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Bylaws 

 

How can we get a copy of our bylaws? 

 

If your council does not have a copy, Send an email to the Sixth District office 

CAPTA6@sccoe.org or office@capta6.org 

 

You mentioned that officer positions can have assistants, who can represent the 
officer's position in meetings. And you said something about "standing rules" to 
make that work. Are standing rules part of bylaws or different? 

These are the additional standing rules Sixth District adds to any new units.  You should also 

check with Council as they may have some additional motions. 

## . Every officer, except the president, may have a designated assistant. Either the officer or 

assistant may represent the position and vote at executive board meetings.  

##. Every chairperson may have a designated assistant. Either the chairperson or assistant may 

represent the position and vote at executive board meetings.  

##. The secretary shall perform the duties of the Historian, as described in the ToolKit. (unit may 

choose anyone including president) 

##. The auditor : 

- The auditor shall prepare a mid-year audit to be completed in January. Prepare a written report 

for the executive board to review at the February meeting, and to the association at the _______ 

meeting for adoption. Forward copy to the (council/district) 

 

##.  The auditor shall prepare a year end audit in July. Present a written report for the executive 

board at the August meeting for review, and to the association at the ___________ for adoption. 

Forward copy to the __________(Council/District).  

##. The nominating committee shall be elected at the _________ general association meeting  

##. Copies of the Annual Financial Report, Year End Audit, Budget and copy of tax filings are 

due to the __________(council/district) by October 15 

##. Executive board has fiduciary duty to follow all laws, CSPTA policies and procedures 

including but not limited requirements for two signatures on cash receipts, checks, contracts, 

requests for reimbursement or advance. See toolkit for specific requirements.  

##. This association shall pay out an annual out-of-council administration fee of fifty($50.00) to 

the Sixth District PTA by October 15.  (only out of council units) 

 

** if your unit uses the bilingual (English/Spanish) bylaws, we have these standing rules 

interpreted to Spanish for you. 
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Elections 

 
We had elections, but motion did not make motions for change of check signer? 

 

Your board elect may meet and make the motions. You will need a signed copy of those minutes.  

May a unit have to do it.  Some even call an Executive Board meeting for the sole purpose of 

making the motions.  Adjourn that meeting and immediately call another meeting to order to 

approve the minutes, Approve the minutes and adjourn.   

 

Here are the motions we suggest be made at the election meeting:(or executive board meeting if 

it was not done at election meeting) 

● I move that _______________ , president, ___________, treasurer, and 
________________, ___(position)________ be the authorized check signers on 
the ___________ PTA/PTSA account at ____________ Bank for the period July 1, 

2020 through June 30, 2021.  
○ Note: check bylaws as to which officer(s) besides treasurer and president 

are check signers. 
● I move that the following officers be removed from the bank account effective 

July 1, 2020: (List all that need to be removed)  
● If PTA’s bank account is at Wells Fargo Bank (or another bank that may requires 

a key executive):  
○ I move that ____________, President and ___________, Treasurer be the 

key officers for all ___________ PTA accounts at___________ Bank for 
the period July 1, 2020-June 30, 2021.  

○ I move that the following officers, ____________ and ________________, 
be removed as key executives for all ____________ PTA accounts at 
_________ Bank effective July 1, 2020.  

 
  



Executive Board 

 
 
What is the link to read the role of each member in the PTA? 
 
Job descriptions may be found on the CAPTA website (https://capta.org/pta-
leaders/run-your-pta/job-descriptions/).   
Here is the path:  PTA Leaders / Run Your PTA / Job Descriptions. 
 
You can also find them in the Toolkit which can be viewed online or downloaded.  
 
The CAPTA website/toolkit are in English or Spanish 
 
Can the newly elected executive board meet before we officially take office?  
 
The Board elect may start meeting as soon as they are elected. 
 
Do we need to announce to the association that we are meeting?  
 
No, the Executive Board meetings are not open.  The president may invite others to 
come in for a portion of the meeting to provide a report or the plans for an upcoming 
event.  They are granted a “courtesy seat” and do not participate in any motions, 
debate, or votes of the board. 
 
After we are officially in office can we meet as often as we want?  
 
The bylaws call for monthly meetings but additional meetings can be scheduled.  If you 
do not complete the meeting you can adjourn to a specific time.  Example: The Exec 
 
 
Do we have to announce each executive board meeting after term begins? 
 
No, the Executive Board meetings are not open.  The president may invite others to 
come in for a portion of the meeting to provide a report or the plans for an upcoming 
event.  They are granted a “courtesy seat” and do not participate in any motions, 
debate, or  votes of the board. 
 
 

Can one PTA unit give money to another PTA unit, with association approval? 

 

All PTAs are 501c3 organizations.  PTAs can donate to another 501c3 organizations with 

association approval.  It will probably require a budget adjustment motion 
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Planning and Budgeting 

 
As we are not sure, whether school will be reopening as normal, there may be 
many restrictions, how should we plan events in budget? 
 
As we said you will need to plan for different scenarios.  The principal and teachers are 
still trying to determine the needs for next year.   Some suggest you prepare a best 
case budget and a bare bones budget and then over the summer refine it as you get 
towards the fall.   
 
You can also have a list of programs and fundraisers that can be added to the budget, 
with association approval, when events change.   Remember approval of the budget is 
not an authorization to spend a dime.   

 
As far as teleconferencing, can you place that in the budget as an expense if you 
do use a program like Zoom? 
 

Yes, the cost of teleconferencing can be a budgeted expense. 

I do not know how to plan and budget? 
 
Everyone who attended  the Elected-Now What? teleconference was sent a link to the 
budget workshop.  For those who did not attend you may request a link to all the 
webinar videos available.  The request form to be sent webinar copies is 
https://forms.gle/DNXAog4hexMX3izh6  
 

Does fundraiser include membership drive? 
 
Memberships are not a fundraiser or a program.  It is required that every PTA hold a 
membership drive all year.  While most memberships are secured in the fall, the PTA 
can and should be asking people to join PTA all year long. 
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General 

 
Do we need to register somewhere so that we get updates from PTA district? 

 

Once officers are entered in PTAEZ Officer Contact you will get information.  Look for  

6th District PTA eNews.  If you have not received anything send an email to 

communications@capta6.org 

 

We don't use PTAEZ. Who should I notify of our roster changes? 
 
You don’t need to be using the accounting portion of PTAEZ (but I hope you consider it) 
to use the Officer update.  Send an email to the Sixth District office CAPTA6@sccoe.org and 

we can help your president get a login. 

 

 
Are you working with our insurance provider to get us more liability protection in 
holding events once the counties allow us to? I would be worried about a child 
getting COVID-19 at a PTA sponsored event and a parent going after the 
PTA/Exec board. 
 

We have forwarded this to CAPTA and will update the document when information is provided. 

As we said last night, all activities, programs and fundraisers need to be approved by the 

association.   

 

Is there any new directory software that’s free and takes care of privacy? 
 
Please contact an email to directory@capta6.org.  Several webinars have been held. 
 
Are there any guidelines to conduct school wide online events? 
 
There are some suggestions on the CAPTA website and as we come up with any we 
will post on CAPTA6 website.   
 
One thing I can say is you need to ask more often if people have comments or 
suggestions.  Have more than one person monitoring chat and looking for hand waves.  
I know of one unit who has people text Person X if they 

 

Will you be sharing online guidance? 

 

Keep checking the CAPTA website  --  COVID19 Resources for Local Leaders 
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