
SAMPLE Standing Rules OR Policies and Procedures 


· This sample is a guide for you to use to develop a similar document for your PTA.
· ABC Middle PTSA is a hypothetical unit used for purposes of this sample.
· Keep your standing rules, or policies and procedures, as simple as possible. 

· Refer to the duties and responsibilities of officers detailed in the Leadership Resource Guide as you develop your own procedures.  

· Adapt the sample based on specific assignment of duties within your unit, particularly if you have more than one vice president.

· Identify the office(s) and/or position(s) that are responsible for executing or monitoring each “rule”, “policy” or “procedure” listed in your PTA’s procedures.

ADMINISTRATIVE
1) President(s) develops year long calendar with input from Executive Committee.

2) Executive Committee develops goals for the year.  These are then submitted to the Board of Directors for approval and then presented to the general membership.

3) Vice President(s) coordinates standing and special committees, acting as liaison between them and the Board.  Divide committees between vice presidents if there is more than one. Ex: 1st Vice President: Membership, Hospitality, Legislative; 2nd Vice President: Reflections, Wrapping Paper, Teacher Appreciation.

4) Secretary develops and gets approval from the President for all meeting agendas for the year.
5) Secretary maintains and updates membership list for ABC Middle PTSA throughout the year.

6) Secretary assures quorum is met at all meetings.

7) Secretary prepares and presents minutes for all meetings.

8) Treasurer maintains all financial records and follows member approved budget always.

9) Treasurer assures that PTA membership checks are written and sent to Georgia PTA on a monthly basis.
10) Treasurer assures that an auditor or audit committee is selected by the board by the last two weeks in May.

FINANCIAL
1) Treasurer and President coordinate to appoint a budget committee to develop annual budget which will be presented to the board and general membership for approval prior to expending any money for the school year.

2) Treasurer assures that all expenditures prior to the beginning of school year are made in accordance with the current budget approved by the membership during the last school year.  This usually pertains to the summer months.

3) Treasurer prepares a Treasurer’s Report accounting of PTA funds for every PTA meeting:  Executive Committee, Board of Directors, and General Membership.

4) Treasurer makes a copy of all treasurer reports for the president and secretary to keep for official minutes.

5) Treasurer reconciles bank statements monthly, goes over them with the president(s), and then goes over with another designated officer who all put their signatures on the statement with the date of reconciliation.

6) Treasurer uses Check Request Forms for every check written on the PTA account, and Cash Verification forms are used for all money collected for the association.

7) Treasurer and President assure that each check written on the PTA account has two signatures.

8) _________ assures that current signature cards for three signers, e.g., President, Treasurer, and Secretary, are on file at the bank, and are updated upon the transition from one administration to the next or immediately upon a change in officers.
9) Treasurer deposits money into account on the same day collected, using night deposit when necessary.
10) _________ insure(s) no one ever holds money, or puts into the school safe, for any reason.

11) President and Treasurer assure that Audit Report is submitted to the state office by September 30.

12) Treasurer prepares books for audit.

13) Treasurer makes sure all necessary IRS forms are filed on time annually.  This is for the past Fiscal Year, which runs July 1-June 30 for ABC Middle PTSA.

ORGANIZATIONAL
1) Secretary and President prepare and use agenda at all PTA meetings:  Executive, Board, and General.

2) Presiding Officer starts and end meetings on time.
3) __________ insures PTA programs are approved by principal at least three weeks in advance of meeting date.

4) In coordination with Treasurer, ____________ make budget amendments as needed and receive membership approval of them prior to spending.
5) President assures that officers and committee chairs obtain all training available from Council, District, and Georgia PTA by attending Leadership Training Conference and Schools of Information.

6) Officers and appropriate committee chairs attend Council, District, and Georgia PTA Convention/Leadership Training Conferences to represent ABC Middle PTSA.

7) __________ monitors all officers and committee chairs to insure they maintain procedure books of their activities and accomplishments throughout the year.
8) Executive Committee supports and schedules transition meetings between officers and committee chairs for incoming and outgoing groups prior to the end of school to produce a smooth transition between administrations.

9) Treasurer has books turned over to the auditor(s) by the end of the school year, and the checkbook handed over to the new treasurer also by the end of the school year.
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