Uniform PTA Bylaws Reference Guide

North Carolina

PTA

everychild. onevoice.

(Please refer to the Uniform PTA Bylaws in its entirety.)

Uniform Bylaws

Bylaws are the governing document of PTAs and cannot be suspended.

All PTAs in NC will have the same bylaws

PTAs can spend more time advocating for children and less time on bylaws
All PTAs must adopt and begin using the uniform PTA bylaws by July 1, 2011
Once adopted by PTA, no more 4 year renewal process with NCPTA

Title Page

PTA name and address

Table of Contents

Refer to by Sections which correspond with Articles
Article 2 has Section 2.1, 2.2, 2.3; Section 4.1 — Section 4.7 are all in Article 4

Article 1
Name, Address & Date of Adoption

PTA name, address, county, EIN number (in current bylaws)
Date uniform bylaws are adopted at general membership meeting

Article 2
PTA Purposes

Advocates for all children

Purposes of this PTA in common with National PTA and NCPTA: To promote the
welfare of children and youth in home, school, community, and place of worship;
To raise the standards of home life;

To secure adequate laws for the care and protection of children and youth;

To bring into closer relation the home and the school, that parents and teachers may
cooperate intelligently in the education of children and youth;

To develop between educators and the general public such united efforts as will
secure for all children and youth the highest advantages in physical, mental, social,
and spiritual education.

Tax exempt; IRS 501(c)(3) non-profit for educational purposes

Article 3
PTA Policies

PTA shall work with schools and community to provide quality education to all
children and youth and participate in decision-making processes

PTAs shall promote the health and welfare of all children and promote collaboration
between parents, school and community

No earnings to benefit its members, directors or officers

PTAs shall not carry out activities not permitted by IRS 501(c)(3); PTAs shall not
participate in political campaigns, endorse or oppose candidates; May host candidate
forums, Provide information about all candidates, encourage citizens to vote

PTAs shall not endorse commercial entity or engage in activities not related to
promoting the purposes of PTA

Article 4
Relationship with NPTA & NCPTA

PTA organized and chartered under authority of NCPTA

A PTA in good standing: Adheres to purposes and policies in uniform bylaws; collect
National PTA ad NCPTA dues and submit to NCPTA as prescribed and complies with
good standing requirements of NCPTA (on website)

Adoption of uniform bylaws by affirmative vote by majority of members present and
voting wherein a quorum is present; with notice of proposed vote given at least 10
days notice to general membership

No paid employees on board; Keep permanent books of accounts and records , are
open to inspection by NCPTA; comply with good standing requirements

Article 5
Membership and Dues

Every individual of this PTA is also a member of National PTA and NCPTA;

Officers must issue membership cards promptly

Membership open, without discrimination, to anyone who believes in and supports
the mission and purposes of National PTA and NCPTA

Conduct membership drive & membership is accepted at any time throughout year
Only members whose dues are current shall be entitled to participate or vote in
business meetings of the general membership including the election of officers
Membership year: July 1 —June 30

Must vote on this PTA’s dues at the last general membership meeting each year in
April, May or June

Each year, the dues amount is written in standing rules, recorded in meeting minutes
& entered in the PTA Year-End Report (Financial Review) online in NCPTA database.
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Membership and Dues continued

Official membership roster includes: total number of members; names, addresses
and e-mail addresses of members; dues collected from members and amounts of
dues remitted to NCPTA; Current copy provided to treasurer & secretary and roster
information must be entered into NCPTA database

Must be member to participate and vote at PTA business meetings

Prior to August 1, board designates person to prepare and keep current the official
membership roster (Section 5.3)

Article 6
Officers

Elect President, one or more VPs, Secretary and Treasurer

Shall not have co-officers, co-president, co-treasurer, treasurer-elect, assistant
treasurer; one of the co-officers will not have a vote, not recognized by Robert’s
Rules of Order and violates PTA good standing requirements

One office, One officer = One member, One vote

Names and contact info to NCPTA

Election

Officers elected at last general membership meeting each year by majority of voting
members present and voting with quorum present

Nominating Committee nominates only one person for each office (President, VPs,
Treasurer and Secretary); they do not nominate persons for chairs or members of
committees

President gives notice of the election of officers to the general membership at least
10 days before the last general membership meeting and must include the slate of
nominees with notice

Term of Office

1 year: July 1 —June 30

Vacancies

For a vacancy in office of president: filled for unexpired term by current member of
board of directors; elected by majority vote of all board of directors then serving;
with at least 3 days notice

For vacancies in any other office: filled for unexpired term by a PTA member; elected
by majority vote of all board of directors then serving; with at least 3 days notice

“All board of directors then serving” = ALL board members (total number) included in
number required for majority vote (for example: 20 total board members = 11 must
vote in affirmative to obtain a majority); All board members must be notified and
invited; Do not have to be at meeting; As always, to conduct PTA business, a quorum
must be present

Removal from Office

For severe misconduct, code of ethics violations and criminal offenses
Affirmative vote of 2/3s of all board members then serving with at least 5 days
notice; quorum must be present

President

Section 6.7; Presides at all meetings

Designates another officer to preside when will not be present
Coordinates work of officers, board and committees

Signs all contracts for PTA that must be approved by the board

Vice President(s)

Section 6.8; Perform duties requested by president or board of directors
If vacancy in president, VPs act together until new president is elected

Secretary Section 6.9; Record minutes of all meetings
Maintain file of important documents
Treasurer Section 6.10; Collect, deposit, maintain and disburse all funds in accordance with

budget approved by general membership

Maintain current record of income and expense

Present financial report at each meeting of board of directors and general
membership

Prepare year-end report by June 30 and submit to incoming president, treasurer and
audit committee

Incoming treasurer is responsible for filing tax forms for previous fiscal year

Executive Committee

None

Executive Board

Now called Board of Directors

Article 7
Board of Directors

Shall consist of elected officers, chairs of standing committees (elected by board),
school principal, one teacher (elected by board) and up to 3 at-large members
(elected by board) (Section 7.3)

At-large member suggestions:

teacher, student, community or business leaders with expertise to help PTA with
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grants, children and youth programs, parent education, etc

Qualifications

Each board member must be a member of this PTA

Duties Manages affairs of this PTA in intervals between general membership meetings
Responsible to assure all activities and expenditures are consistent with the budget
approved by the general membership
Transact necessary business in intervals between general membership meetings
Elect chairs and members of standing committees
Approve president’s appointments of chairs and members of special committees
Approve plan of work of committees
Present a report regarding activities at all general membership meetings
Require annual review of financial records
Prepare budget and submit to general membership for adoption at first general
membership meeting
Assure the preparation and maintenance of the official membership roster
May adopt standing rules not in conflict with bylaws
Undertake other activities as needed to assure successful operation and to fulfill
responsibilities of this PTA
Abide by Conflict of Interest Policy

Meetings Board of Directors (BOD) meetings include elected officers, chairs of standing
committees (elected by board), school principal, one teacher (elected by board) and
up to 3 at-large members (elected by board)

Regular meetings: Set by board of directors at its first BOD meeting
Special meetings: with at least 3 days notice given, must state purpose of meeting in
notice

Quorum Majority of board of directors constitutes a quorum for the transaction of business

Quorum continued

(Majority = more than half)

To establish the quorum number: Take total number of Board of Director (BOD)
members, divide by 2 and add 1 = which equals the minimum number of BOD
members that must be present to conduct business;

Examples: Total BOD members is 12, divide by 2 = 6 and add 1 = 7 (7 BOD members
must be present to conduct business); Total BOD members is 13, divideby2=6%,
add 1 = 7 % which would move to 7 for quorum (because 7 is more than half of total);
Total BOD is 14 divide by 2 =7 + 1 =8 is quorum

Majority Vote (Section 9.5)

“The act of the majority of the voting members present and voting shall be the act
of this local PTA.”

Example: 12 total board members; 10 attend the meeting = A majority is 6. 6
members must vote in affirmative for approval or to pass motion.

This is different from voting discussed in Sections 6.4 and 6.5 (“then serving”)

Meetings by Electronic Media

May be held by telephone or electronic conference system that allows all
participating members to simultaneously hear and speak

Cannot be used unless available to all board members

Can use conference calls, Skpe, etc

A BOD member participating in this type of meeting is considered present at the
meeting.

PTAs are strongly encouraged to conduct face-to-face monthly Board of Director
meetings

Cannot use e-mail, text, instant messages (can’t simultaneously hear & speak)

Removal from Office

For severe misconduct, code of ethics violations, criminal offenses
Affirmative vote of 2/3s of all board members then serving with at least 5 days notice

Proxy Voting

Voting by proxy is prohibited

Article 8 Committees

There are 2 types of committees: standing committees and special committees.
Standing committees have work on an ongoing, month-to-month basis.

Special committees have work on a short-term basis, for 1-3 months, 1 or 2 events
and go out of existence once project is completed.

This decision is intentionally left for PTAs to indicate which committees are standing
committees and special committees to offer PTAs flexibility in determining the best
way for it to carry out the PTA mission with the exception of 3 standing committees:
audit, nominating and advocacy.
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Standing Committees

Section 8.1: PTAs shall establish an audit committee, nominating committee and
advocacy committee

May establish additional committees as needed

Chairs and members elected by board of directors

Term: one year, July 1 —June 30

Chair presents plan of work to board for approval

The committee has chair and may have sub-committees.

Chairs of standing committees are members of the board of directors, attend
monthly board meetings, are counted in the quorum and vote

President is an ex officio voting member of all standing committees except
nominating and audit committee

Chairs can be removed by affirmative vote of 2/3s of all board members then serving
with 5 days notice

Members can be removed by action of a majority of directors then serving with 5
days notice

Audit Committee
(Standing Committee)

Composed of no fewer than 3 members; elected by July 1 by BOD

Individuals with check signing authority, their family members and the outgoing or
incoming treasurer may not serve on audit committee

Responsible for monthly bank statement review and financial review at end of fiscal
year (Article 11)

Nominating Committee
(Standing Committee)

Comprised of an odd number and no fewer than 3 members; at least 2 are board
members, and at least one committee member is a member of this PTA, not serving
on the board; elected by November 1 by BOD

Neither the president nor the principal can serve on the nominating committee
Throughout the year, nominating committee is tasked with identifying talented,
motivated and responsible individuals to serve as PTA officers

Nominating committee nominates only one person for each office (President, VPs,
Treasurer and Secretary); they do not nominate persons for chairs or members of
committees

Prior to the last general membership meeting, the nominating committee prepares a
slate of nominees

President gives notice of the election of officers to the general membership at least
10 days before the last general membership meeting and must include the slate of
nominees

Advocacy Committee
(Standing Committee)

May have one or more members; elected by November 1 by BOD

Develop and organize meetings, activities and programs to further the goals and
purposes of PTA

Tasked with improving communications and relationships between school staff and
families,

Educating families and caregivers on important issues related to health and
educational success for their children

Helping make each child’s potential a reality

Additional Standing Committee
Suggestions & Examples

When determining if a committee should be a standing committee, please take into
consideration work involved on an ongoing, month-to-month basis, collection of funds
involved and confidentiality of information used in the work of the committee.
Reminder-Standing committee chairs are members of the board of directors, attend
monthly board meetings, are counted in the quorum and vote

Membership Committee: Chair is responsible to maintain official membership roster
instead of officer or another board member

Resource Development Committee — with chair and may have sub-committees of
Resource Development Committee that may include : Grants, Donations, Fall Fundraiser,
School Supply Project, Yearbook, Book Fair, Carnival, No Fuss Fundraiser

Programs Committee — with chair and may have sub-committees of Programs
Committee that may include: Parent Education, Cultural Arts Programs, Reflections
Communications Committee - with chair and may have sub-committees of
Communications Committee that may include: Weekly Bulletin, Newsletter, Listserve &
Website

Teacher/Staff Appreciation, Hospitality, Volunteers, Grade Parent/Room Parent,
Tutoring, Health and Safety, Back Pack Buddies, Family Nights, Yearbook, Student
Directory, Spiritwear, MORE-Men Organized to Raise Engagement-Male Involvement
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Special Committees

Created to perform a special project & go out of existence once project is completed
Board creates special committees and specifies duration

President appoints chairs and members with approval of board; must be members of
this PTA

President is an ex officio voting member of all special committees

Chairs are not members of the BOD, only attend when work is being done, do not
vote and are not counted in the quorum

Chair presents plan of work to board of directors for approval

Chairs and members can be removed by action of a majority of directors then serving
with 5 days notice

Special Committee Suggestions &
Examples

Include committees that may have one or two projects, programs, activities or events
during a specific time period for the fiscal year

Reflections, Book Fair, Carnival, International Festival, Red Ribbon Week, Awards,
Cultural Arts Program, Kids Voting, School Supply Project, Fall Fundraiser, Science
Day, Yearbook, Student Artwork Fundraiser, No Fuss Fundraiser, Walk-A-Thon,
MORE-Men Organized to Raise Engagement-Male Involvement

Standing and Special Committees
Meetings by Electronic Media

May be held by telephone or electronic conference system that allows all
participating members to simultaneously hear and speak

Cannot be used unless available to all board members

Can use conference calls, Skpe, etc

A BOD member participating in this type of meeting is considered present at the
meeting.

Committees are encouraged to conduct face-to-face committee meetings whenever
possible

Cannot use e-mail, text, instant messages (can’t simultaneously hear & speak)

Proxy Voting

Voting by proxy is prohibited

Quorum Majority of members of the committee constitutes a quorum for the transaction of
business
Article 9 Includes all BOD members and all persons who have paid dues to this PTA for the

General Membership Meetings

current membership year

Regular: scheduled by board and held at least 3 times per fiscal year; at least 5 days
notice given to general membership to change date

Special: at least 3 days notice given and must state purpose of meeting in notice
First general membership meeting business includes, but not limited to, treasurer’s
report, voting on proposed PTA budget

Last general membership meeting in April, May or June; business includes, but not
limited to, presentation of minutes from last general membership meeting,
treasurer’s end-of-year report, election of officers and voting on membership dues
for the coming fiscal year

Budget amendments can be done at any general membership meeting

Quorum At least 20 PTA members or 50% of the membership of this PTA, whichever is less
shall constitute a quorum for transaction of business
Majority Vote Unless higher votes is required in bylaws, a majority of voting members present and

voting is the act of this PTA

Not By Electronic Media

Cannot use electronic media for general membership meetings

Proxy Voting

Voting by proxy is prohibited

Article 10
Council Membership

This PTA is represented in meetings of the local PTA council as designated in council
bylaws

Delegates must be PTA members of this PTA; are elected by board of directors by
September 1 each year

PTA pays annual dues to council as determined in council bylaws

Article 11
Finance and Budget

In bylaws due to increase in non-profit fraud & embezzlement throughout USA
Audit committee conducts the monthly review of bank statements and supporting
documents; Signs acknowledgement on bank statements; required by PTA insurance
company

Audit committee conducts financial review when any officer with financial
responsibility or a check signer leaves office before end of fiscal year

Annual Financial Review

By August 31 each year, audit committee or CPA appointed by the board:
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Annual Financial Review .
continued

Examine treasurer’s year-end financial report and financial records and states in
writing whether or not year-end report is correct and submits a statement with copy
of report to board of directors

Board reviews and approves the audit committee’s or CPA’s report

Then, the audit committee uses the data in the report to prepare and file the
required PTA Year-End Report online in the NCPTA database no later than

August 31

Audit Committee summarizes its report to the general membership at its next
meeting

The audit committee at any time can recommend to the board that an independent
review of financial records by a CPA be conducted

Annual Budget o

Officers prepare a proposed annual budget; then bring the budget to the board for
approval

After board approval, the proposed budget is considered and adopted by the general
membership at the first general membership meeting of the fiscal year

Budget amendments can be considered and adopted at a regular or special general
membership meeting

Checks °

All bills paid by check

Checks must be signed by 2 of no more than 4 officers authorized by board to sign
checks

None of these officers can be related

At least one of these authorized officers shall be the treasurer

Prohibited from signing blank checks

Expenditures and fund Availability o

All expenditures must be consistent with budget and based on actual fund availability
Reimbursements are contingent on fund availability

Depositories .

Must be approved by board

Contracts .

All contracts and financial agreements require prior approval by board and must be
signed by the president

Article 12 .
NCPTA Convention

A PTA in good standing is entitled to be represented at NCPTA’s annual convention
by its president and by one delegate for every 25 members shown on the NCPTA
treasurer’s books by March 15

Article 13 Fiscal Year .

July 1 —June 30

Article 14 .
Parliamentary Authority °

Robert’s Rules of Order, New Revised, current version
Can not conflict with NC Law, Articles of Inc, bylaws of NPTA, NCPTA or this PTA

Article 15 Amendments .

Made by NCPTA Board of Directors

Article 16 .
Adoption o

Bylaws must be adopted by July 1, 2011

For adoption: At least a 10 day notice must be given to the general membership.
The notice includes the date, time, place, purpose of meeting and copy of uniform
bylaws. The notice is sent to general membership by all the usual ways the PTA
communicates with membership. The uniform bylaws are adopted by affirmative
vote by majority of members present and voting with a quorum present. (Section 4.2)
After adoption by general membership, the president will write in the date of
adoption in Article 1 and sign & date in designated space after Article 16 on last page.
Uniform bylaws supersede all bylaws previously adopted.

Once adopted, the president or bylaws committee chair needs to log into the
NCPTA database at https://www.ncpta.org/db as you would to enter members or
complete the online Financial Review;

Select the "Bylaws" button and fill in the date your bylaws were adopted;

You must also enter your name and PTA position. Remember to click "Save".

The adoption date cannot be changed after you click the "Save" button.

This step must be completed to remain a unit in good standing with NCPTA.

Then, distribute copies to board of directors

The original shall be kept with permanent records of PTA

Please visit NCPTA website at http://www.ncp

ta.org for additional resources:

Good Standing Requirements Uni

PowerPoint Presentation — Uniform PTA Bylaws

form PTA Bylaws Form Online Training - Uniform PTA Bylaws
Reference Guide - Uniform PTA Bylaws

Please contact NCPTA with questions via e-mail office@ncpta.org or phone (919) 787-0534, (800)255-0417.
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