
Proposed Standing Rules Changes 
 
President 
 
4.  Verify that a budget has been approved by membership prior to any expenses being paid.  This is 
traditionally done at the last regular meeting of the association of a fiscal year.   
5.  Designate check signers in the minutes. 
6.  Designate a bank statement opener/reviewer to meet insurance requirements for embezzlement or 
fraud.  This person will be noted in the minutes.   
7.  Designate two tax free days in the minutes.   
8.  Verify that all minutes are approved either by committee or presentation at a regular association 
meeting.    This action makes the minutes legal documents of the association.   
 
President Elect 
 

1. Shadow the President and learn their role. 
2. Will assume all responsibilities of the President at the end of the term. 

 
First Vice President 
 
4.  Notify President of upcoming fundraisers for membership approval.  Notify Treasurer if an 
income/expense line is needed in the budget.  All fundraisers must be approved by membership.   
 
Second Vice President 
 
4.  Submit membership data and dues report to the treasurer in to time in time to be sent to Texas PTA 
before the October 15 deadline. 
5. Distribute membership cards as requested from a member.   
 
Secretary 
 
6.  Responsible for getting all correspondence and mail from mailbox.  Distribute correspondence and 
mail to correct Chair.   
7.  Go to bank with new check signers and minutes if needed.  Verify check signers are designated in the 
minutes.   
 
Treasurer 
 
4.  Turn over the PTSA’s financial records to the annual audit Financial Reconciliation Committee within 
15 days after the end of the fiscal year; (if an audit Financial Reconciliation is called for at any other 
time; records will be turned over immediately). 
 
8.  Submit a payment of Texas PTA and National dues and membership rosters to Texas PTA before the 
October 15 deadline.  Any other dues owed to Texas PTA shall be submitted as soon as it is received.  
 



10.  Verify $2,000 carry over + the amount of any PTSA Senior Scholarships awarded.  These scholarships 
are paid in the next fiscal year.  Traditionally (10) scholarships at $500/ recipient for a total of 
$5,000.   Scholarships are actually paid out in the next fiscal year.   
 
11.  Prepare and present budget for membership approval at last regular meeting of the year.   
 
12.  Propose budget amendments as needed for membership approval. 
 

Special Committees 
 
Audit Committee   Financial Reconciliation Committee 
 
No incoming treasurer shall be a member of this committee.  The audit Financial Reconciliation 
Committee shall be expedient in its duty.  Once formed, a reasonable date will be set for completing the 
audit  financial reconciliation.  A member of the audit committee financial reconciliation committee will 
collect the financial books and records from the outgoing Treasurer.  The PTSA’s minutes, reports and 
membership roster will be collected from the Secretary.  In order to complete the audit financial 
reconciliation in a timely manner, the outgoing Treasurer should make himself themselves available 
during the audit financial reconciliation in case the committee should need his their help in locating or 
deciphering records.  After the annual audit financial reconciliation has been completed, the audit 
financial reconciliation will turn over the financial books and records directly to either the incoming 
President or the incoming Treasurer.  The minutes, reports and membership roster will be turned over 
to either the incoming President or the incoming Secretary.  A copy of the financial reconciliation report 
will be given to the new Treasurer and kept with the financial records for reference for the next financial 
reconciliation committee.  
A representative of the Financial Reconciliation Committee will read aloud the report at the first regular 
meeting of the association of the new fiscal year or at the first meeting after a call for a financial 
reconciliation during a fiscal year.   The President will ask for a motion/vote to approve the report as 
presented.  This is the only financial report that requires a motion for approval of the report and a 
membership vote to accept the report.   
 
Directory 
 
The chairman shall: 
1.  Develop and distribute a Student Directory to the membership targeting November 15 as the 

distribution date. 
2. Solicit advertisements for the directory. 

 
Scholarships 
 
3. Scholarships shall be awarded according the PTA Scholarship guidelines.  **see guidelines under 

Financial Procedures and Notes 
 

Financial Procedures and Notes 
 



The amount carried forward in the PTSA general checking account for the incoming association shall be 
no less than $2,000 + the amount of PTSA Senior Scholarships awarded in current fiscal 
year..  Traditionally (10) scholarships at $500/scholarship for a total of $5,000.  Scholarships are actually 
paid out in the next fiscal year.   
 
A non-check signer will be designated and noted in the minutes to open and review all bank 
statements.  This will be done prior to the new fiscal year.  If statements are in electronic form, 
provisions will be made for the opener to review-eg.  Copies printed.  This fulfills the insurance 
requirement for fraud or embezzlement.   
 
Training Expenditures 
 

5.   Transportation reimbursement will be paid as follows: 
a.  Mileage:  40 per mile Current IRS mileage rates or gas receipts 

 
 

Email Voting 
 
4.  The result of the e-mail vote shall be ratified at the next meeting as to be recorded in the minutes.   

 
 


