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Preparing Form e a——




What forms do | need to
prepare?

TOPICS TO

What information do |

COVER TODAY need?

What are some resources
to help?




Key Points to Remember!!!

# Keep good records!

m» Stay current with required filings!




o Gross receipts of $50,000 or less
e “e-Postcard” return

%//z/

FILING
REQU IREMENTS total assets less than $500,000

e Slightly less complex than Form 990

 Gross receipts less than $200,000 and

o Gross receipts more than $200,000 or
total assets greater than $500,000




DEADLINES

For June 30 year end, form 990 (including 990N and 9 /
due November 15t. With extension, the 990 is due the foll
May 15th

January 31.

£
i
o
o
-

 Failure to file 990 for 3 consecutivg ars
automatic revocation of exempt éz
troublesome to seek reinstatemer .

//f-
- Late filing of 1099-MISC starts at
$260 per form if really late.

e
o




 Form W-9, Request for Taxpayer Identification Number
and Certification. Obtain this from:

v'all vendors (not Sam’s Club)
v'donors of property more than $500

v'Prize winners of $600 or more



* Form 1099-MISC or 1099-NEC

* Report rents and payments to vendors of more than
$600 per calendar year. Not necessary to issue to
corporations.

* |Issue a 1099-MISC to someone who wins prizes more
than $600

» Report amounts paid to law firms if greater than
$600






Donations
from

Fundraisers




Donations from Fundraisers (continued)

« No portion of a raffle ticket is considered a charitable contribution

* If donated proBerty is given as a prize or auctioned, the donor s
give a reasonable éstimate of fair market value

* If within 3 years of receipt, the organization sells Rroperty
market value of $500 or more that was donated, they arer
give the donor IRS Form 8282

Exceptions:

Marketable securities

ODonated property is consumed or distributed in exempt
Band Boosters receive donated instruments and distribut
the band musicians
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Disqualified Person

</ Tracked and reported in the Form 990 Schedule A

o . .
== Any officer, director or trustee

__

Any person who donates more than $5,000 (provided that this is
more than 2% of the total donations received)

b






Donor Ad

Grants or disbursements are on an objective and nondiscriminatory basis. Example - donation to
Fund directed to be disbursed to a single identifiable organization. scholarship fund to be used exclusively for scholarships, provided the organization has a process to
award such scholarships.
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Quick Dip in the 990 Swimming Pool




Form 990-N




990N Easy to find

B News (@ Shopping [& Image [ Videos i More

WAL ITS.gOV > ities-non-profits » annual-ele... i
@ Submitting Form 990-N (e-Postcard) - Internal Revenue Service
Jun 1 — Small tax-exempt organizations generally are eligible to file Form 990-N fo
satisfy their annual reporting requirement, if their annual gross ...
Yol ] many times. L
https:/iwww.irs.gov » charities-non-profits » new-form-... 3
@ New Form 990-N Submission Website Now Open - Internal ...
Apr1 — More In File .. Form 990-N electronic submi s should now be made through
ov instead of Urban Institute's website. For the filing link ..

People also ask

When can | file a 990n?

Can | file 990n?




//patnckpatterson.coache: | & orensic Services | AICEF ectronic Filing Require

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-po

BE an official website of the United States Government

mIRS Help News English v | §G* Charities &Nonprofits | [ TaxPros

File Pay Refunds Credits & Deductions Forms & Instructions

_harities and Nonprofits / Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N (e-Postcard)

Annual Electronic Filing Requirement for Small Exempt
Organizations — Form 990-N (e-Postcard)

Individuals

Who May File Form 990-N to Satisfy Their Annual Charities & Non-Profits Topics

Businesses and Self-Employed Reporting Requirement? A7 Index

In general, exempt organizations have an annual reporting requirement although Educational Resources and

Charities and Nonprofits there are exceptions. Guidance

- — . ) Publications
Exempt Organization Types Most small tax-exempt organizations that have an annual reporting requirement -

can satisfy the requirements by submitting Form 990-N, Electronic Notice (e-
Lifecycle of an Exempt Postcard.) Form 990-N is submitted electronically, there are no paper forms. Contact IRS Exem anizations

Organization About Us
& An organization eligible to submit Form 990-N can instead choose to file Form 990 ARoi=

Annual Filing and Forms or Form 990-EZ to satisfy its annual reporting requirement.

Small tax-exempt organizations generally are eligible to file Form 990-N to
Charitable Contributions satisfy their annual reporting requirement, if their annual gross receipts are
normally $50,000 or less.
Search for Charities

e Gross receipts are the total amounts the organization received from all sources



return filed by its central organization does not file Form 990-N because the group
return satisfies its annual reporting requirement.

Submitting Form 990-N (e-Postcard)

1. Register for your account
2. Review the submission guidance
3. Gather the information needed

Submit Form 990-N (e-Postcard)

How to Register and Submit Form 990-N

step by step instructions on how to register and submit electronic Form 990-N (e-



@HIRS

Sign Up Log In
Don't have an account? Craate one now. Already have a username? YWelcome back!

Username

LOGIN >

Forgot Username

PTIN and FIRE users need a separate account in this system
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Oh no!! sounds like it’s very
complicated!!







If you need help

F REIMER
MCGUINNESS
| HESS

CPAS & ADVISORS



mailto:mdunlap@rma-cpa.com

Remember to Visit All of Our Vendors
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PRINTING, EMBROIDERY, AND MORE apex |ec|dership CO.

ridiculously effective fundraising

()'Blue Jungle

M A RKETINIG

FBISD
PRINT SHOP

BOOSTER

FUNDRRAISING



FBISD

INSPIRE*EQUIP*IMAGINE

= 5 “ | L\\ ,/
District-Wide Parent Organization Collaborative

Meeting & Vendor Fair
August 2022
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Fort Bend Business & Finance
Bridget Chustz-Morrison



MPORTANT
~ 1N FORMATI

Insurance for PTO/PTA/Booster Clubs u\\\" " \TTENTION

\ IN

All FBISD parent organizations are required to obtain insurance

coverage

Proof of general liability insurance should Each insurance policy must require that
include the following: the insurer send notice to the District,

« Limits of $100,000 per occurrence as follows:

« General aggregate limits of at least $2 30-day notice of cancellation or material
million change

e The District MUST be named as “Additional 60-dat notice of non-renewal

Insured and Certificate Holder + Aroster of personnel, with addresses, in

* The insurer must carry an A.M. Best Rating the organization to verify
of “A-VII” or greater

» Policy MUST include a waiver of sub



Remember to Visit All of Our Vendors
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Enterprise Funds

e Sponsorships
e Food Trucks
* Facility Rentals



Enterprise Funds

PTO / PTA & BOOSTER CLUB
SPONSORSHIPS

33



SPONSORSHIPS

Want to recognize those who support your
programs?

> All parent organizations are required to follow Fort Bend ISD Guidelines

sponsorship guidelines set forth by FBISD. |
=:== How can the Fort Bend ISD parent organizations and booster clubs recognize those who support
their program, especially now that FBISD has initiated it's adveriising campaign to raise funds to sup-

» The sponsorship guidelines are posted on the . port he general aperatons budoet?
DlStflCt WGbSlte (DepartmentS/BUSIHeSS and Parent Organizations and Booster Clubs may recognize their sponsors as follows:
Finance/Parent Organizations/Resources). " o mame and what roup s coniutes 1 & Compote 550 it sitement Prnu Spensor

of Austin HS Marching Band™.

» T-5Shirts to be wom by students, group Director and the parent group that displays group's name
and logos of their sponsors, i.e. Ridge Point Football Booster thanks it's sponsors...."

+ The Parent Organization or Beester Club website and newsletter recognizing it's sponsors.

+ Group event program may have a printed ad or “thank you"” fo sponsors, i.e. band concert pro-
gram, dance team spring show program, football program, ete.

+ Portable banner to be displayed temporarily at group events or in the stands at events. These
cannot be adhered to fence lines, walls, scoreboards, posts/columns or bleacher rails.

= Sponsorship plaque to honor the sponsor for their contribution.

» Sponsorship announcement prior to, during, or after a group's performance at an event. Football
quarters, ‘power move” and time out sponsor announcements are reserved for the District.

» Thank you ‘gift' to sponsor from the parent group or booster club that includes spinit wear or event
admizsion tickets (all gifts must be funded by the parent group or booster).

» Performance at a business / company event as ‘thank you' with appropriate approval from Admin-
istrators. The performance will be funded by the parent organization / booster, i.e. transportation.

For more information about the District’s advertising program, please visit the FBISD Enterprize Fund

Department webpage.

FBISD recognizes the great work that the parent groups do for it's students and appreciate
you all very much. If you have further questions regarding this topic, please don't hesitate to
reach out to us. Thank you for your hard work and dedication!

Fort Bend |SD Enterprise Funds 555 Julie Rivers Dr, Sugar Land, TX 77478 (281) 634-3327 genyne vinson@&fortbendisd. com




Enterprise Funds

FOOD TRUCKS
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FOOD TRUCKS

FBISD FOOD TRUCK AT YOUR EVENT

HOW TO SECURE A FOOD TRUCK

e Check the Approved Food Truck Vendor list on the District website (Community/Business/Food Truck
Vendors) to identify trucks you’d like to utilize.

e If a vendor is not listed that you’d like to use — guide them to the Food Truck webpage to register.

e Complete the form on our webpage (Departments/Enterprise Funds/Food Trucks Rentals) to let us
know about your event and the food trucks you plan to have participating. *completing this form
simply keeps us in the “know” so when phone calls come in about trucks, we can properly respond

e Coordinate your activity with your group and ensure that the food truck has been vetted by
registering with FBISD Enterprise Funds and are on the approved vendor list.

HaVve |otS OF funh!!!




FOOD TRUCKS

Where do | find the FBISD Approved

Food Truck Vendor list?

District website / Community Tab /
Business / Food Truck Vendors

FBISD

MEPIER-EQUIP-IMAGINE

BUSINESS & FINANCE

[ Y =
% m Until a better system is created to keep up with valid insurance and permits

Approved Food Truck Vendor List

All food truck approvals are valid for 1 year. Food trucks are required to submit the $50 non-refundable vendor fee annually.

Val

id insurance & permits are required to participate in a

FBISD event. even if the truck is alrea

on the approved list.

lease check-in with Genyne Vinson [@x43327

FOOD TRUCK VENDORS

See steps below to identify food trucks cooresponding to your events

Look for your school name in
the FBISD Campuses/Facilites
1 box on the left side.
L ]

FBISD CAMPUSES ! FACILITIES IN
FORT BEND COLNTY

Austin HS
BushHS

Ridge Pairt HS
Trawis HS

Bawie M5
Crockett M35
GarciaM5
Haodgesz Bend M3
Thornton MS
Burtan ES
DOrabek ES
Flemming ES
Goodman ES
Heritage Rose ES
Hallew ES

Jordan ES
Leonetti ES
Madde=n ES

Malala ES
Mizsion Bend ES
Mizsion Glen ES
Mizzion ‘West ES
Meil ES

Oakland ES
Ouster Creek ES
ParksES
Patterzon ES
Pecan Growe ES
Scanlan Daks ES
Sichiff ES
SeguinES
Sienna CrossingES
Sullivan ES
Towrewest ES

fAquatics Practice Facility

Ferndell Henry Alternate

Wou should select the food trucks listed in the same chart your

schoal name i in. However if you want a food truck not listed

2 in your section you can reach out to the food truck and inform
L ]

APPROVED FOOD TRUCKS

Yiou can request a food truck that is pending
approval. The food truck can finish the approval

. B

They hold a current permanent!annual permit through Ft. Bend County
Lhck an the Gk

Approved Yendors

Dirtrict's Appraval Panding Jurirdictinn’s Approval Panding

Emth Appravalr Fanding

Araguanesy

Berrw's Dawgs

Big & Bar B Oue

Fareign Paolicy

Hew Sugar Sugar Shaved lce
Jeremiah's lce

fona lce of Houston

tdary Had a Little Party
fdister Softee

OffBeat E atz

Fapa John's Pizza

Richboy Pobou

Sarnrnie Joe's Creole
SheCupcakes Bake Shoppe™
The lce Barn

The Sauer Kraut Food Truck
Tingz and Wacos

Uncle Louie G Italian lce

feorn b Street™
Tu-Ga Kitchen™

Fogd Fracks Wik Srar 7 = Agproval Peading

Coco's Conscious Cuizine™
‘Wi are the cool bus™

Faod Fracks Are Lompletely Approved” Penewed Once Fhey Peceive Fhe Aggraved Fiver
For more info about permits for Fort Bend County:

Fart Fiend County Procedures for Obaining  Fand Vendar Permit (fabils Units)

Fort B ¢ - Mok Parmi




FOOD TRUCKS

A few reminders...

All Food trucks must:
» Avoid parking in fire lanes
» Avoid parking on sidewalks and grassy areas

» Park as close to a fire hydrant as possible




&F facilitron Calendars~ Resources~ Support~ Fort Bend Independent School D ~

FORT BEND INDEPENDENT SCHOOL DISTRICT

Community Spaces for All Your Activities

Enterprise Funds

FACILITY RENTALS

Facilitron

39



FACILITY RENTALS

What spaces are available?

) FIELDS & TRACKS
CAFE/COMMONS




FACILITY RENTALS

How to reserve a facility to rent...

1. Go to the District website, then to 2. Once on Facility Rentals page, scroll
Community, then tq Facility Rentals down to the button, “Click here to

» . L
R —— o I Blf D FORT BEND ISD FBISD exists to inspire and
A - Established 1959 pursue futures beyond
FBISD FORT BEND IS| FBISD exists to inspire and equip all students to INSPIRE-EQUIP-IMAGINE

HOME OURDISTRICT DEPARTMENTS PARENTS & STUDENTS COMMUNITY ~STAFF  EDUCATIONFOUNDATION CAREERS CALENDAR | WOULD LIKE TO..

LESSE RIS

pursue futures beyond what they can imagine

ACT DEPARTMEN

EDUCATION FOUNDATION  CAREERS  CALEl

1'WOULD LIKE T¢

PARENTS & STUDENTS COM

Home > Depq

ENTERPRISE FUNDS CONTACT US

SEP ni h h of th

losed for Labor Day Home

2 i ictey Facilitron As
Labor Day Holiday Ccalendar 800-272-296)
https://supp
2 O Back toschos scramble Special Offers suppert@fag
ST Advertising FACILITRON - ONLINE FACILITY RENTAL SYSTEM Facilty Rent.

Carmen Torrg
(281) ©34-556]
facilityrentals|

: ChOt“@ces e S TAONGBAY - Facility Rentals
s‘rop B t FORT BEND FBE . :
CHOOSE FORT BEND ISD —\A/Y — 18ess 12018 BOND Facilities for Public Use

Food Trucks

FBISD Police
(281) 634-55()

Fall 2022 Fundraising Vendor Fair
Fort Bend Independent School District's online facility request and rental system is WHAT'S NEW!

designed to provide a positive user experience for all. Reservation requests can be
submitted easily and will be handled more efficiently. Renters will be able to access photos
and descriptions, see real-time availability, get estimated guotes, and pay online.

3. Clicking this button will take you to
FBISD’s facility rental site.

Take a look at th
Partner Food D)

4. Create your renter account or login if
registered already




FACILITY RENTALS

Fees & Insurance Requirements

» Weekday Events — there are no fees charged during
the week

» Custodial fees will apply at all elementary
schools if the event ends after 8:00 PM

» Weekend Events — the reduced recovery rental,
custodial and police rates (if applicable) will apply

» Fees will vary based on details of your event.
Facilitron will provide an estimate

» Upon campus approval, the District’s facility rental
coordinator will finalize the logistics, fees and alll
details before the district final approves

» Insurance is required for each rental

» If an example of the COI is needed to provide to your
insurance company, you can reach out to Carmen Torres

Insurance Agent/Broker rucker/V'endor/ Name Meeds to Agree Date lsued
Providing Certificate r With Contract ate lesued |
"-.ﬂ TG TSI T
"‘EE""D' \ CERTIFICATE OF LIKBILITY INSURANCE parerr TS

THIE CERTIFICATE I ISSUED AS A MATTER OF |NFORMATION ORNJY AND CONFERS R0 RIGHTS UPON THE CERTIFICATE HOLDER. THE
CERTIFICATE DDES T AFFIRMATIVELY OF NEGATVELY AMENE EXTEND DR ALTER THE COVERAGE AFFORDED BY THE FOLICIES
BELDW. THIE CERTIFICATE OF INSURANCE DOEB MOT CONSTIFUTE & CONTRACT BETWEEN THE EEUING INBURER(E ). AUTHORIZED
REPRESEWTATIVE G4 PRODUCER, AND THE CERTIFICATE HOWOER,

he bares and condil

certficate hoider in

FAPORTANT. i the certfficate hokder ks an ADDITIONAL INBURED. the policyles) must be endorsed. [ SUBROGATION 13 WAIVELD, subject to
sl the policy, cortain policins may
I ke ush-sadorsemen ts)

uire @ andorsemant, & stabamant on this cerificate does not canfer Aghts io the

TR
0~ Tnsurance Agent | Brok i -
P e B s
Insurance Providing Certificate 2
[;c_hmpanglf And Address __/ ...... P ——— e
Writing Policy ] compary A
HRRED mrEE
Renter Name RELRFAE |
Address mEUSERD:
Name Neads to Agree with Contract BHRR
IEURER P
COVERAGES CERTIFICATE NUMBER SZFarsdx REVISION NUMBER:
'|IF 5 TOCERTFY THWAT THE POUCIES OF INSURANCE LISTED BELOW HAWE BEEN S5UED TO THE INSURED NAMED ABDWVE FOR THE POUCY PERICD
ICATEDL MOTATHSTANDING ANY RECLE FENENT TL?II Gl'l cow:r!mornvccnrmm"wc’r—e: DOCUMENT WITH RESPECT TOVWHIGH THIS
GEHIIF{‘-'\IEHM’*IQ-SJ ) DR MAY PERTAIN, THE INZLA AFFORDED BY THE POLICIER DESCRIBED HEREN I8 SUBJECT TOALL THE TERME,
.lu: UBIONE ARD CONDITIONS OF BUCH =0u | S LT s 514\.\! WAY HEVE SEEN REDUCED Y PAIDCLAIME
TYPE OF INELEANDE POLICY HLEIER SEATA Y] peTaYY Te) L]
iRl LS Y Y S 3
e Jaema oo XYZ22434343334 1012 | g ESETEETE
General | 50,000
Liability | | . Commercial Limits Reequired F panviunme | 1,000,000
Genesal Lianiity & inALL Four e s 2000000
Docurmence Based Lmanm
oo 1,000,000
Auta Liability ABCESS7658 112 | 12013

« | 1
=T EURSLIT
ALL3 Boxes
Chacked Also OK
A

Umbrelks Ensess
Limit= con be combined with 4L
L endioe EL f2 mestee)

DESCIIPTIGH OF 0P ERATINS | LOGATIONS (VEHICLES [Riiack ACORD 551, Addibaal Rermarks Scaadivle,  more aoacs & requined)

Certificate Holder is named as an Additional Insured with respect to Generzl Liability, Avtomobile Liabilisy and
Umbrellz or Excess Lizhility coverages. Genersl Liahbility coverage is primary and non-contributory. Waivers of
Subrogation are provided on behalf of Certificate Holder with respect to Workers' Compensation, General Liability,
HAutomobile Lizbility and Excess Liability. In the event of cancellation by the insurance companies, the policies have
besn endorsed to prowvide [30) days Notice of Cancellation to the certificate holder shown below.

Location name &
mailing address:
This is where notice
of cancedlation will
be miied fo.

CERTIFICATE HOLDER CARNGELLATION
Fort Bend I1SD SHDLLD ANY OF THE AROWVE DESCRED POLICIES OE CAMDELLED BEFORE
THE BXFIRATIZN BATE THEREDF, NOTICE 'WLL BE DELIVERED N
16431 Lexlngton A"re AGCORDANCE WITH THE POLICY PROVISIGHS.
Sugar Land, TX 77479 mRe=—

fage it B F0BE-20N0 ACORD CORPORATION. AN rights reserved.
ACORD 25 (201005 The ACORD name and lege are regisiand marks of ADORD



FACILITY RENTALS

6 Reasons Why Facilitron is Important ~ TheImportance of Entering Schedules

Entering EVERY activity taking place across campus into our facility management system allows the district to track how
school facilities are used and to coordinate security and other support services. Your cooperation is needed and required -
be a part of the team!

> # 1 —_ S afety & S e C u rity This infographic helps explain the reasons why scheduling all activities in the

management system is important.

» #2 — Support Services Q 01 g:f:itryitf; H
\

Security officials should have
access to see who is on
campus at all times, especially
in the case of an emergency.
In cases of emergency,
security officials must know
exactly who is where on
campus at all times to help
keep everyone safe.

» #3 — Fiscal Responsibility

> #4 — No Schedule Conflicts

» #5 — Reduce School Liability 06

Data Integrity

A facility management system
collects important data about how
district facilities are used to allow
the district to make informed
decisions on facility use. Incomplete
data complicates the decision-
making process.

» #6 — Data Integrity

IMPORTANT ﬂ facilitron
*All PTO/PTA and Booster Clubs should create
an account and enter their facility use request.
This SHOULD NOT be done by the campus EA.
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Questions

Enterprise Funds

SPONSORSHIPS, FOOD TRUCKS &
FACILITY RENTALS



Enterprise Funds

Enterprise Funds

Contact Us

Genyne Vinson

Asst. Director, Enterprise Funds

(281) 634-3327
genyne.vinson@fortbendisd.com
(Sponsorships, Food Trucks, Facility Rentals &
Printshop)

Juan Barrera

Print Shop Coordinator

(281) 634-6036
juan.barrera@fortbendisd.com

Carmen Torres
Facility Rentals Coordinator
(281) 634-5568

carmen.torres@fortbendisd.com

Facilitron Assistance
800-272-2962 ext. 1
https://support.facilitron.com

support@facilitron.com



mailto:genyne.vinson@fortbendisd.com
mailto:juan.barrera@fortbendisd.com
mailto:carmen.torres@fortbendisd.com
https://support.facilitron.com/support/home
mailto:support@facilitron.com

Remember to Visit All of Our Vendors
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FBISD | Excéllence

...... SHOUIF IMAGING

School Health Advisory Council (SHAC)

A
INSPIRE*EQUIPIMAGINE

Melanie Anbarci
FBISD SHAC (Chair 2020-22)

Infofortbendisdshac@agmail.com

47
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sssssssssssssssssssss

SCHOOL HEALTH ADVISORY COUNCIL (SHAC)

@ Who can join SHAC?
Parents, students, community members & FBISD employees

@ \Vhat does SHAC do?
Provides: a forum for sharing health & wellness information;
resources and community input to the BOT and admin; as
well as resources & support for campuses to improve
campus health & wellness

@ How does SHAC Promote Wellness?
»# Helps create, evaluate & improve campus wellness through
creation and implementation of the district Wellness Policy
»# Supports campus based Campus Wellness Committees
»# Supports campus based student-led wellness committees & the
District student wellness coalition
»~ Provides data & feedback to Board of Trustees, District,

To get _mvolved... _ _ campuses & staff to maintain and improve campus wellness
Contact: infofortbendisdshac@gmail.com activities, programs and initiatives



mailto:infofortbendisdshac@gmail.com




~"”

Website: www.fortbendisd.com/SHAC
Twitter: @FBISD _SHAC
Email: infofortbendisdshac@gmail.com



http://www.fortbendisd.com/SHAC

Remember to Visit All of Our Vendors
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=" 45" . Theft Prevention in School
=87 Organizations

Lieutenant Michael Harvey MSCJ
Ft. Bend ISD Police Department
Uniform Services Division
281-634-5500




¢+ Felony theft from a middle school parent organization
. (same offender as above).

B8 ¢ Felony theft from girl’s soccer team.




o= Booster Club President or Treasurer

¢ $19600.00
¢ $20,375.36
¢ $92,000.00
¢ $3045.00




What Types of Organizations

. ¢ Parent-Teacher Organizations
: 1. PTO’s
2. PTA’s
3. PTE’s

e e ¢ Booster Clubs
1. Band
Athletic
FFA
ROTC

Orchestra
Drama

o U WwN



116 Parent Organizations in FBISD

4 2005/2006 alone, these clubs generated
— $4,566,000.84 in revenues and
— $4,376,269.34 in expenditures

.=+ Some Elementary Schools raised in excess of $150,000
¢ Some High Schools raised in excess of $500,000




‘&&  Types of Fundraisers

¢ Holiday Gift Sales

¢ Dinners & Banquets
¢ Concessions

¢ Cookie Dough

¢ Athletic Apparel

¢ College Theme Mats
¢ Silent Auctions




Why Do People Steal From Children?

¢ Motive: Large amount of money, “They won’t miss just a
little.” Financial Distress
B+ Opportunity: Created by intimidation, extreme trust, no

safeguards, inadequate safeguards, failure to implement
safeguards, Improper accounting




(@& How Can | Prevent a Problem?
ﬂ ¢ DO NOT EVER PRE-SIGN CHECKS! PLEASE!

¢ Develop and apply the appropriate By-Laws for each
organization, submit updates to Internal Audit annually

¢ Require a Treasurer’s Report immediately after the reading
of the minutes from previous meeting

¢ Complete a Financial Recap after a Fundraising event
takes place. Reconcile the cash and inventory.

¢ Reconcile Online Purchases and Sales



Ronald Reagan: Trust But Verify

¢ Require proper backup: receipts, service orders, invoices,
receiving slips etc.

f' + Reconcile the bank statement

S 4 Be transparent about accounting records

¢ Multiple signers on checks

¢ Do not deviate from procedures set out in the By-Laws




Handling Cash

¢ Always have two members count cash
¢ Verify cash receipts to the deposit slips and bank statement
¢ Address fundraiser shortages immediately

¢ Do NOT make checks payable to CASH!

¢ Utilize Bank/Credit Cards Properly...Keep Receipts and Provide them for
Accounting Purposes




& | Checking Accounts

~ + Protect your checkbooks at all times

~ « Reconcile bank account with receipts and invoices (match
2 themup)

& 4 Beaware of checking account scams and Craig’s List scams

¢ Report any suspected fraud or scam attempt to Ft. Bend ISD
Police 281-634-5500

¢ Consider “Positive Pay” or other similar service (Electronic
Register Confirmation)



C Protect Yourself, Protect Your School

¢ Demand integrity and proper accounting

L

Lk

. + Provide integrity and proper accounting
- : ¢ Participate in the process

B | Ask others to participate
¢ Be transparent

¢ When a problem is discovered, don’t wait, notify the
Principal, Internal Audit and the Police if necessary 281-
634-5500



Remember to Visit All of Our Vendors
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FORT BEND INDEPENDENT
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POSTER, CARDS, BOOKLETS, BANNERS, POPUPS, FLYERS,
BROCHURES, STICKERS, AND MUCH MORE!

PEN\' L U Ep{‘
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* Quotes are done through the ordering system. Price will be
displayed before saving as a quote or submitting the print
order.

e If you need us to review the specs and the price, email us the
job number and we can assist.

 Special instructions can be typed into the order and print ready PDF
can be attached.



* Depending on project, most orders can be completed in 5 working
days or better.

* If something is needed for an event and the due date is critical,
write it into the notes. There may be instances where our workload
may delay the order. So, it’s best to communicate with the Print
Shop to make sure the due date can be met.

e Qur 2 biggest peak times for heavy workload are the beginning and
end of school year.



 Community Customer orders will have to pick up their project at the
Print Shop. There are no deliveries.

* District orders will be shipped using our mail courier.



* Emall us at dlprintservices@fortbendisd.com

» Above email is a distribution email that will reach
the following people:
» Melissa Borecky (melissa.borecky @fortbendisd.cor
 Ray Perez (ray.perez@fortbendisd.com)
 John Barrera (juan.barrera@fortbendisd.com)

e Call us at 281-634-1816

« www.fortbendisd.com/printshop



