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ORGANIZATIONS
(PROCEDURES 
MANUAL)

State Of TN 
Comptroller SSO 
Manual*

https://comptroller.tn.gov/content/dam/cot/la/documents/manuals/SSO%20MANUAL-2020%20UPDATE%20-%20redesign-Final.pdf
https://comptroller.tn.gov/content/dam/cot/la/documents/manuals/SSO%20MANUAL-2020%20UPDATE%20-%20redesign-Final.pdf
https://comptroller.tn.gov/content/dam/cot/la/documents/manuals/SSO%20MANUAL-2020%20UPDATE%20-%20redesign-Final.pdf


Sales Tax
Sales Tax 
Notice*

https://www.tn.gov/content/dam/tn/revenue/documents/notices/sales/sales15-16.pdf
https://www.tn.gov/content/dam/tn/revenue/documents/notices/sales/sales15-16.pdf
https://www.tn.gov/content/dam/tn/revenue/documents/notices/sales/sales15-16.pdf


Internal Revenue Service
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IRS Form Filing Requirements

• The IRS filing requirement for an organization is determined by a 
series of tests based primarily on gross receipts and total assets.

• Organizations with gross receipts exceeding $50,000 are generally 
required to file Form 990 or Form 990-EZ.

• Determining the correct form can be complex; boards are strongly 
encouraged to consult a qualified tax professional to ensure proper 
classification and compliance.

Form 990-EZ (Short Form)

Form 990-EZ. If an organization has gross receipts less than $200,000 and total 
assets at the end of the tax year less than $500,000, it can choose to file Form 990-
EZ, Short Form Return of Organization Exempt From Income Tax, instead of Form 
990. 

When is the return due?
Your return is due on the 15th day of the 5th month following your 
year end. So, if you have a year end of June 30th – your tax return 
is due on November 15th.

It is perfectly acceptable to pay a professional to prepare your tax 
return.



Personal Apps 
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Filing an Annual Report
Link* The Annual Report cannot be filed until the final month of 

the Fiscal Year for the entity. (Cannot file before 06/01 If 
you have a June 30th year end)  You have 3 months from 
year end to file.

https://sos.tn.gov/
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Business Search Link*

https://tncab.tnsos.gov/business-entity-search
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Open Records 
Requests & 
Recordkeeping

Why Accurate 
Records Matter 
for PTOs and 
SSOs



What Is an Open Records Request?

•Formal request to review or obtain records 
maintained by a public entity

•Promotes transparency and public trust
•Records may include financial reports, minutes, 

contracts, and correspondence
•Public records are generally accessible unless 

protected by law



Why Accurate Recordkeeping Matters

•Demonstrates accountability for funds raised on 
behalf of students.

•Supports audits, compliance reviews, and annual 
reporting.

•Preserves organizational knowledge during officer 
transitions.

•Builds confidence among parents, donors, and school 
administrators.



Consequences of Poor Recordkeeping

• Inability to explain how funds were spent.
•Missing documentation for purchases and reimbursements.
•Delays during audits or compliance reviews.
• Loss of trust from members, donors, and the community.
•Potential corrective actions, prosecution, or restrictions on 

operations.



Key Takeaway
"If it isn't documented, it didn't happen."

Good recordkeeping protects students, 
officers, volunteers, and the organization itself.



A Look Ahead 
For Next Year
Subcommittees & Clubs 
Operating Under a PTO

If a group operates under the PTO's tax ID, its 
income, expenses, and balances must be 
included in the PTO's financial reporting.

All financial activity must be reported through 
the parent PTO, regardless of whether a 
separate Givebacks site is used for fundraising 
etc. 

Organizations with their own tax ID and 
independent status should continue reporting 
separately as they do today.



Contact Info

john.dix@wcs.edu rachel.farmer@wcs.edu lydiag@wcs.edu cindy.todd@wcs.edu

John Dix –
john.dix@wcs.edu

Rachel Farmer –
rachel.farmer@wcs.edu

Lydia Glynn –
lydiag@wcs.edu

Cindy Todd –
cindy.todd@wcs.edu

mailto:john.dix@wcs.edu
mailto:rachel.farmer@wcs.edu
mailto:lydia.glynn@wcs.edu
mailto:cindy.todd@wcs.edu
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