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Hill PTA Standing Rules / Procedures SEQ CHAPTER \h \r 1
STANDING RULES
EXPENDITURES / REIMBURSEMENTS

1) Hill PTA will pay the expenses for officers to attend the Texas PTA Leadership Training Course, as funds allow.

2) Hill PTA will pay the registration fee of any officers and standing committee chairmen to the Texas PTA State Convention and Summer Leadership Seminar, as funds allow.

3) Any Hill PTA member will be fully reimbursed for approved expenses incurred.

4) Hill PTA members should submit all expenses within six (6) weeks of an event to be eligible for reimbursement.  All other expenses must be submitted by May 31 of the school year to be eligible for reimbursement.

5) The Hill PTA will make an annual contribution to the fund used for special gifts, condolences and memorials for staff members in an amount of $250.00 per year.

FINANCIAL ASSISTANCE GUIDELINES

1) A budget committee will determine an amount of money to be placed as a line item in the PTA budget as “financial assistance”, subject to approval by the general membership.  The amount budgeted can be amended as needed throughout the school year as stated in the PTA bylaws.

2) Any Hill student who needs assistance in order to participate in class, grade, or school activities where the goal is 100% participation is eligible for financial assistance from the PTA.

3) When possible, request should be made at least one week before the event.  Emergency requests will be handled as quickly as possible.

4) Requests for aid may come from a teacher, the principal or a parent and should be given to the counselor or special needs coordinator for processing.

5) Funds approved in the budget for financial assistance will be distributed at the discretion of the parties mentioned above, and no details of any such assistance should ever be available to any other party.

BONDING AND INSURANCE

The Hill PTA will purchase general liability insurance annually.

DISCUSSION OF AGENDA ITEMS AT MEETINGS

1) An agenda for each PTA meeting will be available in the school office, and posted outside the PTA workroom or on the PTA bulletin board, at least three days before each scheduled general meeting

2) Members wishing to speak, either in favor or against, an agenda item posted for discussion during the new business portion of each meeting may sign up to do so on a sheet provided in or near the school office.

3) During discussion of new business items at each meeting, the president, or presiding officer, will first recognize members who have signed up to address specific topics in advance.  Discussion of matters related to each agenda item will be limited to ten (10) minutes total.  Each member will be allowed one (1) minute to present his or her opinion about the topic.  The president or presiding officer, at his/her discretion, may recognize speakers who have not signed up in advance of the meeting to speak, as long as the ten-minute time limit for each topic has not elapsed.  The president or presiding officer also has the discretion to extend the total discussion time an additional three (3) minutes.

PROCEDURES

NOMINATING COMMITTEE

1) The chairman shall contact the members of the committee for suggested meeting dates.  The chairman will decide the time and place when the majority of members can attend.  Notice of the meeting shall be sent to the members and alternates.

2) Suggested nominees for officers along with their qualifications may be submitted to any member of the nominating committee before the committee meets.

3) Any member who cannot attend the first meeting will be replaced by an alternate who then becomes the member of the committee.  The replaced member and alternates who are not needed for the first meeting are not required to attend subsequent meetings of the committee.

4) The committee shall nominate a President, Vice President, Secretary, Treasurer and PTA representative to the CAC.  

5) Suggested nominees are advisory only.  The nominees selected by the committee shall be the best-qualified members for the offices to be filled.

6) The final selection of nominees shall be by ballot.  A majority vote constitutes the selection of the nominees.

7) The comments, statements or disagreements made in committee meetings are confidential and must be based on facts.

8) All newly elected and appointed officers shall assume their duties immediately following the close of the PTA’s fiscal year (i.e. as of July 1).

9) The Vice-President shall oversee the PTA’s communications with its membership and the school.
10) The Past President shall oversee the PTA’s fundraising efforts.

FINANCIAL

1) No blank checks (cash advance requests) will be issued without a voucher specifying anticipated expenses.  The treasurer MUST be provided with a receipt within twenty-four (24) hours.

2) The signatures of the president, treasurer, and up to one (1) other member of the PTA executive board (other than the parliamentarian) shall be on file with the bank for signature on checks issued by the Hill PTA.  Two signatures shall be required on ALL checks.

3) No officer shall approve or sign a check which is being issued to himself.

4) Two signatures are required on receipt when handling cash.

5) All monies shall be deposited in the bank and not in the school or a personal safe.

6) All purchases of property made by this PTA will be subject to a contract between the PTA and the school.

7) If a request is made by a community organization to use property owned by this PTA, a loan agreement, including the replacement value of the item, will be completed.

8) A list of all items donated to the school will be kept in the recording secretary’s book and with the treasurer’s annual report.

9) The principal’s approval is required for items purchased for the school.  The school should have specifications for items that can be purchased.  The school must agree to accept the gift and be responsible for repair and upkeep in the future.

10) In the event that a check written to the PTA is returned for insufficient funds, the treasurer will notify the issuing party in writing, and ask for repayment of the original amount, along with payment of any fees charged by the financial institutions involved in the transaction.

11) The PTA’s parliamentarian shall open, review, initial and date the PTA’s bank statements each month.

EMERGENCY VOTING BY THE EXECUTIVE BOARD

Notification of an emergency vote taken by phone, email, or other electronic means shall be given to each board member by the president.  Board members shall have at least 24 hours to respond. Such emergency voting requires a two-thirds vote of the entire board and shall be ratified at the next regular board meeting.  A complete accounting of the number of votes cast, and the ratifying vote, shall be included in the minutes.

Approved by the Texas PTA Board of Directors ___________, 2008
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