
PTA
Secretaries

The Write Stuff



CONTACT ME:

djacobi@georgiapta.org



PTA's mission is to make every 
child’s potential a reality by 
engaging and empowering 

families and communities to 
advocate for all children.



The Secretary is elected and is one of the three required officers. 

As official record keeper of the PTA, Secretary is one of THE most important positions on the 
board (shhh, don’t tell this to the President, lol).

Secretarial responsibilities may be assigned to one person or can be divided between a: 
• Recording Secretary and/or a 
• Corresponding Secretary as specified in the bylaws. 

If there is no Corresponding Secretary, the duties of the Corresponding Secretary may be 
combined with the duties of the Recording Secretary, in accordance with the bylaws. 



•Your PTA/PTSA’s Bylaws;

•Your PTA’s Standing Rules/Policies and Procedures;

•Georgia PTA Leadership Resource Guide;

•National PTA Annual Resources for PTAs
(available from the PTA/PTA President); and

•Robert’s Rules of Order/Parliamentary Authority
(must be talking to the treasurer, blah)



Attend PTA-sponsored workshops or trainings.

Obtain/create a Secretary’s Procedure Book with all minutes, agendas and reports of 
previous meetings and other materials from your predecessor, including:

➢ Approved copy of the bylaws;
➢ Standing Rules/Policies and Procedures;
➢ List of current members;
➢ Approved copy of the budget;
➢ Copy of most recent 990 filing and
➢ Copy of most recent audit/financial review; and 
➢ Charter and official documents of the PTA.



• Ask your President how you may assist.

• You may prepare a list of unfinished business items for the 
president before each meeting.

• Sit beside the President at all meetings. Have all records and 
reference materials available.

• Assist President with preparation of the agenda, if requested.

http://www.google.com/imgres?imgurl=http://www.greenkeyllc.com/blog/wp-content/uploads/2013/10/Minute-taking.jpg&imgrefurl=http://www.greenkeyllc.com/blog/2013/10/follow-these-tips-for-more-effective-meeting-minutes/&h=500&w=338&tbnid=A1voIfnltLOnLM:&zoom=1&docid=p5GFG6fRLcWpnM&hl=en&ei=NVmDU_z5F4qAqga9ooDoBw&tbm=isch&ved=0CL4BEDMoUjBS&iact=rc&uact=3&dur=4260&page=4&start=64&ndsp=24


• Record all business transacted at each meeting of the Association and present 
the minutes at the next meeting of the same body

• Submit officers to the State Office via MemberHub – update throughout the 
year, as necessary;

• Custodian of all Association documents not specifically assigned to others;

• Calls the meeting to order in the absence of the President and Vice-President;

• At a meeting, counts rising votes



• Send notices of meetings to board members and/or association members as 
directed;

• Read correspondence at board and association meetings as requested by the 
President;

• Check with the President about letters to be written immediately after the 
meeting;

• Write authorized letters promptly; and

• Keep file of all letters received and copies of replies written.



Meetings





ABC School PTA
General Meeting

September 7, 2020 @ 6:00 PM
via Zoom (Meeting ID: LMNOP  PSWD: 67890)

I. Call to Order
II. Establish Quorum
III. Opening Ceremonies (Pledge of Allegiance, Inspiration, etc.)
IV. Approval of the Agenda
V. Approval of Previous Minutes

a. General Meeting – 28 February 2020
VI. Treasurer’s & Financial Report

a. Audit Report - Action
b. 2020-2021 Proposed Budget - Action

VII. Report of the Board of Directors (this is a summary for the members)
VIII. Reports of the Committees

a. Membership
b. Family Engagement
c. Advocacy

IX. Unfinished Business
X. New Business
XI. Information Items

a. President’s Report
XII. Program (Optional)
XIII. Announcements
XIV. Adjournment



A legal document recording what 
was done at a meeting, not what 

was said.



Don’t write a novel!



Keep minutes brief and to the point. Minutes contain a record of what the group did, 
with action recorded in the order it took place.  Do not record opinion and discussion. 

Do record: 
• Type of meeting (regular, general, executive, special, annual);
• Name of the association;
• Date, time and place of meeting; 
• List of persons in attendance and excused absences;
• Presence of President and Secretary, or in their absence, the name of their 

substitutes;
• Name and title of presiding officer. Reading and action on minutes of previous 

meeting – whether read and approved/corrected;

http://www.google.com/imgres?imgurl=http://www.free-management-ebooks.com/images/mtmm0101.jpg&imgrefurl=http://www.free-management-ebooks.com/faqmt/minutes-01.htm&h=248&w=400&tbnid=HKtOGOzUXxXgcM:&zoom=1&docid=jJkEpJwcoJi1uM&hl=en&ei=JluDU-nENpGcqAbKwoCwAQ&tbm=isch&ved=0CBAQMygIMAg4rAI&iact=rc&uact=3&dur=1314&page=13&start=290&ndsp=25


▪ Summary of Treasurer’s Report:  Beginning balance, receipts/income, 
disbursements/expenses and ending balance as of the date of the meeting; 
(This information is required in the Minutes, but a copy of the Treasurer’s Report in full 
is attached.) 

▪ Attach important reports such as budget;
▪ Record all motions voted upon, points of order and appeals, the name of 
member who made the motion, and whether carried or lost (the name of the 
seconder is not recorded);
▪ Record results of any election and votes cast;
▪ Brief notation of program topic, names of participants, important points 
covered;
▪ Time of adjournment; and
▪ Secretary’s signature



According  to Roberts Rules of Order, the minutes should NOT contain:

▪ The secretary’s opinion on matters;
▪ The seconders of motions;
▪ Any withdrawn motion; or
▪ A summary of the remarks of the guest speaker. OPINION



Sign minutes and date when 
they are approved.

When you sign the minutes, 
indicate whether they were:

__ Approved as written or 
__ Approved as corrected 



Read the minutes of any previous meeting when called upon to do so. 

Email: Copies of the association minutes may be emailed to each member in advance to 
expedite approval at a board meeting.

Newsletter:  Association minutes may be published in the newsletter.  When the 
newsletter is distributed to the school community, only a summary of action is printed.

Prior Review: With approval of the association, the minutes can be approved without 
reading them before the assembly if everyone has had a chance to review them in 
advance. Good Practice: Ask members to submit corrections/changes prior to the 
meeting. Don’t CHANGE the minutes prior to the meeting, but you can present these at 
the meeting to save time.



• Make all corrections directly on the printed official minutes;
• Corrections to the minutes are made immediately following the 

reading of the minutes, during the time specified on the agenda for 
minutes, or at any subsequent meeting when errors are discovered;

• The current minutes shall reflect that a correction was made;
• In the master copy of the minutes, the secretary circles the incorrect 

words with a pen and places the correction in the margin of the bound 
minute book; and

• Corrections must be dated and initialed. Only the group that created 
the minutes (executive committee, board of directors, association) may 
correct them. 



Prepare the minutes and email a draft copy to the President for approval as soon as 
possible after each meeting.  

It is easier if you begin the next day or the same day.

Complete them within 7 or 8 days. This is a reasonable amount of time.

After the President has reviewed the minutes you can email the draft to the other 
board members for review.

http://www.google.com/imgres?imgurl=http://www.mentalhelp.net/images/root/mattastressrelax.jpg&imgrefurl=http://www.mentalhelp.net/poc/view_doc.php?type=doc&id=50344&cn=117&h=346&w=346&tbnid=EQR5YCKvPs51BM:&zoom=1&docid=v5GlDsEG6N8yRM&hl=en&ei=MFqDU8GcBsOLqAaA2YKADw&tbm=isch&ved=0CD8QMyg3MDc4ZA&iact=rc&uact=3&dur=1644&page=7&start=140&ndsp=24


MOTIONS:
Bring blank motion forms with 
you to every meeting.  Each 
motion must be written out 
and the motion and results of 
the vote are recorded in the 
minutes.

BALLOTS:
Also be prepared to help count 
a rising vote and bring blank 
paper with you for ballots. 
Results of the vote are 
recorded in the minutes.



Handling Motions:“ I Move…”

James Olson says:

“Madam President, because our third 
floor meeting room is not accessible to 
disabled members, I move that all 
meetings be held in Room 141.”

You need to capture only the words 
“that all meetings be held in Room 141.”

It was moved “that all meetings be held 
in Room 141.”  The motion was adopted 
(or defeated).

or

A motion “that all meetings be held in 
Room 141” was adopted (or defeated).

What was said . . . How to record it in the
Minutes



Reports with Recommendations
For committee reports presented orally, the Secretary will not prepare a written 
summary of the committee reports. Written reports may be attached to the minutes

But when a report ends with a recommendation, the recommendation is made by the 
committee chair or reporting member in the form of a motion

The motion in the minutes might be preceded by a few lead-in words such as “By 
direction of the resource committee, it was moved and coming from committee does 
not require a second….”



Handling Amendments
Show only the final wording of the motion as 
it may have been amended. 

Original motion:  “that we publish a weekly 
calendar of PTA events.”

Amendment:  “to strike out ‘weekly’ and 
insert ‘monthly.’”

The amendment was adopted and then the 
original motion as amended was adopted.

A motion was adopted “that we publish a 
monthly calendar of PTA events.”

No reference is made to the fact that 
“weekly” was considered

Amending the

Original Motion

Final Wording in the

Minutes



Keep an accurate, concise, permanent record of the proceedings of all 
meetings of the association and of the executive board. These minutes are 
the permanent legal record of the PTA/PTSA. 

The Secretary keeps the original signed copy of all minutes in a 3-ring 
binder. 
Good Practice: Also keep an electronic copy in a place owned by the 
Association.



PTA 
Communications











Communication 
works for those who 
work at it.

John Powell





• A picture is worth a thousand words!

• “Just the facts!” – keep your messages short and to the point

• Bullets are your friends

• Tell them, tell them again, and then tell them what you told them! ~Aristotle

• 7 “touches” before someone will internalize and/or act upon your call to 
action

• Be consistent – in look, in style, in cadence



• Georgia PTA: georgiapta.org

• Leadership Resource Guide (LRG): https://www.georgiapta.org/pta-
support/governance/leadership-resource-guide

• Georgia PTA Forms: https://www.georgiapta.org/forms

• National PTA Branding & Web Guidelines: https://www.pta.org/home/run-
your-pta/PTA-Branding-and-Web-Guidelines

https://www.georgiapta.org/
https://www.georgiapta.org/pta-support/governance/leadership-resource-guide
https://www.georgiapta.org/forms
https://www.pta.org/home/run-your-pta/PTA-Branding-and-Web-Guidelines




THANK YOU FOR 
ATTENDING!

djacobi@georgiapta.org


