
Aggie Mom University
Best Practices and How to 
fill out your IRS 900 Form

Recording in Progress!



Please hold all 
questions until the 

end!



Presented by:

Roxanne Forrest – Treasurer
• Treasurer@aggienetwork.com

• 210-445-6365

mailto:Treasurer@aggienetwork.com


Best Practices 
• Create Treasurer Guidelines 
• Know State Sales Tax Filing Requirements 
• File State Sales Tax Return (Due January 20th)
• File required IRS Form 990 (Due October 15th)
• File required Federation Forms annually 
• Know Financial Rules for Fundraising, 
 Budgeting, and Distribution (Use) of Funds 
• Provide regular financial reports to 

Board/Membership

*Keep you Club’s financial records with the 
financial reporting, tax filing requirements, and 
end of year audit in mind*



•Prepare a Document of Guidelines that your Club will follow for 
any financial transaction (expenses and income) and provide 
it to your Officers.

•Guidelines should give basic information on Club Financial 
Management

•Guidelines should detail the process by which your Officers 
request reimbursement for expenses (including 
restrictions), get an invoice paid, or make deposits
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• Include forms that must be completed for any financial   
transaction (check request/reimbursement & deposit form) 

• Hard copies of forms should be provided with the Treasurer 
Guidelines Document 

• Forms can be uploaded to a “Board Only” portion of the 
website (with login requirements) or in your Club’s 
Google Docs 

• Forms should be provided electronically in a separate 
email. If an Officer sends you an email requesting that an 
invoice be paid without including a form, never attach one 
to a reply asking for it to be completed and returned!

Treasurer Guidelines Documents
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NEVER PAY AN INVOICE OR 
PROVIDE A REIMBURSEMENT 
WITHOUT A COMPLETED 

FORM AT THE TIME OF THE 
REQUEST!



TAX EXEMPTION DOCUMENT

• Provide a signed “Texas Sales Tax and Use Exemption 
Certificate” so officers may purchase Club items free 
of sales tax (sales tax will not be reimbursed to an 
Officer) 

• Exempt purchases must be related to organization’s 
purpose (NOT PERSONAL ITEMS) 

• Retailers are NOT REQUIRED to accept exemption 
certificates (if this happens you can claim it back 
when the Club completes the Sales Tax Return)
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STATE SALES TAX

• ANY SELLER (i.e.: CLUB) ENGAGED IN ON-GOING 
BUSINESS IN TEXAS THAT SELLS TANGIBLE PERSONAL 
PROPERTY OR A TAXABLE SERVICE MUST HAVE A “SALES 
TAX AND USE PERMIT”. 

 • Out of State Clubs must collect sales tax if   
  they attend Boutique (in Texas) unless the 2 days of 
  Boutique are the Club’s previously declared Tax-Free 
  Days. 

 • Your Club does not need a Sales Tax and Use   
  Permit if it will not be selling tangible items. 



What is considered “tangible”? 

 • Items purchased tax free (using an exemption certificate) 
 that are being resold 

 • Personal property that can be “seen, weighed, measured, 
  felt, or touched” 

 What is considered “intangible”? 

 • Raffle Tickets (represents “right to win”) 
 • Membership Dues 
 • Donations 
 • Gift Cards, Gift Certificates, Coupon Books (no “cash 
  value”) 
 • Food Items (fresh fruit, bakery item, not sold with plate 

 or utensils) 
 • Amusement Services (provides a service or no benefit to 
  individual) 
 • Writings published AND distributed by the Club



Texas Sales & Use Tax Permit
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STATE SALES TAX
There is a difference between being a tax-exempt organization (exempt from 
paying Sales Tax on purchases) and being exempt from paying Sales Tax to the 
State Comptroller for income your Club receives from selling items 

 • The sale/income from tangible items is taxable. This includes Silent 
  Auctions unless the item is or contains intangible items.
 
 • The sale/income from intangible items is non-taxable. 
 
 • Each club gets 2 Tax Free Days a calendar year (the taxable items you 

 sell on those days are exempt from the sales tax paid to the State 
 Comptroller) 

 • These 2 Tax Free Days must be officially designated and included in 
  meeting minutes 

 • Clubs can decide to charge sales tax at the time of sale or “back out” 
 the tax on “tax included” sales



State Sales Tax continued…
• Total sales amount (income received) must be reported to the State 
 Comptroller through the State Sales Tax Return. Income must be 

reported regardless if it is taxable income or not, even if it is 
ZERO. 

• If your Club holds a Sales Tax Permit, it is required to file a return 
even if there is zero due or zero sales. If this is not filed, YOUR 
CLUB WILL INCUR PENALTIES IT WILL BE REQUIRED TO PAY! 

• Filing periods can vary and is determined by the State based on the 
prior years taxable sales reported. 

• State sales tax rate is 6.25% and local taxing jurisdiction up to 2%



State Sales Tax continued…
 • You must calculate the sales tax due to the State Comptroller 
  based on the location of the sale. 

 • The Local Taxing Jurisdiction Rate can vary by County (up to 2%)
 
 • Determine the local tax rate by visiting the Tax Rate Locator on 

 Comptroller of Public Accounts Website 

 • See Publication 94-105 on Comptroller Website

Reporting your sales tax at the end of the year can be done online.
 



IRS 990
• WHAT IS IT? The IRS 990 is your Club’s annual Income Tax Return. 

• ALL CLUBS must file a version of the Form 990 or an extension request 
(Form 8868) with the IRS by the 15th of October. This is not optional. 

• Please ensure you have filed BEFORE the deadline. If you have any issues, 
contact the President Elect @ preselect@aggienetwork.com or you may 
need to use a tax professional, such as a CPA. 

• All Clubs are required to file an IRS 990 (there are different versions 
based on your gross receipts) 

 • IRS 990-N (gross receipts of $50,000 or less) 
 • IRS 990-EZ (gross receipts less than $200,000 and less than $500,000 

 in assets 
 • Most clubs have gross receipts under $50,000 and will file the 990-N 

 (the e-postcard)

mailto:preselect@aggienetwork.com


IRS 990 continued…
• CLUBS WHO DO NOT FILE BY THE OCTOBER 15th DEADLINE 3 YEARS IN A ROW WILL 

HAVE THEIR STATUS REVOKED 

• It is a major expense with a lot of paperwork to get re-instated 

• Proof that return was filed by deadline must be sent to the Federation 
President Elect Tamra Walker (email: preselect@aggienetwork.com)

• Federation FORM T is due on February 1st of each club year. 
 This Form is used to confirm your Club’s current annual filing of a Form 990. This 

Form does not go to the IRS. Sending this form to the Federation does not take the 
place of filing the 990. There is a checkbox verifying that the Club has filed their 
990 for the current year. Only check this if you have actually filed your 
current 990. The Federation uses all the Form T information to file our Group 
Exemption List with the IRS which is required each year to maintain our Group 
Exemption umbrella.



https://www.irs.gov/charities-non-profits/annual-electronic-notice-form-990-n-
for-small-organizations-faqs-how-to-file



FORM 990

Completing the e-Postcard (990-N) requires the eight items listed 
below:

1.Employer Identification Number(EIN), also known as a Taxpayer 
Identification Number (TIN).

2.Tax Year
3.Legal name and mailing address
4.Any other names the organization uses
5.Name and address of a principal officer
6.Web site address if the organization has one
7.Confirmation that the organization’s annual gross receipts are 

$50,000 or less
8.If applicable, a statement that the organization has terminated 

or is terminating (going out of business)



FORM 990

•A new account may need to be created each Club Year 
unless the prior year Treasurer leaves 
username/password information

•If your Club has any issues completing their 990 by the 
October 15th deadline, please contact the President 
Elect at preselect@aggienetwork.com



Send copy of confirmation to 
preselect@aggienetwork.com
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TREASURER FEDERATION FORMS
(ANNUAL)

IRS 990 Annual Club IRS Form
Due Oct 15th of each club year

FORM B Payment of Federation Dues and Archive Fees (Membership)
Due February 1st of each club year.

FORM T IRS Group Exemption
Due February 1st of each club year

FORM Y Tax Compliance Verification
Due May 31st of each club year



TREASURER FEDERATION FORMS
(ANNUAL)

FORM E
Club Determined

Donation to TAMU Student Organizations
Due May 31st of each club year

FORM G
Club Determined

Scholarships Awarded by Club Members
Due May 31st of each club year.

FORM A
Club Determined

Nomination of Federation Officer
Due February 1st of each club year

Website http://aggiemoms.org/forms/



FUNDRAISING

•Work with Fundraising/Development Officer to 
determine types of fundraisers for the club 
year

•Make sure your Fundraising/Development Officer 
knows the fundraising guidelines (Federation 
Development Officer will hold a specialized 
training on October 18th on AMU)



RAFFLES
2 Raffles per calendar year and can not be concurrently run (separate sets 
of tickets)
•Ticket sales not subject to Sales Tax
•Raffle tickets may not be sold or offered for sale statewide. Since a 

website is a finite place on the web, tickets could be sold from the 
Club’s website. (This is based on statements from the State of Texas 
Comptroller’s office, August 2016.)

•Raffle tickets may not be advertised statewide (offered for sale) or   
through paid advertisements (i.e.TV, radio, newspaper, etc.) Paid 
advertising through a medium of mass communication is prohibited. 
Donated advertising is permissible.  Your Club cannot actively 
advertise state-wide (sending notices to Clubs and organizations or 
paying for ads throughout the state). Posting on your Club’s closed 
Facebook page and websites are OK and are not considered state-wide 
advertising. It is acceptable to send notices of raffles to 
residents of the State of Texas that are listed in the database of a 
Club. Clubs outside of the State of Texas must check with the 
guidelines for conducting a raffle within their individual states.



RAFFLES continued…
•No cash prizes can be awarded. A qualified organization may offer 

any prize except money. “Money” is defined as coins, paper 
currency, or a negotiable instrument that represents and is 
readily convertible to coins or paper currency. No certificates 
of deposits are allowed.

•A U.S. savings bond and a prepaid or "stored-value" gift card are 
not prohibited. See Texas Attorney Gen. Op. No. GA-0341 (2005). 
The question of the prohibition of a gift certificate has not 
been addressed in an AG Opinion, but it has been suggested that 
as long as it is not readily convertible to cash, it would 
likely not be prohibited.

•Gift Cards are not convertible to cash (coins or paper currency), 
so could be used in a raffle.



RAFFLES cont.
•You must set a fair market value for your Club’s raffle prize. 

“Priceless” is not acceptable to the IRS. The value of a 
purchased prize cannot exceed $50,000 or $250,000 if the 
purchased prize is a residential dwelling. Your Club must 
publicize the value of the raffle prize. There is no value 
limit on prizes donated to the organization. 

•Raffle winner has potential income tax liability (Treasurer may 
have to file IRS Paperwork)

•If the value of the raffle prize is $600 or more AND 300 or more times the cost of the 
raffle ticket, there are forms that your Club must fill out for the IRS. For example, the 
value of your raffle prize is $1,000 and the raffle ticket price is $1. Your Club must 
report the winner to the IRS using forms W-2G since the raffle prize is more than $600 and 
1,000 times the cost of the ticket. If the winner refuses to supply a correct taxpayer 
identification number (usually a social security number), withholding is required.  Refer 
to IRS Information Sheet 1340 from the IRS for more details. 



SILENT AUCTION
•Silent Auction items sold are subject to sales tax unless sold during Club’s 2 

designated Tax-Free Days.

•Club MUST collect tax on taxable items such as jewelry, books, clothing, flower 
arrangements and gift items. If there happens to be any non-taxable items, such 
as a box of fresh fruit or exempt bakery items; or intangibles, such as a gift 
card or gift certificate, the Club will not have to collect sales tax on those 
nontaxable items.

•If an auction item is a package that contains both taxable and non-taxable items, such 
as a gift basket with a non-taxable cheese ball or cheese assortment and a 
taxable cutting board and cheese knife, the application of the sales tax on the 
selling price of the package depends upon the essential character of the complete 
package. If the taxable items, cutting board and cheese knife, are the primary 
component of the package and a single charge is made for the package, the entire 
sales price of the package is taxable.

•If the non-taxable food items, in this case the cheese ball and cheese assortment, are 
the primary component of the package, the entire sale is exempt unless a separate 
charge is made for the taxable items. If you make a separate charge for the 
taxable items, the separate charge is subject to tax.



BUDGETING

•Create an Annual Budget approved by the Executive Board and/or 
Club Membership (refer to your Club Bylaws)

•Any unbudgeted or over budget expenses need to be reviewed and 
approved by the Board if required by Bylaws.

•Club operating expenses (administrative costs) are to be covered 
by dues or donations restricted for operating expenses.  
Dues and restricted donations for operating expenses, may not 
be used for funding scholarships or other fundraising 
activities. 

 Monies secured through fundraising activities must not be 
used for Club operating expenses. 



DISTRIBUTION OF FUNDS

Collecting Membership Dues is not a form of a fundraiser (funds should 
only be used for Club operating expenses as mentioned)

•Donations are a way to raise funds, but many have different 
restrictions than Fundraisers

•A Donor may restrict funds to a certain program or expense; funds 
raised through a fundraiser can be used for any of the programs the 
Club uses to serve its purpose (scholarships, donations to Student 
Organization, etc.)

•Income from Fundraisers must be used for programs that fulfill the 
Club Purpose (according to Bylaws)

•If your Club does “Door Prizes”, the item must be DONATED and not 
purchased out of Club funds.



DISTRIBUTION OF FUNDS continued…
•Club Funds can not be used to benefit an individual (unless offered to 

all students represented by the Club, not just members, i.e.:  
scholarships/goody bags)

•Do not give cash out of Club funds to students for ANY REASON.  The 
Federation does not recommend giving gift cards or cash to students 
as it becomes complicated with Financial Aid and IRS

•Modest, non-monetary gifts (i.e.: paperweights) for graduating students 
must be advertised to the entire area a Club serves.  Because 
students will no longer be enrolled as an undergraduate, it is not 
required to be reported to Financial Aid.

•Student Speaker Gifts or Reimbursements:  It is the recommendation of the 
Federation that an honorarium be offered to the individual(s) 
representing a TAMU sanctioned organization or department and that a 
check is written directly to that entity.  No gift card or cash may 
be given directly to an individual.  Please confer with the 
individual/organization as to what their guidelines permit. Clubs 
may provide goody bags or other non-monetary gifts to these 
representatives.



DISTRIBUTION OF FUNDS continued…

•If a gift is educationally related (provided to a student because 
they are a student), the gift must be accounted for in the student’s 
financial aid package

•Any gift to a student (no matter the amount) should be considered a 
scholarship and be reported with the student’s name and UIN to the 
Office of Financial Aid.  Adjustments to a student’s aid package may 
be necessary in order to maintain financial aid eligibility

•NO funds can be directly given to a student or parent.  All checks 
must be forwarded to the Office of Financial Aid.

•A list of students, their UIN, and the amount of the gift must be 
sent by July 1 to scholarships@tamu.edu.  Awards provided after 

 July 1 should be reported as soon as possible



TYPES OF TREASURER REPORTS

BALANCE
SHEET

Shows the balance, as of a certain date, of financial 
assets (bank accounts)

P & L 
STATEMENT

Profit & Loss Statements show the income to expenses over 
a set period (YTD/Monthly)

BUDGET vs 
ACTUALS

Shows how the expenses and income compare to the budgeted 
figures (think percentages)

Reconciliation
Ensures that 2 sets of records agree
(bank statement to checkbook or financial statement)

Reports should be presented at each Membership Meeting and Board Meeting



Recording will now be 
turned off



Questions?



Visit
aggiemoms.org/Club 
Resources/Aggie Mom 
University 
for all upcoming classes 
and Class Library!



Want to offer a training to your 
Club?
Aggie Mom University can help!

Reach out to 
ashtonmkantor@gmail.com

ashtonmkantor@gmail.com


