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Welcome!

Congratulations and Thank You for being 
President of your PTA!

• Overview

o Your Role and the PTA

o Things to get done this spring

o Looking to the future

o Resources 

o Questions & Answers

Presenter
Presentation Notes
Welcome to the New President’s workshop – all are welcome – new and returning! 

We’ll keep it brief and will mainly we’ll be talking about what you need to know NOW to get started, and then we’ll take questions at the end





PTA Roles and Organization
Pr

es
id

en
t • OFFICIAL 

REPRESENTATIVE OF 
ASSOCIATION

• Preside at meetings
• Sign contracts, checks, 

payment authorizations
• Review/approve 

communications
• COORDINATE & OVERSEE 

THE WORK

• Appoint chairs and 
committees

• Ex-officio member
• Ensure compliance with 

requirements

Ex
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iv

e 
Bo

ar
d • CARRY OUT BUSINESS 

DIRECTED BY ASSOCIATION
• Develop plans for 

programs/events
• Create committees
• Review/approve committee 

recommendations
• PROTECT ASSETS & REPORT 

TO ASSOCIATION
• Recommend actions
• Financial review & 

transparency
• Pay Bills
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• DECIDES WHAT WE DO:
• Approve Programs & Activities
• Approve Fundraisers & Contracts

• 3 to 1 Rule
• Adopts Bylaws

• HOW MONEY IS SPENT
• Adopt Budget
• Releases funds
• Approves/Ratify Expenditures
• Adopt Audit

• CHOOSE REPRESENTATION
• Elect Officers
• Elect Nominating Committee
• Elect Convention Delegates
• Councill Delegates

Presenter
Presentation Notes
Let’s talk briefly about the roles and organization of PTA.  If we understand this, then it makes it easier to understand what we have to do and why.

So we usually think of the President being in charge over the Board, and the Board over the Association.

But, we are a non-profit membership organization, so it is the members’ job and privilege to decide what we do to fulfill the purpose of PTA.

It is the job of the Executive Board to carry out the business the members want

President’s job is to be the official representative and make sure stuff gets done!

And, over all PTAs is CAPTA – who is our parent company, so we must follow their rules (found in bylaws and on their website), and National PTA

Since members are new each year, so it is thought of as a new PTA each year.
We have new officers each year to plan for the year they were elected.

Though your term officially starts on July 1st, we have to start planning now for the next year, because typically, our Associations don’t meet until Back to School night.  Our fiscal year starts on July 1st, so if we don’t approve anything now, we won’t be able to do anything until we have our first association meeting.

 



The 
Association

is responsible to:

• DECIDE WHAT WE DO 
• Approve PROGRAMS and ACTIVITIES
• Approve FUNDRAISERS

• 3 to 1 Rule
• Approve any CONTRACTS to be signed
• Adopts bylaws

• DECIDE HOW TO SPEND MONEY
• Adopt BUDGET
• Release Funds
• Approve/Ratify Expenditures
• Adopt Audit

• CHOOSE REPRESENTATION
• Elect OFFICERS
• Elect NOMINATING COMMITTEE
• Elect Convention Delegates
• Elect or appoint Council Delegates

Presenter
Presentation Notes
Association needs to approve all programs, fundraisers and contracts before you do them

Funds must be released, even if a budget is adopted.�Budgets should be reviewed and revised as needed.

We are a NON-profit, so our funds are for our programs
Programs are first, and fundraisers fund them
3 to 1 rule – 3 programs to every 1 program
If you don’t need the money, don’t raise it




Executive 
Board
is responsible to:

• CARRY OUT BUSINESS DIRECTED 
BY ASSOCIATION

o Develop plans for programs/events

o Create committees

o Review/approve committee 
recommendations

• PROTECT ASSETS & REPORT TO 
ASSOCIATION

o Recommend actions

o Financial review & transparency

o Pay Bills



The 
President

is responsible to:

• OFFICIAL REPRESENTATIVE OF 
ASSOCIATION
o Preside at meetings

o Sign contracts, checks, payment 
authorizations

o Review/approve communications

• COORDINATE & OVERSEE THE WORK
o Appoint chairs and committees

o Ex-officio member

o Ensure compliance with requirements

Presenter
Presentation Notes
When signing contracts, be sure to include your title.  If you do not, you could be considered personally liable.

Have all communications going to your members shared with you so that you can review and approve them

Ex-officio – you will automatically be on every committee, so you can know what is going on.  EXCEPT the nominating committee, which is elected by the Association.



Set goals • Think about your PTA and what you’d 
like to accomplish this year.

o Choose a president’s theme

• Gather Information

o You may want to talk to people –
board members, parents, staff, etc. 
to get feedback on your PTA.

o Thinking of strengths and 
weaknesses could be a good 
jumping off point

• Plan goals for the year with your Board



So what do I have to do now?
• Meet with current president if possible

• Meet with principal

• Prepare Calendar of Events

• Budget Meeting to prepare proposed budget - Chaired by 
Treasurer

• Discuss options for Fall Fundraiser w/Ways and Means 
Chair 

(talk with vendors if applicable)

• Call Meeting of the Board-Elect - with 7 days notice
o 10-14 days before your last Association meeting

Presenter
Presentation Notes
Meet with your current president 
- get procedure book and information on how things are run
- Get copy of bylaws (ask me if you need) 

Meet with your principal to touch base - can talk about vision for PTA, plan calendar of events, establish rapport

Prepare Calendar of Events 
Get input from board members and chairs
May not be able to do this now due to uncertainty of the times
If not, plan to the best of your ability 

Meet with Treasurer and any others (financial team, principal, etc)
 – invite outgoing treasurer 

Determine what the Fall Fundraiser will be if you plan to start it before Back to School Night;  Need contracts to be approved ahead

Call a meeting of the Board-Elect – need to give 7 days notice
Can do this after a regular board meeting, and invite old members to stay if you wish to provide guidance
Needs to be 10-14 days before Association meeting, so you can put your items for approval on the Association agenda (10 days before meeting)






Executive Board Meeting Agenda
• ELECT persons for open board positions if any 

(majority w/10 days notice or 2/3)

• Appoint Parliamentarian and Corresponding Secretary, Board Ratifies

• Appoint Committee Chairs, Board Ratifies

• Approve proposed budget

• Approve any planned programs and calendar of events

• Approve Fall Fundraisers

• Approve contracts to be signed for fall programs/fundraisers

• Approve funds to be released (for activities occurring between meetings)

• Appoint Audit Committee and Reviewer of Monthly Bank Reconciliation

• Note change of check signers (as listed in bylaws)

Presenter
Presentation Notes
The incoming board meeting is held separately from regular board meetings
Incoming president presides
Minutes are taken (at every board and association meeting)
Every action that is taken must be recorded in the minutes
This is your permanent record and is kept forever
If it’s not in the minutes, it didn’t happen (approvals, etc)

If you don’t have a calendar of events yet, make sure to approve any programs you plan to have in the fall so you can get started with planning.

Audit committee and reviewer of bank reconciliation – appointed by the Executive Board and ratified by Association (committees are usually appointed by president and ratified by association) – can be same person (not treasurer)

Can also approve any of these in the fall if you are not ready
Items should be approved before actions are taken
If you do and something should go wrong, officers are personally liable if not approved by the Association, so this is for your protection



Association Meeting Agenda
• Give a Report to the Association on any actions taken

• Introduce Board-Elect and any appointed officers and chairs

• Approve proposed budget

• Approve any planned programs and calendar of events

• Approve Fall Fundraisers

• Approve contracts to be signed for fall programs/fundraisers

• Approve funds to be released (for activities occurring between meetings)

• Ratify Audit Committee and Reviewer of Monthly Bank Reconciliation

• Note change of check signers (as listed in bylaws)

Presenter
Presentation Notes
One Association meeting can be held, officiated by current president.
Current president should introduce incoming president
Have your approved items added to the agenda (at least 10 days in advance)
You can have your recording secretary, treasurer, etc present the recommendations from the incoming board (Presidents do not make motions)

If you don’t have a calendar of events yet, make sure to approve any programs you plan to have in the fall so you can get started with planning.

Can also approve any of these in the fall if you are not ready
Items should be approved before actions are taken
If you do and something should go wrong, officers are personally liable if not approved by the Association, so this is for your protection



Holding a Meeting
• Prepare an Agenda for the meeting

o Ask officers and chairs for agenda items in advance

o Share the agenda with the appropriate group

o Association agendas should go out with meeting notice 10 days before 
– cannot vote on anything that is not in the notice

• Presidents generally do not make motions to avoid influencing a vote.

o Anyone other member (30 days) can make a motion 

o At Association meetings, often Recording Secretary presents the 
recommendations from the board and makes motion to approve

• Presidents do not vote, except for anonymous or to break a tie

• “Items to be Approved” list is in your packet

• “Action Items” handouts – spring

• Sample Agenda & Eight Steps to a Motion 

Presenter
Presentation Notes
The person who brings the request can and should make a motion
Discussion occurs after a seconded motion has been made and before a vote
You do not need to have a unanimous vote to pass a motion (majority, some 2/3)

Recommendations from the board do not need seconds
It has already been agreed upon by multiple people

Presidents do not vote to avoid undue influence, but do have a right to vote, and should do so in the case of a tie or ballot vote





Obtain the Floor

Chair Recognizes

Make Motion:  “I move…”

Motion Seconded

Chair Restates Motion

Asks for Discussion

Motion can be amended

Chair Calls for a Vote

Chair Announces Result

“Is there a second?”

“It’s been moved and seconded to…”

“Is there any discussion?”

All those in favor say aye.     Any opposed?

Motion carried/approved or denied

Eight Steps to a Motion

Presenter
Presentation Notes
See handout



Items to
be Approved
List

Presenter
Presentation Notes
See handout
This is a list of items that need to be approved and by whom



Handouts

• First Tasks for new PTA officers and chairman (CAPTA)

• Spring/Year End Checklist (Incoming & Outgoing)

• Unit Bylaws Information Summary (bylaws cheatsheet)

• Sample PTA Agenda (with motions and phrases to use)

• Eight Steps to a Motion 

• Checklist for a Healthy PTA

• Items to be Approved (General)

• Running an Event and other Insurance and Legal Aspects of PTA

• Annual Action Items List (Full Year)



Resources & Training

• Encourage your board members to attend training

o Financial officers are REQUIRED to attend a training in spring or fall

• There are lots of resources on Council website:  
https://www.torrancecouncilofptas.org/

o Many recorded trainings during COVID

• California PTA Website:  CAPTA.org

• Your Unit Bylaws  (let me know if you need a copy)

o Fill out the bylaws cheat sheet to keep with 
you for quick reference

Presenter
Presentation Notes
Many trainings are recorded and you can find them on the Torrance Council website

CAPTA.org has a lot of great information



Questions?
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