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DEFINITIONS

Bylaws are a standing set of rules governing the regulation of an organization’s 
internal affairs.

A constitution is the set of fundamental principles according to which an 
organization is governed.

Articles of Incorporation are documents that set forth the basic terms 
and purposes of an organization and are the official recognition by the Texas 
Secretary of State.

A Certificate of Formation is a document filed with the Texas Secretary 
of State, to create a nonprofit corporation under the provisions of the Texas 
business Organization Code (BOC).

Nonprofit organization means an unincorporated association or a corporation 
that is incorporated or holds a certificate of authority under the Texas Non-Profit 
Corporation Act.

The following chart provides the terms used by the Texas Non-Profit Corporation 
Act and the terms used to describe the same filing instrument under the BOC. 

 
 
 

CONTRACTOR NAME TEXAS BUSINESS ORGANIZATIONS CODE

ARTICLES OF INCORPORATION

ARTICLES OF AMENDMENT

RESTATED ARTICLES OF INCORPORATION 

ARTICLES OF CORRECTION

ARTICLES OF DISSOLUTION

ARTICLES OF MERGER

ARTICLES OF CONSOLIDATION

APPLICATION OF CERTIFICATE OF AUTHORITY

CERTIFICATE OF FORMATION

CERTIFICATE OF AMENDMENT

RESTATED CERTIFICATE OF FORMATION

CERTIFICATE OF CORRECTION

CERTIFICATE OF TERMINATION

CERTIFICATE OF MERGER 

CERTIFICATE OF MERGER 

APPLICATION FOR REGISTRATION

now

now

now

now

now

now

now

now
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INTRODUCTION – A GUIDE FOR VOLUNTEER FIRE DEPARTMENTS

To qualify under the VOLUNTEER FIRE DEPARTMENT status 
(Bingo Enabling Act §2001.002 (28)(a)(b)(c)(d):

“Volunteer Fire Department” means a fire-fighting organization that:

(A)  operates fire-fighting equipment;

(B)  is organized primarily to provide fire-fighting service;

(C)  is actively providing fire-fighting service; and 

(D)  does not pay its members compensation other than nominal compensation.

Your organization has decided it wants to conduct bingo to fund a charitable 
purpose, and needs to be licensed to legally operate.

Here are some questions to consider before your organization begins the 
process:

1. Is the conduct of bingo legal in the municipality, county, or justice 
precinct where your organization has its primary business office? 
If not, you may be able to play in an adjacent county where bingo is 
legal. Check the adjacent counties.

2. Has your organization been organized in the state of Texas for at least 
three years?

3. Does your organization have a bona fide membership list/roster?

If you answer “NO” to any of these questions, you are not currently qualified for 
a license to conduct charitable bingo.

If you answer “YES” to all the questions; proceed with your application and 
utilize this guide to assist you in the process.
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Organization Services

The applicant is organized primarily to provide fire-fighting services.

What is needed:

Proof of membership in a professional fire-fighting organization.

Or

Copy of a publication that lists the organization and its phone number to call in 
case of fire.

Or

A letter from a local government agency recognizing the organization as a 
volunteer fire department.

Or

A copy of all organizing instrument(s) which list this purpose for the 
organization.

Or

A dated newspaper article which details the organization’s activities. 

The name of the applicant organization must match the name of the 
organization on the documents submitted.

Submit one of the following:

 ❏    Proof of membership in a professional fire-fighting organization.

Or

 ❏   Copy of listing of organization’s phone number to call in case of fire.

Or

 ❏   Letter from a local government agency recognizing the organization as a  
 volunteer fire department.

Or

 ❏   Copy of the organizing instruments which list the purpose for the  
 organization.

Or

 ❏   A dated newspaper article which details the organization’s activities.
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EXAMPLE of Web Listing

4



5

EXAMPLE of Yellow Pages Listing
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EXAMPLE of Web Listing
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CONSTITUTION AND BY-LAWS
OF THE

FIRE DEPARTMENT

WHEREAS, Certain laws and regulations are necessary for the good order and wellbeing 
of all associations, in order to define duty, to establish discipline, the maintenance 
of harmony for the full promotion of the object for which we are associated together, 
do ordain and adopt the following Constitution and By-Laws for our regulation and 
government, and do hereby pledge ourselves to cheerfully submit to the legally 
expressed will of the majority, and to support our Officers in the discharge of their 
duties.

Article I

Section 1. The name of this department shall be ________________ Fire Department.

Section 2. The object of the department shall be the saving of lives, and the protection 
of property endangered by fires and other disasters, and to promote the teaching and 
practice of fire prevention and protection.

Article II

Section 1. The Officers of this department shall consist of a President, a Vice 
President, a Secretary-Treasurer, a Chaplain, a Fire Chief, two Assistant Fire Chiefs, 
and on Captain and one Lieutenant for each piece of firefighting apparatus.

Article III

Section 1. It shall be the duty of the President to preside at all meetings of the 
department; he/she shall sign all minutes, resolutions, orders and summons of the 
department; as well as these By-Laws and Amendments thereto. He/she shall appoint 
all committees and officers, not otherwise provided for. He/she shall hold, as trustee 
for the City of _________, Texas, title to all property belonging to, used by, or in 
possession of the department, and shall execute all conveyances of such property 
as such trustee. He/she shall do such other and further things as the department 
may direct. He/she shall have the authority to fine any member in an amount not to 
exceed One Dollar ($1.00) for misbehavior, or misconduct during any meeting of the 
department.

Section 2. The Vice-President shall act and have all authority of the President in his/
her absence and shall do such other and further things as the department may direct.

Section 3. It shall be the duty of the Secretary-Treasurer to keep a record of all 
department business, a roster of all fire department personnel and an account of the 
department’s finances. He/she shall have the authority to collect all monies due the 
department and shall keep a record of the same. He/she shall render an annual report 

EXAMPLE of Volunteer FD Bylaws/Constitution
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of all monies received and disbursed during the year, and submit his/her books to the 
proper committee for inspection at least one week before the annual meeting. It shall 
be the duty of the Secretary-Treasurer to keep a record of all fire alarms, meetings, 
drills and other activities of the department showing a list of those in attendance. 
He/she shall oversee all department correspondence. He/she shall pay no order or 
account unless certified by at least two members of the finance committee. He/
she shall transfer to his/her successor all books, paper, stocks or other collateral 
belonging to the department within one week after the termination of his/her office.

Article IV

Section 1. It shall be the duty of the Chaplain to be present at all meetings of the 
department where he/she shall properly assist in their opening and closing. He/she 
shall officiate at funerals and such other occasions that may require his services.

Section 2. At the will of the department, the Chaplain may be exempt from all drills, 
dues and duties except those pertaining to this office.

Article V

Section 1. It shall be the duty of the Fire Chief to assume full charge of all members, 
apparatus, and equipment, while on parade, at drills, at conventions, and at fires or 
other emergencies requiring the services of the department. He/she shall have the 
right to call out any and all members and apparatus for any purpose incidental to 
this office. He/she shall assume full responsibility for all fire equipment and see to 
its proper care and maintenance. It shall be his/her responsibility to recommend the 
purchase of new equipment. He/she shall see that adequate training programs are 
conducted in the department and shall acquaint himself/herself with all new firefighting 
methods by attending fire schools, drills and conferences. He/she shall recommend 
the purchase of suitable training manuals, text books and other instructional material. 
He/she shall see that proper discipline is maintained in the department.

Section 2. It shall be the duty of the Chief to see that a proper record is kept of 
all fires, the hour and date, the type of occupancy, the name of owner or tenant, 
the value of the property involved, the estimated amount of damage, the amount of 
insurance carried and insured loss paid, the type of building construction, where the 
fire originated, the extent of its spread and how it was extinguished. He/she shall 
make such reports as is provided by law, furnishing a copy of same to the Secretary-
Treasurer.

Section 3. It shall be the duty of the Chief to see that periodic inspections of the 
public and commercial buildings in the City be made for furnishing the members of the 
department with the necessary information to provide improved firefighting practices. 
And he/she shall do such other and further things as the department may direct.

Article VI

Section 1. The Assistant Fire Chiefs shall be under the orders of the Fire Chief, and 

EXAMPLE of Volunteer FD Bylaws/Constitution (cont’d)



9

in his/her absence shall succeed to his duties and authority in the order of their 
respective rank.

Article VII

Section 1. It may be the duty of the Captain to take command of his/her company at all 
fires, drills, parades and other public appearances. He/she shall be held responsible 
for the action and discipline of his/her company. He/she shall have the authority to 
dismiss any member of his company for insubordination. It shall be his/her duty to see 
that the equipment in his/her charge is in good repair and ready for service. It shall 
be his/her duty to report any loss or breakage of equipment to the Chief immediately.

Article VIII

Section 1. The Lieutenant shall be under the orders of the Captain and in his/her 
absence shall succeed to his/her duties and authority.

Article IX

Section 1. Any male/female resident of __________, Texas, or having resided within 
___ miles of the Fire Station who has attained the age of ____ years and who is 
in good physical condition may apply for membership in the department and will 
become a member after receiving a favorable report from investigating committee 
and a favorable vote of the members present at any regular meeting. All applications 
shall contain the endorsement of at least two active firemen, it shall be read at the 
first meeting of the department following date of filing, and shall not be voted upon 
until the next regular meeting. If a vacancy exists, a secret ballot is taken and if the 
applicant receives no more than (___ negative) votes, he/she shall be declared an 
active member of the department.

Section 2. An investigating committee shall be appointed by the President to 
investigate the moral character and physical condition of all applicants. Their findings 
will be reported to the department and any member of the department who makes 
public the findings of this committee, upon being found guilty, will be dismissed from 
the department.

Section 3. Any member who is absent from three consecutive meetings of the 
department without legal excuse, shall be dismissed from the department and shall 
be so notified by the Secretary.

Section 4. In case of dismissal, expulsion, resignation, total disability, or death of an 
active member, the Secretary shall, in writing, certify such facts to the City Council and 
other authorities who, for legal purposes, are furnished a roster of the department.

Section 5. Any member whose name has been dropped from the rolls, shall deliver any 
property belonging to the department, which he/she may have in his/her possession, 
to the Secretary of the department.

Section 6. Any member who reports for duty at a fire, drill or parade, in a state of 

EXAMPLE of Volunteer FD Bylaws/Constitution (cont’d)
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intoxication, shall be subject to expulsion from the department.

Section 7. Any officer or member of the department who knowingly fails to report an 
intoxicated member as provided in Section 6, shall be fined the sum of one dollar 
($1.00).

Section 8. If any officer or member of the department be charged with improper 
conduct while discharging his/her duty as a fireman, or at nay function sponsored 
by the fire department, the charges shall be made in writing, signed by the member 
making such charges, and filed with the Secretary. The Secretary will then furnish the 
accused member with a copy of the charges and require him/her to make his/her 
defense before the department, which, if he/she refuses to make within one month, 
after having been so notified, he shall be dismissed from the department.

Section 9. For gross neglect of duty an officer may be charged before a regular meeting 
of the department. After presenting his/her defense and if found guilty by a two-thirds 
majority of the members present, he/she shall be dismissed from the department.

Section 10. Each member shall pay $____ as annual dues, he/she shall pay $____ for 
non-attendance at fires, drills, meetings, or for leaving a fire before the equipment is 
back in service, unless excused by an officer. He/she shall pay $____ for disobedience 
of orders or disorderly conduct at a fire, drill or parade. He/she shall pay $____ for the 
use of profane or abusive language at a fire, or at a fire station.

Section 11. All excuses must be made to the department at its regular by the defaulter 
in person, unless he/she is unable to attend, due to absence from the city, sickness, 
or some other unavoidable cause, in which case a written excuse must be filled with 
the Secretary for action by the department. Sickness of the member, or in the family 
of a member, absence from the city, or business conditions being of such nature that 
prevented his/her leaving his/her work, shall constitute the only legal excuses.

Article X

Section 1. Honorary membership in the department may be conferred on a person only 
for outstanding service rendered to the department. Recommendations for honorary 
membership must be made in writing and signed by at least ten active members, 
unsolicited by the honoree. Said recommendations shall be read by the Secretary to 
the department at a regular meeting and carried over until the next regular meeting, a 
three-fourths majority vote being required.

Article XI

Section 1. The following standing committees shall be appointed by the President to 
serve a term of one year, three members shall constitute each committee, the first 
person named on each committee to be its chairman:

1. Finance Committee

2. Investigating Committee

EXAMPLE of Volunteer FD Bylaws/Constitution (cont’d)
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3. Entertainment Committee

4. Welfare Committee

Section 2. It shall be the duty of the Finance Committee to check all finances, 
payments, dues, assessments, and to promote all fund-raising campaigns for the 
department.

Section 3. It shall be the duty of the Investigating Committee to investigate the 
Character, physical fitness, and other eligibility requirements for applicants for 
membership, and to report their findings at the next regular meeting of the department.

Section 4. It shall be the duty of the Entertainment Committee to arrange all programs 
conducted for the entertainment of the members of the department.

Section 5. It shall be the duty of the Welfare Committee to take care of all cases 
of distress among members of the department, including cases of illness or death 
where the services of the fire department may be required.

Article XII

Section 1. Any proposed amendment to this Constitution and By-Laws shall be 
presented at any regular meeting by ten members filing in writing with the Secretary 
of the department, the amendment offered to be voted. The Secretary shall read the 
proposed amendment and following the second reading at the next regular meeting 
if such amendment receives a two-third majority vote of the members present, same 
shall become a part of the Constitution and By-Laws.

 

A Suggested Form for Application for Membership

______________, Texas ___  ______ 20____

To the President and Members of the ____________ Fire Department:

Gentlemen:

I hereby make application for membership in your organization. I have been a resident 
of the City of____________, Texas, for the past ____ years. My occupation is 
______________, my age is _____ years. If elected I agree to abide by all of your 
Rules and Regulations.

Signed: __________________________

Recommended by:

____________________________

____________________________ 

EXAMPLE of Volunteer FD Bylaws/Constitution (cont’d)



Organized in Texas for Three Years

The organization must have been organized in Texas for at least three years.

What is needed:

A copy of a listing in a publication such as a national roster or newspaper article if not 
affiliated with a state or national organization.

Or

A letter to the applicant from a government agency. 

The document submitted must reflect the applicant’s name, Texas address, and 
be either dated three years before the application date or establish the date the 
organization was founded.
 

Submit one of the following: 

 ❏    A copy of a listing in a publication.

 ❏    A newspaper article naming the organization. 

 ❏    A letter to the applicant from a government agency.  
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EXAMPLE of Government Agency Letter
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Operate Fire-Fighting Equipment

The applicant must operate fire-fighting equipment.

What is needed:

Pictures of fire equipment reflecting the name of the volunteer fire department.

Or

Copies of canceled checks or invoices for fire-fighting equipment.

Submit one of the following:

 ❏   Pictures of fire equipment with name of the applicant plainly visible.

Or

 ❏   Copies of canceled checks or invoices for fire-fighting equipment.
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A good picture of equipment with VFD name plainly visible.

EXAMPLE Pictures of Fire-Fighting Equipment

While showing an impressive piece of equipment, this is not a good picture, as the 
VFD name is not plainly visible.
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MEMBER’S COMPENSATION

The applicant may not pay members other than nominal compensation.

What is needed:

The most recent copy of IRS Form 990, if the organization is required to file it with the 
Internal Revenue Service.

Indicate on application if organization is not required to file Form 990. (FORMID 1, Item 
11).

A copy of a volunteer fire fighter application.

Or

A copy of an organizing instrument that describes compensation of members.

Submit the following:

 ❏   Most recent copy of IRS Form 990.

 ❏   “NO” marked on Item 11 of application Form 990. (FORMID 1).

Or

 ❏   Copy of organizing instrument.

Or

 ❏   Copy of a volunteer fire fighter application.



17

DEMONSTRATE PROGESS

The applicant must demonstrate significant progress toward the accomplishment of 
the organization’s purposes during the twelve months preceding the date of application.

What is needed:

A call list which shows the type of incident and location for the twelve-month period 
prior to the date the application was signed.

Submit the following: 

 ❏   Call list.
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EXAMPLE of Call List

4/27/2017 - Emergency Medical Services  290 Timberleaf Dr.
4/26/2017 - Emergency Medical Services  125 Eagle Peaks Ln.
4/26/2017 - Motor Vehicle Accident   Knobhill Ln & S. Woodland Trail
4/25/2017 - Emergency Medical Services  160 Villa Creek Dr.
4/23/2017 - Emergency Medical Services  214 S. Carruth Ln
4/21/2017 - Motor Vehicle Accident  Kings Rd.  Bridlewood Blvd.
4/19/2017 - Emergency Medical Services  125 Willow Oak Ct.
4/17/2017 - Emergency Medical Services  110 Forest Oak Ct.
4/16/2017 - Emergency Medical Services  221 Cedar Crest
4/13/2017 - Fire Alarm    5301 Chinn Chapel Rd.
4/13/2017 - Emergency Medical Services  120 Twin Lakes Dr.
4/09/2017 - Emergency Medical Services  240 Cross Timbers Dr.
4/07/2017 - Grass Fire    221 Simmons Rd.
3/28/2017 - Fire Alarm    106 W. Carruth Ln.
3/25/2017 - Illegal Burn    380 Mobile Dr.
3/24/2017 - Illegal Burn    3122 Hillside Dr.
3/24/2017 - Illegal Burn    225 Greensprings St.
 http://www.dovfd.org/incidents/
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ORGANIZATION’S MEMBERS AS OPERATORS

The applicant may appoint only the organization’s members to serve as operators.

What is needed:

A current membership list with all officers and directors noted. Membership list will be 
compared to the persons listed on the application to confirm that only members have 
been named as operators.

Submit the following: 

 ❏   Membership list with officers and directors noted.
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CRIMINAL HISTORY INVESTIGATION

The applicant must ensure that none of the organization’s officers, directors and 
operators have been convicted in any jurisdiction of a gambling or gambling-related 
offense; and, have not been convicted of a criminal; fraud offense, with the exception 
of a criminal fraud offense that is a Class C misdemeanor.

The Commission will compare the number of officers and directors included in the 
documents to the application to ensure all officers and directors have been disclosed. 

A criminal history check on all officers, directors and operators will occur.

Any officer, director, or operator not meeting the criminal history background 
requirement must resign before a license may be issued.

The guidelines and factors used by the Charitable Bingo Operations Division 
related to bingo workers can be found at: http://www.txbingo.org/export/sites/
bingo/Documents/Guidelines_for_Current_Licensees_Registered_Workers_and_
Applicants.pdf.

What is needed:

A signed and dated copy of the most recent version of all of the applicant organization’s 
organizing instruments, that list the officer and director positions; 

Or

If officers and/or directors are not listed in organizing instruments, a current 
membership list identifying officers and directors.

If officer and/or director positions are unfilled, a statement signed by an officer 
indicating which positions are vacant.

Submit one of the following: 

 ❏   Copy of organizing instruments that list officers and directors.

 ❏   Copy of current membership list, noting all officers and directors and a 
statement indicating which positions are vacant, signed by an officer.
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LICENSE APPLICATION REQUIREMENTS,SECTION 2001.102 (a)(b)(c)

What is needed:

A signed copy of the applicant organization’s organizing instruments, including any 
bylaws, constitution, charter and articles of incorporation.

If the organization is organized under the law of this state, the organization must 
be in good standing with the Texas Secretary of State (SOS). The Commission will 
request additional documentation from the applicant if unable to validate good 
standing directly with the SOS.

This documentation may include a copy of “Tax Clearance Letter for Reinstatement” 
from the Texas State Comptroller of Public Accounts and a stamped filed copy of 
an “Application for Reinstatement” from the SOS.

Submit the following:

 ❏   A signed copy of the organizing instruments.

 ❏   Proof the applicant is in good standing with the Secretary of State. (The  
 right to do business in Texas).
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EXAMPLE of Tax Clearance Letter for Reinstatement
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EXAMPLE of Application for Reinstatement
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EXAMPLE of Letter of Good Standing
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REQUIRED TRAINING

1. The Pre-Licensing Interview Training is required to be completed by the Bingo 
Chairperson and one operator. The Pre-Licensing Interview is on the website: 
www.txbingo.org

2. The Bingo Chairperson is required to take the On-Line Bingo Training located 
in the Bingo Service Portal: https://bsc.txbingo.org/
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REQUIRED FORMS

1. Application for an Original License to Conduct Bingo FORMID 1 (Part 1) 

2. Application for an Original License to Conduct Bingo Supplement FORMID 7 (Part 2)

3. Add Individuals to a License to Conduct Bingo FORMID 2

4. Bond Information (Submit one of the following)

 a. Assignment of Security for a License to Conduct Bingo FORMID 3 
      (Assignment of an account, such as Certificates of Deposit/Savings, for 
     the specified amount to the Texas Lottery Commission.)

 b. Surety Bond for a License to Conduct Bingo FORMID 4 (Provide a bond 
     from an authorized agent.)

 c. Cash Bond (Send a check or money order payable to “Texas State 
     Comptroller”.)

 d. U.S. Treasury Bonds

 e. Letters of Credit

All forms are available on the Texas Charitable Bingo Operations Division website: 
txbingo.org 



SUPPLEMENTAL FORMS

1.   Application for Registry of Bingo Workers FORMID 46 (This form must be 
completed by a person that will be involved with the conduct of bingo as 
an operator, manager, cashier, usher, caller, salespersons, bookkeeper, or 
Bingo Chairperson for an annual license holder.)

2.   Add Designated Member to Conductor License FORMID 62 (This form must 
be submitted by an applicant for a license to conduct bingo to designate an 
individual as a member of their organization for the purposes of conducting 
bingo and other law.)

3.    Return of Organization Exempt From Income Tax IRS Form 990 (This form 
is used by tax-exempt organizations and nonexempt charitable trusts, to 
provide the IRS with the information required by section 6033.)

All forms, except for IRS forms, are available on the 
Texas Charitable Bingo Operations Division website; 

txbingo.org 
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A FINAL-QUICK CHECKLIST

Ensure that all forms, fees and documentation are submitted with the application 
package.

Submit Now:

 1.   Application for an Original License to Conduct Bingo FORMID 1. Do not leave 
any item blank. If an item does not apply, enter “N/A.”

 2. Add Individuals to a License to Conduct Bingo FORMID 2.

 3. Application for Registry of Bingo Workers FORMID 46.

 4. Ensure all required documentation is submitted.

 5.  Pre-License Interview Training for Bingo Chairperson and one operator 
designated as an operator. This training must be completed before the license 
will be issued.

 6.  Bingo Training Program for the Bingo Chairperson must be completed before 
the license will be issued.

 7. All documents required in this guide.

May submit now or when notified:

 1. Application for an Original License to Conduct Bingo Supplement FORMID 7. 

 2.  Bond – Submit a check made payable to “Texas State Comptroller” or 
Assignment of Security for a License to Conduct Bingo FORMID 3 or Surety 
Bond for a License to Conduct Bingo FORMID 4 for the amount calculated.

 3.  Playing location, days and times of play.

 4.  License fee balance. This is the license fee for your applicable license 
class, less the non-refundable fee to defray administrative costs. (Fees are 
eliminated for Conductor licenses 09/01/17.)



For assistance:
1-800-BINGO77

(1-800-246-4677)
txbingo.org

bingo.services@lottery.state.tx.us


