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The Basics
Local Unit Bylaws

Standing Rules (if applicable)
National PTA and Iowa PTA Mission and Values
PTA's mission is to make every child’s potential a reality by engaging and empowering families and communities to advocate for all children.

PTA Values
· Collaboration: We will work in partnership with a wide array of individuals and organizations to broaden and enhance our ability to serve and advocate for all children and families.

· Commitment: We are dedicated to children’s educational success, health, and well-being through strong family and community engagement, while remaining accountable to the principles upon which our association was founded.

· Diversity: We acknowledge the potential of everyone without regard, including but not limited to: age, culture, economic status, educational background, ethnicity, gender, geographic location, legal status, marital status, mental ability, national origin, organizational position, parental status, physical ability, political philosophy, race, religion, sexual orientation, and work experience.

· Respect: We value the individual contributions of members, employees, volunteers, and partners as we work collaboratively to achieve our association’s goals.

· Accountability: All members, employees, volunteers, and partners have a shared responsibility to align their efforts toward the achievement of our association’s strategic initiatives.

Insurance Certificate

501(c)(3) and EIN Information

How Are We Organized?
Contact information for the school

Committees

There are two types of committees that serve a local PTA unit: standing and special.

A standing committee is a committee that performs an ongoing function. The National PTA recommends that standing committees for a local PTA unit include:

· Membership

· Programs and events

· Public relations

· Budget and finance

· Family Engagement

· Legislation and advocacy

These committee designations represent the major areas that local units should focus their time and efforts on. 

All other committees are called special committees and perform tasks specifically assigned to them. Special committees are formed as needed and are generally dissolved after their assigned task is completed. A carnival committee would be an example of a special committee.

Committee chairman are generally appointed and approved by the President and elected officers of the local unit. The length of the terms standing committee chairman serve is generally the same as that of officers. Special committee chairman generally serve as chairman of the committee until the assigned task is completed. 

The details regarding standing and special committees, their terms, etc can be found in your unit’s bylaws. 

Newsletter Submission

Website Submission

Iowa PTA Contact Information

Iowa PTA Contact information: 

Phone: (319) 573-0049

Email: info@iowapta.org
Office Hours:
Monday, Tuesday, and Thursday : 9 am - 11 am
Inquiries (phone or e-mail) will be answered/returned during these business hours.  
Timeline of Events

Major events and activities that take place throughout the year organized by month
Committee Chair Plan of Work

Sample Project Planning Form (Pre-Event)

__________________________________________

Name of the Event

Date: _________________    Time: __________________   Place: 


Chairperson(s):
Phone:




Phone:


Purpose of Project:


The plan for preparation, implementation and clean-up: (Use additional paper if necessary):

Activities Before the Event:

Completion Date:

Person Responsible:

Activities During the Event:

Person Responsible:

Completion Date:

Activities Following the Event:

Completion Date:

Person Responsible:

Person responsible for Thank You’s and other recognition:


Advertising—Person who will be responsible for media contact (if needed), flyers, posters: 

Name:

Phone:


Amount included in PTA budget for this event: 


Anticipated Budget:


Revenue:


Cash income:





Cash donations:




PTA budget:





Total Revenue:




Expenditures:



Total Expenditures:



Community/Business donations needed:


Supplies & equipment needed:

Person Responsible for gathering items:

Actions or support needed from the PTA or school administration:


Please draw or attach a diagram of the project (if needed):

How will the project be evaluated?


***NOTE: A completed Project Report should be returned to the PTA within 30 days of the event****

Sample Project Report Form (Post-Event)

__________________________________________

Name of the Project/Event

Please make your report as detailed as possible.  Additional paper may be used if necessary.  Include a layout or diagram, if you feel it could be beneficial to the next person planning the event.  If you wish, you may report on the project following this format on a computer or word processor. 

Purpose of Project:


Date(s): _________________    Time: __________________   Place: 


Chairperson(s):
Phone:




Phone:


Approximate hours the Chairperson(s) donated to this project:


Other volunteers involved, their duties, and the hours contributed to the project.  Please use additional paper if necessary.  This will be used to ensure that all volunteers are recognized for their commitment.  

Name: 
Phone:



Duties:

Hours:


Name: 
Phone:



Duties:

Hours:


Name: 
Phone:



Duties:

Hours:


Name: 
Phone:



Duties:

Hours:


Name: 
Phone:



Duties:

Hours:


Name: 
Phone:



Duties:

Hours:


Specific steps, tasks, and the timeline for completion of the project (use additional paper if necessary).

Elements or activities that were especially successful:


Suggestions for improvement:


Materials, supplies, or equipment necessary: (If the amount used this year was inadequate, please note that & estimate what would have been needed.)


Materials, supplies, or equipment left over and where the items are stored:


Itemized Project Budget (attach a separate sheet if necessary):


Amount included in this year’s PTA budget for the project:



Expenses:


Total Expenses:



Sources of Revenue:


Total Revenue:


Businesses or other organizations involved in this project and the contact person with each:

Business Name: 
Contact Person:



Title:

Phone:


Business Name: 
Contact Person:



Title:

Phone:


Business Name: 
Contact Person:



Title:

Phone:


Do you feel this event should be repeated next year?

Yes

No

Would you be willing to chair this event again next year?

Yes

No

Other individuals you would recommend for this project next year:

Name: 
Phone:


Name: 
Phone:


Program Plans for Year
What's My Job?

Detailed breakdown of PTA Officer Duties
Duties of Every PTA Officer
· Become familiar with the PTA Quick-Reference Guides which are mailed to PTA presidents. The PTA Quick-Reference Guides are also available at: www.ptakit.org 

· Become familiar with information and resources on the National PTA website (www.pta.org) and the Iowa PTA website (www.iowapta.org). Iowa PTA materials may be reprinted for PTA use. National PTA materials may be reprinted for PTA use UNLESS the material indicates that permission is required. To get permission to reprint, follow the instructions on the material. Credit the source whenever you reprint Iowa PTA or National PTA materials.
· Protect members’ privacy by allowing NO distribution of membership lists to outside interests

· Perform duties as indicated in bylaws, policies or standing rules

· Study materials distributed by the PTA

· Attend meetings

· Make reports promptly

· Answer correspondence promptly and keep correspondence files. Copy others as appropriate.

· Maintain a procedure book. A procedure book, which can be a 3-ring binder, should contain a record of work done and other helpful information, such as:

· Bylaws

· Budget

· Calendar

· Contact information for board

· Contact information for resource people and organizations

· Job description

· Agendas, minutes and reports

· Newsletters

· Correspondence

· Any other information important to the position

· Transmit procedure book, records, reports, and other materials promptly to successor

· Be aware of the retention requirements for PTA records. An example of a Records Retention Schedule can be found in the PTA Money Matters Quick-Reference Guide.

· Return to the treasurer, without delay, any funds pertaining to the position and follow proper money handling procedures.

· Take advantage of opportunities to train for PTA leadership:

· Attend Leadership Training offered in the fall or review the on-line version. Contact the Iowa PTA office for additional information regarding on-line leadership training. 

· Attend Iowa PTA Convention. For information, go to: Convention
· Attend National PTA Convention. For information, visit the National PTA website

· Attend National PTA Legislative Conference. For information, visit the National PTA website 

· Take advantage of PTA E-Learning opportunities: https://www.pta.org/home/run-your-pta/elearning
In cases where there are co-officers, only one person shall be designated as the official contact person for Iowa PTA and National PTA, and only one set of materials will be mailed to the person so named. Iowa PTA will send e-mail to all co-officers if e-mail addresses are provided to Iowa PTA.

Duties of the President

In addition to the duties of every officer, the duties of the President are:

· Determine the agenda for meetings of the board and the general membership

· Preside at meetings of the board and the general membership and follow the accepted order of business

· Call the meeting to order at the designated time and, if a quorum is present, proceed with the business

· Maintain a fair and impartial position at all times and encourage members to participate

· Take no part in any discussion while president, refrain from expressing a personal opinion, and avoid personal bias when giving information to the association

· Refer to self impersonally as “the chair”

· Decide all parliamentary questions

· State each motion clearly after it has been seconded before allowing discussion

· Declare the result of every vote taken

· Call upon the vice president to preside when wishing to speak to a motion (until after vote is taken)

· May vote when voting is by ballot. In other cases, may cast a vote to create or break a tie

· Call upon each chair to prepare a plan of work to be approved by the board

· Delegate duties to the vice president as appropriate

· Serve ex officio on all committees, if the bylaws so provide

· Consult with officers and chairs before meetings to ensure the details of the meeting are ready as planned

· Sign all contracts for the PTA

· Represent the PTA at meetings of affiliated organizations

· Ensure that records of the PTA are retained according to the retention period recommended in the PTA Money Matters Quick-Reference Guide, or as established by your PTA

· Review bank statement monthly – it should be mailed to the President. Then send it to the Treasurer to reconcile the account(s).

· Ensure that a Treasurer’s Report is presented at every meeting of the board and general membership whether the Treasurer is present at the meeting or not.

· Ensure that a budget is prepared by the board and approved by the general membership. Refer to the PTA Money Matters Quick-Reference Guide.

· Ensure that an audit is performed and presented to the general membership annually. Refer to the PTA Money Matters Quick-Reference Guide.

· In conjunction with the Treasurer, submit Form 990-N, 990- EZ or 990 and Schedule A (if applicable) to the IRS, annually. Refer to the PTA Money Matters Quick-Reference Guide.

· Ensure that the PTA carries adequate bonding and liability insurance. For information, go to: Insurance
· Ensure that state and national dues are remitted monthly to Iowa PTA for memberships sold each month. For information, go to: Membership
· Ensure that fundraising guidelines in the PTA Money Matters Quick-Reference Guide are followed and observe the PTA 3:1 rule of three programs for children, parents or families for every fundraiser.
· Express appreciation for work well done and for program participation.
· Send Officer Information to Iowa PTA by May 31 every year – even if officers stay the same! We ask that you enter the unit officer information online.  Here is the link:  Officer Unit Registration Form.
Duties of the President-Elect or Vice President

In addition to the duties of every officer, the duties of the Vice President are:

· Preside at meetings in the absence of the president or upon the president’s inability to serve

· Assume the duties of the president in the event of a vacancy until the position is filled in accordance with the bylaws

· Act as an aide to the president and assume responsibilities for duties assigned by the president

· Perform any other specific duties that may be provided for in the bylaws

· Represent the president upon request


Duties of the Treasurer
In addition to the duties of every officer, the duties of the Treasurer are:

· Study carefully all references to dues and finances as outlined in the PTA Money Matters Quick-Reference Guide and in your PTA bylaws.

· Do not touch the previous Treasurer’s books until they have been audited or reviewed.

· Chair the Budget Committee

· Keep accurate and detailed account in the treasurer’s permanent book of all money received and paid out.

· Bank statements should be sent from the bank to the President. The President should review them and send them to the Treasurer to reconcile the accounts.

· Submit written statement of regular meetings of the board and the general membership, including total balance on hand at the beginning of the period covered by the report, the separate amounts credited to various funds; receipts; disbursements; balance on hand in each fund; and the total balance on hand at the date of the report. The Treasurer’s Report must be submitted at every meeting whether you are present for the meeting or not.

· Receive all money for all accounts.

· Deposit all money in the bank in the name of: PTA Name, treasurer’s name, Treasurer. PTA funds shall NOT be deposited in the personal account of the treasurer or any other member.

· Pay all bills by check with appropriate back-up documentation such as receipt or purchase request. NEVER sign a blank check.

· Provide receipts to donors for contributions to the PTA as required by the IRS. Refer to the PTA Money Matters Quick-Reference Guide.

· Keep the record of the membership dues and payments made to Iowa PTA for state and national dues

· Forward to the Iowa PTA all money that belongs to the state and National PTAs, using the Dues Remittal Form as required by Iowa PTA. For information and forms, go to: Monthly Dues Submission Form
· Cooperate with the membership chair and the secretary in keeping an accurate list of members. Membership Roster
· Prepare an audit report and work with the auditor or audit committee to perform the annual audit. Refer to the PTA Money Matters Quick-Reference Guide.

· Deliver to successor, unless the PTA has otherwise ordered, all books, papers, and correspondence pertaining to the office of treasurer, including the audited books, approved and paid bills, canceled checks, and procedures.

· File Form 990-N, 990- EZ or 990 and Schedule A (if applicable) to the IRS, annually by the 15th day of the 5th month after the close of the PTA’s fiscal year. For example, if the PTA’s fiscal year-end is June 30, the form is due on November 15. Refer to the PTA Money Matters Quick-Reference Guide.


Duties of the Secretary
In addition to the duties of every officer, the duties of the Secretary are:

· Maintain an accurate record of PTA membership as received from the membership chair or committee

· Record all business transacted at each meeting of the board and general membership and present the minutes for approval at the next meeting. Remember – if it’s not in the minutes, it didn’t happen!

· Have on hand for reference at each meeting, a copy of the PTA’s bylaws and standing rules; the agenda; the minutes of previous meetings, including treasurer’s reports; a list of committees, including names of members of committees; and a list of the membership

· Read or distribute copies of the minutes of any previous meeting upon request

· Call the meeting to order in the absence of the president and vice president, unless the bylaws specify otherwise, and preside until a chair pro tempore is elected

· Act as custodian of all records, except those specifically assigned to others, and promptly deliver all records to successor.

· According to the IRS, minutes need to be treated as a permanent file and kept forever.

Money Matters

Cash Handling Procedures and Safeguards in Place to Prevent Fraud/Theft
· All items that are included in the budget can be paid (with appropriate documentation of purchase) without further approval by the PTA membership.

· If budgeted items are expected to exceed the previously designated amount, there must be approval by the general membership at a meeting prior to payment. 

· All items being requested for purchase, that are not included in the budget, must be approved by the membership. 

· Money must only be dispersed when receipt for purchase is provided. 
· All checks must be signed by two individuals who are serving on the PTA board.  

· These individuals cannot be related nor living in the same household. 

· All cash that is deposited must be counted by two PTA members and have signatures of those individuals indicating the amount to be deposited.  One person counting funds must be a signer on the account. 

· An annual review/audit should completed: 
· At the end of the fiscal year;

· When any authorized check signer is added or deleted on any bank account; and 

· At any time deemed necessary by the president or three (3) or more members. 

· Treasurer’s reports should be presented at every PTA meeting and filed for audit after review by the general membership. 
· Money is never deposited into personal accounts and is promptly deposited following events. 

· Reimbursements are ALWAYS made via check; never pay cash or transfer money between bank accounts for payments. 

· Bank statements are reviewed by a third party (not on the checking account) monthly to ensure there are no funds that are unaccounted for or worrisome. 

Bank Account Information


The checking and savings account information for our PTA are housed at ________________
Records Retention Schedule

Abide by the Iowa PTA Records Retention Schedule
Yearly Financial Review/Audit
Purpose: To certify the accuracy of the books and records of the PTA. To assure the membership that the association’s resources/funds are being managed in a business-like manner within the procedures established. 

What is a Financial Reconciliation? Financial reconciliation involves following financial transactions through the records to be sure that receipts have been properly accounted for and expenditures made as authorized in the budget, as approved by the membership, and in conformity with the Local PTA bylaws, standing rules and policies and procedures. The Financial Reconciliation Committee must review all accounts of the PTA. 

Composition of committee: The committee is composed of not less than three (3) members appointed by the executive board at least 30 days before the last meeting of the year (Local PTA Bylaws,” Article VIII). No one who is a currently an authorized check signer, nor has served immediately prior, on any bank account can serve on the committee. Additionally, family members of signers on the account cannot serve on this committee due to the potential conflict of interest. Upon request from the Local unit President, the Iowa PTA may appoint an Iowa PTA Board member to complete the financial review in lieu of the three (3) person committee discussed above. 

When is a financial reconciliation performed?

· At the end of the fiscal year;

· When any authorized check signer is added or deleted on any bank account; and 

· At any time deemed necessary by the president or three (3) or more members. 

The financial reconciliation is conducted in a private area; not a public place. The information reviewed and discussed is confidential. Any current signer on the bank account is not present during the financial reconciliation. If the committee has a question about the financial records, they may contact the treasurer for clarification. A Financial Reconciliation Committee Checklist is available for your reference 

Current Budget
Sample Budget

	___________ PTA

	Budget for fiscal year: 20XX

	
	
	
	
	
	
	
	
	
	

	Anticipated Revenue Based on 800 Members.

	
	
	
	
	
	
	
	
	
	

	REVENUE
	
	
	
	
	
	
	
	

	
	Local Membership Dues
	
	       5,100.00 
	[image: image1.png]



	
	
	
	

	
	Bank Interest
	
	          100.00 
	
	Enter the expected amount of monies you will receive for each category of income.
	

	
	Donations
	
	                    -   
	
	
	

	
	Fundraising Projects:
	
	
	
	
	

	
	
	Carnival
	
	       1,500.00 
	
	
	

	
	
	Book sale
	
	          600.00 
	
	
	

	
	
	Founders' Day
	
	          300.00 
	
	
	

	
	Community Sponsorship & Grants
	
	       1,000.00 
	
	
	

	
	Other Income
	
	             50.00 
	
	
	

	TOTAL REVENUE
	
	 $   8,650.00 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	EXPENSES
	
	
	
	
	
	
	
	

	
	Administration
	
	          200.00 
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	Supplies
	
	             50.00 
	
	
	
	
	

	
	
	Past President's Pin
	
	          100.00 
	
	
	
	
	

	
	
	Printing
	
	          750.00 
	
	
	
	
	

	
	
	Mailing Permit/ Postage
	
	          300.00 
	
	
	
	
	

	
	
	Liability Insurance
	
	          150.00 
	
	
	
	
	

	
	
	Bonding Insurance
	
	
	
	
	
	
	

	
	Leadership Education
	
	          200.00 
	
	
	
	
	

	
	
	District/Council Conferences
	
	          500.00 
	
	
	
	
	

	
	
	State PTA Convention/National PTA Convention
	
	          400.00 
	
	
	
	
	

	
	
	Publications/Brochures/Our Children
	
	
	
	
	
	
	

	
	Committees
	
	          300.00 
	
	
	
	
	

	
	
	Membership
	
	          300.00 
	
	
	
	
	

	
	
	Programs
	
	
	
	
	
	
	

	
	Volunteers
	
	             50.00 
	
	
	
	
	

	
	
	Award(3)
	
	             50.00 
	
	
	
	
	

	
	
	Special Appreciation Awards
	
	
	
	
	
	
	

	
	Projects
	
	          300.00 
	
	
	
	
	

	
	
	Carnival
	
	          200.00 
	
	
	
	
	

	
	
	Book Sale
	
	          245.00 
	
	
	
	
	

	
	
	Reflections
	
	          300.00 
	
	
	
	
	

	
	
	Parent Involvement
	
	          300.00 
	
	Enter the expected amount of monies you will anticipate spending in each of these categories. 
	

	
	
	Student Enrichment Grants
	
	          190.00 
	
	
	

	
	
	Self-Esteem Programs
	
	          200.00 
	
	
	

	
	
	Reading Scholarships
	
	
	
	
	

	TOTAL EXPENSES
	
	 $   5,085.00 
	
	
	
	
	

	
	
	
	
	
	
	This is the amount that you Revenue exceed your Expenses.
	

	CHANGE IN NET ASSETS
	
	 $   3,565.00 
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Budget Committee and Budget Request Forms

Sample Grant Request Form 
_____________ PTA Grant Application
 This form must be completed and submitted to the PTA so funds can be approved.  Before the PTA can reimburse for any approve expenses all purchases must be complete and all receipts need to be submitted back to the PTA.
Teacher / Department / Committee / Group Name and Representative’s Name / Contact Info:
_________________________________________________________________
Amount of Funding Requested: ___________________
Describe the Project or Purchase:   
Describe how this project will benefit the students at __________school :
How will the project enhance student learning at ______________ school?
What percentage of the student body will benefit from this project/purchase?





Please include any other information you believe pertinent:
	

	

	

	

	

	

	

	

	

	


Check Request Forms (Disbursement Request)
Sample Expense Reimbursement Form

__________________ PTA 

EXPENSE REPORT
Date:______________________
Submitted by: ____________________________________________________________
Make check payable to: ____________________________________________________
Signature: _____________________________________________________
Itemize expense and amounts: (attach all receipts)
________________________________________________________________________
Treasurers use only
Amount $________________________________
Budgeted Area ____________________________
Check #___________ Date __________________


Print Name_________________________
Signature___________________________
Cash Receipt Vouchers (Deposit Slips)
Sample Deposit Form

________________ PTA

Cash Receipt Form

Date: 


Project/Event: 


Checks:
 $


$20’s:
 $
 
($500 bundles)

$10’s: 
$

($250 bundles)

$5’s: 
$

($100 bundles)

$1’s:
 $

($25 bundles)

Coins: 
$


Total: 
$


Signature: 


Signature: 


Deposit Date: 
Signature: 


Sample Donation Letter
Business Location

Business Address

City, State, Zip

Date

To Whom It May Concern: 


I am currently organizing the annual talent show for the ________ PTA; an event that allows everyone to enjoy a night of music and entertainment, sponsored by the _______________ PTA. This event will be held on the evenings of _________________ and _____________. 


I am hoping to obtain a donation from your company.  This donation would be given away ina raffle prize drawing at the end of the event for those who attend.  If you are able to donate an item for the raffle prize drawing, please return it in the enclosed envelope.  For your bookkeeping purposes, a letter will be sent in return. 

In addition, for your generous donation, ___________ (business name) will be advertised as a contributor to the raffle drawing give aways in our program flyer. 

Thank you for consideration of a raffle prize donation for the ___________ PTA Talent show.

Officer Name

__________ PTA

Contact Information 

What Else Do I Need To Know?
Other Resources

Meeting agendas

Meeting Minutes

Materials from Workshops/Conventions

