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School 
Support 
Organizations

�SSO refers to PTO or Booster Club

�SSOs are independent, not-for-profit 
organizations created to benefit the school 
or a school program

�Funds raised and handled by an SSO are 
quasi-public funds

�All SSOs must be approved by the WCBOE



The Law

T.C.A. 49-2-601 et seq.

The School Support Act of 1997

Public Chapter 326, amending Tennessee Code Annotated, Title 49, 
Chapter 2, requires that school support organizations “adopt and 
maintain a written policy which specifies reasonable procedures for 
accounting, controlling and safeguarding any money, materials, 
property or securities collected or dispersed by it. The statue further 
authorized the comptroller of the treasury to prepare such a model 
financial policy for the school support organizations. 

The “Model Financial Policy for School Support Organizations” fulfills 
this responsibility.  It is intended to provide minimum internal controls 
to assist members and officers in improving accountability over school 
support organization funds.  In addition, it provides recommendations 
for procedures that are considered a supplment to the required 
minimum procedures.



The Newly 
Updated 
Model Policy 
For SSOs 
(Procedure Manual)



WCBOE  Board Policy 
for Recognizing SSOs

� WCBOE Policy IFCDA
� Summarizes state law and local BOE requirement for SSOs

� Lists Annual Requirements
� Application and Cooperative Agreement
� Bylaws
� Furnish a form stating the organization’s status as a nonprofit 

organization (A copy of the state charter application or application 
for renewal showing active status.)

� Telephone number, address and position of each officer of the SSO
� Provide a copy of the SSO’s written policy specifying reasonable 

procedures for accounting, controlling and safeguarding money etc. 
A manual and guidance provided by the comptroller’s office is 
strongly suggested to be adopted as SSO’s policy

Sets out accounting and record keeping requirements

Acknowledgement of Director’s right to revoke or suspend status



State of 
Tennessee 
Requirements 
for Nonprofit 
Corporations
(how to stay “active”)

� In order to be a SSO, your organization must remain an “active” non-
profit corporation recognized by the Tennessee Secretary of State.
Active status can be verified on the TN Secretary of State website or by 
calling the Secretary of State’s office. 

� SSOs are “Nonprofit Corporations” which are kept active by filing a 
timely annual report each year. As a separate legal entity, an SSO is 
responsible for doing this required filing and paying the associated fee of 
$25 (currently, plus handling) which can be paid out of SSO funds.  This 
task is typically the job of the secretary or treasury of the SSO. However, 
regardless of how this task is assigned within the organization, keeping 
the SSO “ active” is the responsibility of the SSO and can not be 
assumed by the school district. 

� If your SSO is also a 503(c)(3), please consult with your accountant or legal 
advisor for additional requirements, if any. 



State Charter 
for Nonprofit 
Corporation

� Filing Requirements for SSOs to be a legal entity
� To find more information about how to do this, visit 

https://sos.tn.gov/business-services/business-entity-filings

� Click on ”Non-profit Corporations” then “Find and Update a 
Business Record” at the bottom left of the screen scrolling down 
to get your charter (by name or by control #) 

� Find and print your SSO’s “Business Entity Detail” (BED). This is 
the documentation you need to turn in with application 
(Section 1). Keep a copy for your files. 

� This report should show that your SSO is “active”. If not, follow the 
simple instructions to reactive it. 

� The BED will also give you a AR (annual report) due date that 
you will need to know in order to file your annual report on 
time (not early or late) in order to stay “active”

****An SSO must remain active to be a WCBOE associated SSO 
and raise funds.

https://sos.tn.gov/business-services/business-entity-filings


IMPORTANT!
Instructions for 
Submitting an 
Annual Report
(must be done each year to 
stay active)

� Instructions for Submission of the AR to Tenn Secretary of State
� Business Entities listed as "active" may submit online if an annual 

report has not yet been submitted for the current submission period.
� Annual reports cannot be filed prior to the submission period. If you 

submit too soon, it will not count and you will have to do it again 
and pay the filing fee again within the correct submission period to 
stay active. 

� Annual reports can be submitted from the first day of the fiscal year 
ending month of record to the annual report due date.

� Delinquent annual reports can be submitted within 4 months 
following the due date.

� Annual reports are due on or before the first day of the fourth month 
following the company's fiscal year closing.

� There is an additional $20 fee if any changes are made to the 
Registered Agent and/or Registered Office.

� Information provided should be current as of the date the annual 
report is submitted on behalf of the company.



Fundraising 
Requirements
Before fundraising can 
begin

Steps SSOs must take to be recognized by WCBOE as necessary 
to conduct fundraising before fundraising begins

� 1) Have an approved Application and Cooperative Agreement 
signed by the Director of Schools recognizing the group as a 
district affiliated SSO for the current school year

� 2) Submit and receive approval of each fundraiser from school 
principal and Director of Schools



Fundraising 
Considerations 
& 
Requirements
(during and after a fundraiser)

� During
� Fundraisers must be conducted according to the procedures set out in the Model 

Policy and within the boundaries of the law

� Consider whether your organization should be a Tax Exempt 501(c)(3) organization 

� Does your SSO fundraise over $5000 annually? If so, you may need to 

� Does your SSO want to conduct up to one raffle each year?  Only 501 (c)(3) organizations 
who meet all other requirements  may do this

� Do you want to accept tax deductible donations? Some donors require an organization 
to be a 501(c )(3) before making a contribution.  Additionally, donations must be a true 
contribution to a 501 (c) (3) or a school to be deductible for income tax so make sure that 
it is clear that a donation is much appreciated but not deductible if your SSO is not a 
501(c)(3) 

� After
� Cash tally sheets, inventory sheets and profit/loss analysis and financial report 

must be submitted to school bookkeeper in a timely manner and approved by 
school principal at the end of each fundraiser



SSO 
Finances

� Maintain financial and organizational records for at 
least 4 years

� Subject to audit by state comptroller’s department

� Provide access to all books, records, and bank accounts 
information upon principal’s or central office’s request

� Safeguard financial and organizational records during 
officer change overs



SSO 
Finances

� PTOs, Band, Football, Basketball, Baseball and Softball 
Booster Clubs shall submit monthly budgets and 
revenue and expense reports to the principal for 
review. 

� All other Booster Clubs shall submit these reports at 
the end of the applicable season.

� Send a copy of the year-end bank statement that 
matches the case on the year-end statement.

� Make sure your opening case balance matches the last 
year’s ending balance



School 
Representative 
on SSO boards

� School representatives (employees) cannot act as a 
treasurer or bookkeeper of a school support 
organization or be a signatory on the check

� Coaches & assistants can’t be officers

� A majority of voting members of the group’s board 
may not be school employees (including board 
members, the Director of Schools, coaches, trainers, 
sponsors)



School Funds 
v. SSO Funds

� Funds in school bank accounts are public funds regardless of the 
source.

� Fundraiser money becomes school money as soon as a teacher or 
other Board employee handles it.  Therefore, employees of a 
school can not be a Treasurer or anyone who handles money or 
signs check for a SSO

� The exception is that a principal can approve turning in money in 
sealed envelopes to collect money form an SSO fundraiser.

� SSO funds must be spent on the purpose for which they were 
raised.



Separation of 
Duties 

Accounting for 
SSO funds

� To safeguard funds and comply with law and rules, 
SSOs must have more than one person involved with 
collecting, counting, depositing and accounting for 
money

� Have someone other than the treasurer receive and 
review the bank statements and check copies

� Require 2 signatures on checks

� Submit monthly bank statement and copy of checks to 
the school bookkeeper attached to the monthly SSO 
Monthly Financial Report and Financial Review and 
Inspection form 



Inventory & 
Parking

� If an SSO controls parking, a parking agreement with 
the school is required.

� Concession agreements are required for an SSO

� We have tried to simplify our inventory procedure.  See 
your school bookkeeper.

� However, inventory records are required for SSO’s and 
schools. 



End of the year 
gifts to 
coaches

� SSOs should not give gifts of more than a token value 
to coaches at the end of the year.  

� WCBOE board policy prevents employees from 
accepting gifts of more than token value.



Wages and 
work for 
employees

� Wages
� WCBOE Employees- All supplements MUST be paid through 

WCBOE payroll.

� All Supplements to Non-Faculty Coaches (Volunteer) MUST be 
paid through WCBOE payroll

� Income tax, FICA and Medicare and other mandatory payroll 
deductions will be withheld

� Work
� Board hourly employees are covered by Federal Wage & Hour 

laws.  They cannot do volunteer work- even if they work at their 
child’s school unless completely a separate type of work than their 
normal job.  (E.g. a school secretary may not “volunteer” to be the 
SSO secretary/parent but can volunteer to help out with activities 
at the school festival) (Be very careful with employee 
“volunteers”) 



Fundraisers

� Supplement not supplant  

� WCBOE will provide an adequate amount of funds to run its 
programs.  Booster clubs may fundraise to provide additional 
resources for their group as long as financial gifts to schools or 
programs do not violate Title IX, Title VI or 504.

� SSOs must get prior approval from the Director of Schools before 
the organization undertakes fundraising activity (See fundraiser 
form). 

� Also the SSO must comply with the law, or all fundraising is 
prohibited.



Requirements 
to fundraise

� Be an active legal entity registered with the Secretary of State

� Read, sign and submit the Application and Cooperative 
Agreement and all required documents

� Documentation confirming the SSO’s legal status with Tn Secretary 
of State

� Copy of the SSO’s Bylaws
� SSO Annual Information Form
� Copy of the SSO’s written policy and accounting procedures (SSO’s 

are strongly encouraged to adopt the Tn Comptroller’s Model 
Financial Policy for SSO Procedures Manual 2020 Edition)

� Submit a fundraising request for each fundraiser to principal and 
Director of Schools

� Remain in good standing with WCBOE and home school by timely 
providing monthly and annual forms and supporting documents



Fundraising 
Specifics

� Fundraising prior to Application approval is prohibited

� Need to work closely with principals and coaches

� Athletic gate receipts must go through school books- not 
SSO/booster books- includes season pass sales

� All tickets, including season passes, must be pre-numbered

� Students shall not be out of class for booster-sponsored 
fundraisers. The kick-off can be during the school day as long as 
the SSO sponsors the event and is solely responsible for every 
aspect of the event

� Student involvement must be on a voluntary basis only. 

� No SSO can charge a fee to participate in a school-sponsored 
extra-curricular activity, e.g. a fee to participate in marching 
band, cheerleading or football



Sales Tax

� SSOs may not make tax-exempt purchases through the schools

� SSOs may not use school’s EIN or sales tax exemption

� Instead, SSO can make a designated donation to the school.  The 
school can make purchases with the designated money tax free

� Must be a 501(c)(3)  to buy items for its school/program without 
paying sales tax.

� Must pay tax for items that will be resold 

� Tennessee law allows SSOs (and schools) to pay sales tax on cost 
of items sold- not on total receipts



School Board 
Approval for 
Purchases

� School board approval is not needed for SSO or school purchases 
unless:

� Permanent fixtures

� Items attached to buildings

� Items requiring alteration to building

� Athletic facilities

Donated property becomes property of the school district



Suspected 
Fraud or Theft

� Principal or Director of Schools or any employee is required to 
report to the Tennessee Comptroller’s Office if aware of any 
evidence of fraud related to internal school funds, cafeteria funds 
or school support organizations

� If you suspect fraud or abuse, you may report it by contacting the 
Tennessee State Comptroller’s Office. 

� To Report Fraud, Waste & Abuse:
Call the toll-free hotline at 1.800.232.5454

https://comptroller.tn.gov/office-functions/investigations/fraud-waste-and-abuse.html


Keep 
Charitable 
Funds Safe

� State passed this law in order to safeguard funds being raised for 
educational and charitable goals.

� WCBOE has increased its account and reporting requirements for 
SSOs in order to safeguard these funds. 



Thank You!!!

Mary Jennifer Dunlap
dunlapmj@warrenschools.com
(931) 668-4022 ext 11601 

Robin Phillips
phillipsr@warrenschools.com 
(931) 668-4022 ext 11404

To Report Fraud, Waste & Abuse:
Call the toll-free hotline at 1.800.232.5454

� Thank you for the work that you do to fundraise 
and support our students, our extra-curriculars, 
our schools and our district!

� Remember:

� All forms may be found at warrenschools.com under the “Resources” 
“Parent” tab. 

� If you have further questions, feel free to reach out to your school 
bookkeeper or principal, Mary Jennifer Dunlap or Robin Phillips.

�

mailto:dunlapmj@warrenschools.com
https://comptroller.tn.gov/office-functions/investigations/fraud-waste-and-abuse.html

