How do we form an Accounting Unit?
Two or more licensed authorized organization that conduct bingo at the same location may form an Accounting Unit by agreeing among themselves to join together to share revenues, authorized bingo expenses, and inventory related to bingo operations.  A unit accounting agreement or unit accounting trust agreement should outline the specific terms of how the revenues, authorized bingo expenses, and inventory will be shared.   The Texas Occupations Code, Chapter 2001 (Act), contains the minimum requirements executed by all unit members.  Under Charitable Bingo Administrative Rule 402.205, organizations may not act as a unit until all member organizations are licensed. No unit may begin unit accounting activities until the Texas Lottery Commission has been notified in writing that the organizations have formed an accounting unit.

To notify the commission, the unit should submit a Texas Notice of Unit Accounting form and a copy of the unit accounting agreement or unit accounting trust agreement.  All documentation should be sent to the Licensing Section of the Charitable Bingo Operations Division.

The commission must be informed if the members will be transferring individual inventory to the unit.  Should your organization choose to transfer its instant bingo tickets, bingo cards or bingo paper to the unit, a complete list of the inventory that has been transferred must be provided to the commission within twenty-five calendar days of your organization joining the unit. For your use the forms, Texas Request to Sell or Transfer Instant Bingo Tickets and/or Texas Request to Sell or Transfer Bingo Cards/Paper may be completed. 

What is the advantage of being an Accounting Unit?
Some advantages include:

. . . the ability to share revenue and expenses with member organizations without the necessity of constantly changing play days and times in order to adjust for peak and off-peak play days and times. 

. . . the ability to share bingo paper and pull-tabs which eliminates the need to take the products in and out of play at the end of each occasion.  

. . . the ability to consolidate reporting of  bingo paper and pull-tabs resulting in a more efficient way of maintaining the required perpetual inventory requirements.   

. . . the ability to consolidate the record keeping and reporting process (required journals and quarterly reports)

How do I open a bingo checking account for an Accounting Unit?
Each Unit should obtain its own Internal Revenue Service Federal Tax ID Number under which the bingo checking account will be opened.  You may obtain a Federal Tax ID Number by calling the IRS at (800) 829-4933 between 7:00am -10:00pm CST or apply online at ( https://sa.www4.irs.gov/sa_vign/newFormSS4.do ).

Generally the organizations, per the agreement, transfer a predetermined amount of funds from each of their bingo accounts to the unit account for operating expenses. The unit account is governed by the same rules and regulations as a regular bingo account.  

They have asked me to be a trustee organization, what are my responsibilities?
As it relates to unit accounting, a trustee organization is responsible for the unit’s compliance with the rules of the commission and the Texas Occupations Code, Chapter 2001as it relates to the financial accountability and inventory of the unit.  An example of such responsibility would be to ensure that the unit pays the units required prize fee timely.  Should the unit fail to timely submit all or some of the prize fee, it is the trustee organization that will be held accountable.

Which is better, a trust agreement or unit accounting agreement?
Both unit accounting agreements and unit accounting trust agreements are authorized under Texas Occupations Code, Chapter 2001.  It is not the role of the Charitable Bingo Operations Division to advise a licensee as to which is a better method of establishing their unit.  Please note that copies of unit accounting agreements and unit accounting trust agreements and a listing of established units and their contact information is available through our Open Records Department for your use in making this decision.

Who can or should be the designated agent?
A designated agent is the person who is responsible for providing the Charitable Bingo Operations Division access to all inventory and financial records of the unit.  A designated agent may not:  1) hold or be listed on another license issued under Texas Occupations Code, Chapter 2001, unless the license holder is a conductor, conductor/lessor or a lessor association; 2)  be an owner, officer, or director of a licensed commercial lessor; 3) be employed by a licensed commercial lessor; or 4) be related to a licensed commercial lessor within the second degree by consanguinity (blood) or affinity (marriage), unless the holder of the license is a conductor/lessor or a lessor association.

Please note that a bookkeeper may be a business contact for a commercial lessor and a designated agent for an accounting unit provided that the bookkeeper is not employed by the commercial lessor.

Under Charitable Bingo Administrative Rule 402.205 – Unit Agreements, a designated agent for a unit must complete the Bingo Training Program every two years on behalf of either the unit or a licensed authorized organization. If at the time the designated agent is named that person has not taken the Bingo Training Program, then the new designated agent must then complete the Bingo Training Program within forty-five calendar days of when the unit agreement or amendment to a unit agreement naming them was signed. 

What is the difference between a designated agent and a Unit Manager?
A unit manager is a licensed individual who has sole responsibility for filing the quarterly report for the unit, payment of taxes and fees and maintenance of the bingo inventory and financial records of the unit.  The unit manager is solely responsible for the unit’s compliance with the rules of the commission and the Texas Occupations Code, Chapter 2001 as it relates to the financial accountability and inventory.  

A unit manager is responsible for compliance with commission rules and Texas Occupations Code, Chapter 2001. The unit manager would be required to post a bond as security against unpaid prize fees.  A unit manager will be required to attend the Bingo Training Program every two years.
The responsibility of a designated agent is to provide the Charitable Bingo Operations Division access to all inventory and financial records of the unit.  A designated agent is not licensed and is not responsible for the unit’s compliance with the rules of the commission and the Texas Occupations Code, Chapter 2001.  Rather, under a unit agreement each organization is jointly and severally liable for the units compliance with the rules of the commission and the Texas Occupations Code, Chapter 2001 related to filing of reports, maintenance of bingo inventory and financial records and payment of taxes, fees, and any penalties imposed for a violation related to the operations of the unit.  Under a unit trust agreement, the trustee would be the one who is responsible.

What is the difference between a unit agreement and a trust agreement?
A trust is an entity created to hold assets for the benefit of certain persons or entities, with a trustee managing the trust.  The trust agreement is the written declaration of trust which establishes the trust and spells out the terms and conditions upon which it will be conducted. 

The unit accounting agreement is the written declaration which establishes the unit and spells out the terms and conditions upon which it will be conducted.  No separate entity is created when the unit is established through a unit accounting agreement.

What are the minimum requirements for agreements?
Under Section 2001, Texas Occupations Code both type of agreements must contain at a minimum:

1) the accounting unit name and each member organization’s name and taxpayer number.  The unit member's taxpayer name and number on the unit agreement must match: 

- the name on the organization's organizing instrument or the name of the organization as stated on its license to conduct bingo; and 

- the eleven-digit taxpayer number on file with the Commission.; 

2) the method by which the net proceeds will be apportioned among the members.  The method a unit uses to apportion net proceeds of the bingo operations among the members of the unit must be consistent with the method a unit uses to ensure compliance with the required disbursements to charity.

3) the name of the unit manager, designated agent or trustee agent; 

4) if the unit is established through a Trust Agreement, the agreement must designate the trustee organization, state that the trustee is responsible for compliance with the Bingo Enabling Act and Charitable Bingo Administrative Rules and specify the method by which the unit will comply with the charitable distribution requirement; and

5) the methods by which the unit may be dissolved and by which one or more members of the unit may withdraw from participating in the unit, including the distribution of funds, records, and inventory and the allocation of authorized expenses and liabilities on dissolution or withdrawal of one or more members.  

Please note that under Charitable Bingo Administrative Rule 402.205, both a unit agreement and unit trust agreement must meet the following requirements:

1. A unit agreement must indicate the length of time allowed for the distribution of funds, records, and inventory and allocation of authorized expenses and liabilities on dissolution or withdrawal of one or more members of the unit.

2. A unit with a unit agreement specifying that a member withdrawing from the unit is entitled to a share of the inventory or payment for the member's share of the inventory must notify the Commission of the method of distribution within twenty-five calendar days of the distribution to the withdrawing member. The notification must contain the amount of payment or the complete list of inventory transferred.

3. A unit agreement must specify the street address where the records of a dissolved unit will be maintained for the required four year retention period unless the unit agreement specifies that each unit member will receive a copy of the unit records.

4. A unit agreement must be signed by the unit member organization's bingo chairperson or other officer or director.

What happens if my agreement isn’t found compliant with the minimum requirements?
The commission will notify you as to what changes must be made to meet the minimum requirements under the statute and rules.  Once notified, the unit will have twenty-five calendar days to resubmit the revised compliant unit agreement or unit trust agreement

How will unit accounting effect my 501c status?
The commission does not provide information or advice regarding IRS policies or procedures. You may contact the IRS at 1-877-829-5500, for exempt organizations.

How do I pay the outstanding expenses that were incurred for an individual charity before becoming members of a unit?
Normally expenses incurred for an individual charity would either be paid or designated to be paid out of the organization’s bingo bank account. There may be circumstances (ex. payment for unused bingo paper or pull-tabs) that may result in some costs to be paid out of the unit account.  This should be stipulated in the unit agreement.  Taking into consideration that all bingo expenses must be paid out of the unit’s bingo unit account after forming a unit, if one organization owes more in outstanding expenses, they may be required to put more money into the unit account initially to pay for these expenses.

How do I apply for an EIN number for the unit?  
You may obtain an Employers Identification Number (EIN) by calling the IRS at (800) 829-4933 between 7:00 am -10:00pm CST or apply online at

( https://sa.www4.irs.gov/sa_vign/newFormSS4.do ).
We have a new organization joining our unit.  What do we need to do?
If a new member is joining the unit a completed copy of the form, Texas Notice of Change for Accounting Unit, referencing the new member should be submitted  seven calendar days prior to the date the unit membership changes.  A copy of the amended unit accounting agreement or unit accounting trust agreement must be submitted to the Commission within twenty-five calendar days of the effective date of the change.  All documentation should be sent to the Licensing Section of the Charitable Bingo Operations Division.  
Should the new organization choose to transfer its instant bingo tickets, bingo cards or bingo paper to the unit, a complete list of the inventory that has been transferred must be provided to the commission within twenty-five calendar days of the new organization joining the unit.  For your use the forms, Texas Request to Sell or Transfer Instant Bingo Tickets and/or Texas Request to Sell or Transfer Bingo Cards/Paper may be completed. 

Please note that if the new organization is joining the unit on any day other than the first day of the quarter that organization will be required to file a separate quarterly return for the portion of the quarter they were not a member of the unit.  The exception would be an organization that receives its original license to conduct bingo.

We have an organization leaving our unit.  What do we need to do?
If a member leaves the unit, a completed copy of the form, Texas Notice of Change for Accounting Unit, referencing the new member should be submitted  seven calendar days prior to the date the unit membership changes.  A copy of the amended unit accounting agreement or unit accounting trust agreement must be submitted to the Commission within twenty-five calendar days of the effective date of the change.  All documentation should be sent to the Licensing Section of the Charitable Bingo Operations Division.  

A unit with a unit agreement specifying that a member withdrawing from the unit is entitled to a share of the inventory or payment for the member's share of the inventory must notify the Commission of the method of distribution within twenty-five calendar days of the distribution to the withdrawing member. The notification must contain the amount of payment or the complete list of inventory transferred.

We need to change the trustee organization.  What do we need to do?
If a trustee organization is changing, a copy of the amended unit accounting trust agreement and a completed copy of the form, Texas Notice of Change for Accounting Unit, referencing the change in trustee should be submitted within 25 calendar days of this change.  All documentation should be sent to the Licensing Section of the Charitable Bingo Operations Division.

Please note that it is the commission’s position that the new trustee would become responsible for the unit’s compliance with the Bingo Enabling Act and Charitable Bingo Administrative Rules for any past or future proceedings.

Are there specific requirements for an amendment to an agreement?
Yes.  Under Charitable Bingo Administrative Rule 402.205 – Unit Agreements, an amendment to a unit agreement, or unit trust agreement, must contain the following:
1. name of the unit; 

2. effective date of the change; 

3. specific section of the unit agreement being changed; 

4. new terms of the agreement which are in compliance with the Bingo Enabling Act and the Charitable Bingo Administrative Rules; 

5. signature of the bingo chairperson or other officer or director for each of the current unit members; and 

6. statement which binds the amendment to the original unit agreement creating one document unless the entire unit agreement is re-stated.

The lessor has told us that we must do Unit Accounting to continue playing here.  Can he do this?
The conductor and lessor relationship is a contractual relationship between the two entities. The terms of the contract govern this situation and not the commission. The Bingo Enabling Act, Section 2001.432(c) states, whether to join or withdraw from a unit is at the discretion of each licensed authorized organization.

How do we handle transferring the individual charities inventory into the Unit?
Following a complete inventory of bingo supplies on hand, those items or products found to be useful to the unit may be transferred to the unit. A log of all inventory items transferred to the unit should be maintained by the individual organization and the unit and a copy provided to the commission within 25 calendar days of the member joining the unit.   A written inventory of bingo equipment and supplies must include the following:

	If
	Then

	Bingo Cards/Paper
	Organization transferring from, organization
transferring to, series number, serial number,
#on/#up, total number of sets/sheets
transferred, signature of an officer, director or
the primary operator.

	Bingo Equipment
	Organization transferring from, organization
transferring to, equipment type, manufacturer,
model and/or serial number, signature of an
officer, director or the primary operator.

	Instant Bingo Tickets
	Organization transferring from, organization
transferring to, form number, name of game,
series number, total number of instant bingo
tickets transferred, signature of an officer,
director or the primary operator.


Bingo supplies that are not transferred may be retained, donated or destroyed. In all cases of transferred, donated or destroyed bingo supplies, the organization must obtain prior approval from the commission.   For your use the convenience forms, Texas Request to Sell or Transfer Instant Bingo Tickets and/or Texas Request to Sell or Transfer Bingo Cards/Paper may be completed.

Do we need to be approved as a Unit before beginning Unit Accounting?
Licensed authorized organizations forming a unit must simply notify the commission in writing prior to operating as a unit. The Commission does not approve Units however we do review the unit accounting agreements and unit accounting trust agreements to ensure they are compliant with the Bingo Enabling Act and Charitable Bingo Administrative Rules.   See “How do we form an Accounting Unit?”
Do we need to keep our bingo accounts open after joining an Accounting Unit?
After joining a unit, the organization no longer has a bingo bank account; however, they may re-designate the previous bingo bank account as a “charity” account to be used for receipt and distribution of charitable funds as it relates to the bingo activity.

What is the best way to handle closing my bingo account when I join a unit?
After paying all bingo expenses from the organization’s bingo account prior to joining a unit and transferring sufficient funds to cover all outstanding debt and unit operating capitol, any funds remaining in the account at unit start-up must be disbursed by the organization for its charitable purpose by the last day of the quarter following the date the organization joined the unit or transferred to the unit bingo account.  

In some cases the organization may not be able to pay all expenses before joining the unit because invoices have not been received or the amount of the invoice is not known.  It is important that the organization transfer sufficient funds to cover these outstanding debts, since all remaining funds must be disbursed for the organization’s charitable purpose.  Funds that are required to be distributed for the charitable purpose of the organization and funds that have previously reported on a bingo quarterly report as charitable distribution may not be transferred to the unit bingo account.

An organization that is required to file a Texas Bingo Quarterly Report for a period prior to joining an accounting unit, must file a “Final Disposition of Bingo Proceeds in Bingo Account” report showing the final disbursement of all proceeds in its bingo account for the quarter following the quarter it was last required to file a Texas Bingo Quarterly Report apart from the unit. 
It is not necessary to close the organization’s old bingo account. Some organizations choose to retain this account to help track their charitable distributions received from the unit and disbursed for charitable purposes; however, the organization should remember that this account is no longer referred to as their “bingo account”.  After the unit is in operation, the unit bingo account is their “bingo account”.  

How do we make distributions to the individual charities from the unit?
Charitable donations are distributed to the individual charities based on the terms of the unit accounting agreement, unit accounting trust agreement or subsequent amended agreements as applicable.  The amount of distributions will be reported the unit’s Texas Bingo Quarterly Report.  
What needs to be in the Unit Accounting Agreement to be compliant with the records distribution upon withdrawal of a member or dissolution of the Unit?
Neither the Bingo Enabling Act nor the Charitable Bingo Administrative Rules address how the records must be distributed upon withdrawal of a member or dissolution of the Unit.  The act does indicate that this must be addressed in the unit agreement.  Due to the four year bingo records retention requirement, the commission must know where the unit’s records will be stored.  Therefore, the agreement must reference who would have the records and a physical location where the records would be maintained.

Under Charitable Bingo Administrative Rule 402.205 – Unit Agreements, once a unit is dissolved, the last trustee or member of a unit at the time of dissolution must notify the Commission within twenty-five calendar days of any change in the street address of the unit's records during the required four year retention period.

Can we only form a unit at the first day of a quarter or can we begin during the quarter? 
There are no restrictions or regulations regarding when a unit may be formed or when an organization may join a unit.  However, if a unit is formed at any other time than the first day of the quarter, each organization must file a separate quarterly report for the period of time not covered by the unit quarterly report.  

How do we order supplies from the distributor as a unit?
A unit would order supplies in the same manner as a licensed authorized organization using the unit number assigned by the commission.  Should the unit not have a number assigned at the time of ordering supplies, the distributor would need to contact the commission to verify the commission has received notice of the unit’s formation prior to the sale.

We have a unit member joining the unit who is on COD to the distributor.  Is this going to affect the unit?
Under Charitable Bingo Administrative Rule 402.604, if a member of a unit is in default to a distributor, a person may not sell or transfer bingo equipment or supplies to the unit on terms other than immediate payment on delivery, unless otherwise authorized by the commission.  

Do you have a unit agreement form or samples of unit agreements?
The Charitable Bingo Operations Division has not developed a unit agreement form.  However, copies of Unit Accounting Agreements and Unit Accounting Trust Agreements found to be compliant are available by request through our Open Records Department.  Open Records requests must be made in writing.  You may request these documents via e-mail at: openrecords@lottery.state.tx.us or fax your request to (512) 344-5189.

How do I show charitable distributions made this quarter from my organization’s bingo account on my unit report?  
The distribution will be indicated on line 3 of the “Final Disposition of Bingo Proceeds in Bingo Account” report that must be filed by every organization that was required to file a Texas Bingo Quarterly Report for a period prior to joining the unit.  This reports is due on the 25th day of the month following the calendar quarter of which the last Texas Bingo Quarterly Report as a non-unit member was due.

When does the unit make the deposit for each bingo occasion?

Each unit member should deposit all funds derived from the conduct of bingo, less the amount awarded as prizes, in the bingo account not later than the second (2nd) business day after the day of the bingo occasion on which the receipts were obtained.
