

 

 

 

 

 

 

 

http://www.irs.gov/
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APPENDICES 



 

Page 20 

HIGLEY UNIFIED SCHOOL DISTRICT 

PARENT SUPPORT ORGANIZATIONS - PROCEDURES 

 

Appendix A – Parent Support Organization Application 
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Appendix B – Sample Bylaws 



 

Page 22 

HIGLEY UNIFIED SCHOOL DISTRICT 

PARENT SUPPORT ORGANIZATIONS - PROCEDURES 

 



 

Page 23 

HIGLEY UNIFIED SCHOOL DISTRICT 

PARENT SUPPORT ORGANIZATIONS - PROCEDURES 

 



 

Page 24 

HIGLEY UNIFIED SCHOOL DISTRICT 

PARENT SUPPORT ORGANIZATIONS - PROCEDURES 
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Appendix C – Cash Collection Worksheet 
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Appendix D – Deposit Form 
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Appendix E – Donation Form 
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Appendix F – Cash Box/Change Fund Request 
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Appendix G – Reimbursement Request Form 
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Appendix H – Fundraising Approval Request 
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Appendix I – Special Event Agreement 

Special Event Agreement 

 

School Name:_______________________________________________ 

School Contact name: ________________________________________ 

Email:__________________________Phone:______________________ 

Event Description and Terms: 

 

 

 

 

 

1. TERMS OF AGREEMENT.  Higley Unified School District, hires ______________________ as a 

Vendor.  The period shall begin on _______________________ at ______________ and shall end 

on ______________________ at ______________________. 

2. DELIVERY.  School district grants Vendor the right to enter the property at the said street 

address for the delivery and subsequent pick up of the equipment.  Vendor shall pick up the 

equipment within two hours of the end time.  School District is responsible for all equipment 

until Vendor picks it up, unless a representative or employee of Vendor is at the delivery and 

pick up location.   

3. INDEMNIFICATION. 

a. Vendor shall indemnify, defend and hold harmless School District and any of its 

officers, employees, agents and representatives from any and all claims, demands, 

suits, actions, proceedings, losses, costs, and or damages of every kind and 

description, including any attorney’s fees and/or litigation expenses, which may be 

brought or made against or loss or damage to property and for injuries to or death of 

any person arising in whole or in part out of any act or omission by Lessor and/or its 

employees, agents, representatives, or subcontractors or in whole or in part out of the 

failure of or defects in the equipment. 

b. School district shall indemnify , defend, and hold harmless Vendor and any of its 

officers, employees, agents, and representatives from any and all claims, demands, 

suits, actions, proceedings, losses, costs, and damages of every kind and description, 

including any attorney’s fees and /or litigation expenses, which may be brought or 

made against or incurred by Lessor, its officers, agents, employees, or representatives 

on account of any loss or damage to property and for injuries to or death of any person 

arising in whole or in part out of any acts or omission by Lessee and/or employees, 

agents, representatives, or subcontractors.   

4. INSURANCE. Vendor, at its sole expense, shall procure and maintain a liability insurance 

policy with the minimum limits of one million dollars ($1,000,000) for bodily injury and one 

million dollars ($1,000,000) for property damage.  It is agreed that such coverage shall be and 

constitute primary coverage pursuant to Arizona law.  The foregoing coverage shall be 
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effective at all times during the rental agreement period.  The policy of insurance shall (1) BE 

WRITTEN AS PRIMARY INSURANCE AND BE NON-CONTRIBUTING TO ANY COVERAGE OF 

School District, including any coverage provided by the Arizona School Retention Trust, Inc.; 

(2) waive the Vendor insurer’s right of subrogation, or similar rights, against School District 

and its officers, employees, agents, and representatives as additional insurers. 

5. ENTIRE AGREEMENT.  The special Event Agreement constitutes the full agreement between 

Vendor and School District. 

6. WEATHER POLICY.  During periods of severe weather conditions (i.e., rain, high winds, etc.) 

either party may cancel the reservation.  In the event that the reservation is canceled due to 

severe weather, prior to the setup of the equipment, School District is entitled to a full refund 

of its deposit and/or rental fee paid in advance. 

 

VENDOR: 

By my signature, I accept the terms of this Agreement. 

By:______________________________________________Date:_________________________ 

Authorized Representative for (Vendor Name)________________________________________ 

 

SCHOOL DISTRICT: 

By my signature, I accept the terms of this Agreement: 

School District:_____________________________________Date:________________________ 

Authorized Representative for _______________________________________(School District) 

By:_____________________________________________________________________ 
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Appendix J – Meeting Agenda Template 

 

1.    LOGO HERE 
 

1.  

 

 

          PTO 

 

               Meeting  

DATE:  

TIME:  

LOCATION:  
 

 

Attendees:      

   

 
  

 

 
  

 

 
  

 

                                                             --- AGENDA TOPICS   

 

Topic 
   

Information 
 

Action 
 

 

Topic 
   

Information  
 

Action 
 

 

Topic 
 

Information 
 

Action 
 

 

Topic 
   

Information 
 

Action 
 

 

 

Topic 
 

Information 
 

Action 
 

 

 

--- ROUND TABLE DISCUSSION --- 

http://www.heromans.com/mobile/product_info.php?products_id=2013
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Appendix J – Financial Activity Report 
Your School Parent Support Group 

September 2018 Date Check 

Number 

Amount 

Balance on hand 9/1/2020  $5,250.34 

 

Income 
 Donations to PTO 9/3/2020  $125.00 

Major Brochure sale 9/21/2020  $28,250.00 

Ice Cream social tickers and candy 9/29/2020  $375.00 

Fall T-shirt sale 9/30/2020  $960.00 

Weekly bagel sales 9/30/2020  $120.00 

    

    

 Total Receipts: $29,830.00 

 

Expenses 
 Mrs. Smith classroom supplies 09/04/2020 5281 $50.00 

Awards for character program 09/11/2020 5282 $120.00 

Fall mums and bush for courtyard 09/11/2020 5283 $60.00 

New display case 09/13/2020 5284 $589.00 

Movie licensing fee for movie night 09/15/2020 5285 $25.00 

Cash box for ice cream social 10/01/2020 5286 $30.00 

Reimburse Any volunteer for folders 10/05/2020 5287 $15.00 

Wacky science academy 10/07/2020 5288 $57.00 

Popcorn supplies 10/08/2020 5289 $25.00 

T-shirts for student council reps 10/09/2020 5290 $285.00 

Bank Charge-new checks 10/09/2020  $15.00 

    

    

    

    

    

    

    

    

Total Expenses: $1,271.00 

 

Balance on hand at end of period: $28,559.00 

 


