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PTA OFFICER ROLES & RESPONSIBILITIES

President Roles & Responsibilities:

Your PTA members look to you for leadership in creating partnerships within your community and
fostering an environment where family engagement is encouraged and respected. Responsibilities
include:

e Chairing board and general meetings

e Overseeing fiscal compliance

e Serving as a liaison with school administration or community partners

e Checking in regularly with officers and committees to ensure the overall plan is on target

e |dentifying challenges and inviting solutions

e Familiarizing yourself with all PTA programs and resources

e Representing PTA to the community

e Recruiting and mentoring volunteers and future leaders

e Volunteering at events, when available

e Great presidents often have leadership, planning and public speaking skills and experience.

A PTA President’s First 30 Days include:

e If your team takes each of the following steps in (roughly) your first month in office, you'll be off
to a fantastic start! These are great things to do during the summer months as you prepare for
the school year.

#1: Gather.

There are several items you'll want to put your hands on right away, to be sure important records aren't
lost in the transition. PTA records and materials belong to the unit, not to any one individual, and all
materials should be passed on to the new leaders. These include:

e Your PTA's Bylaws. You and your board are responsible for following the bylaws, so you need to
know what they say. If they are old and no longer relevant, one of your first moves should be to
establish a bylaws revision committee to start the work necessary to make the document work
for your current PTA. Your State PTA can help.

e PTA Procedure Book or "Board Book". Whether it is an electronic file, a cardboard box full of
papers, or a binder thick with documents, get up to speed on what has happened in the past.

e The most recent audit. You may need to talk to the treasurer about this. If an audit did not
occur after the latest transition of officers, make sure to get one done as soon as possible. You
will want to start fresh with a new set of books, so be sure the previous accounts are "closed" or
"zeroed out" and audited.

e Bank statements and electronic access. Make sure you have the usernames and passwords,
documents, accounts, etc., to access your PTA's financial information.

#2: Listen.
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Before you begin planning, it is important to understand your unique community's strengths and needs.
You will do more of this in the months to come, but for now:

e Convene with the outgoing president and officers. Talk about how you will reach out into your
school and community to understand the priorities for your PTA. What worked last year? What
did not? Who do they see as volunteers to encourage and grow?

e Introduce yourself to the school personnel and administration. Ask about their priorities for the
year and tell them you are interested in helping them achieve their goals. If your PTA is a
community or district-wide PTA, reach out to district and community partners in your area and
offer to work collaboratively.

e Introduce yourself to families and members of your PTA. Ask what they think is working or not
working. It is important for members to see a smooth transition and to feel that new leaders
welcome their questions, ideas, and participation in the year ahead. A great way to start is with
a survey. Every interaction is an opportunity to encourage members to renew and new families
or teachers to join.

#3: Protect.

Take these few, critical steps right away to safeguard your PTA's nonprofit status and protect your unit
from theft, fraud, and liability.

e Your unitis a 501(c)(3) nonprofit (all PTAs are), so ask your outgoing president or treasurer for
the most recent IRS Form 990 filing. For more info, see Your 501(c)(3) Status.

e Change the signatures on your PTA's bank accounts. You will want to be sure previous officers
no longer have access to your financial accounts. A transition letter from the outgoing treasurer
to the bank may be necessary to enact this change.

e Ask your state office if you are required to have insurance and when the payment is due.
Insurance can protect your board members, events, and PTA property.
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Vice-President Roles & Responsibilities:

A vice president may be called upon at any time to assume the role of president, temporarily or until the
position is filled in accordance with your bylaws. Responsibilities include:

e Implementing duties delegated by the president

e Representing the president in his or her absence

e Performing specific duties as provided for in the bylaws

e Familiarizing yourself with all PTA programs and resources

e Preparing for leadership by attending additional training opportunities and events that may be
offered by your council, region, state or National PTA

Great vice presidents often learn or possess leadership, planning and public speaking skills.
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Secretary Roles & Responsibilities:

You will serve your PTA by keeping an accurate record of meetings, which become part of the
permanent history of the PTA. See the “Taking Minutes” section of Running PTA Meetings.

In some PTAs, the secretary also has the responsibility of maintaining all PTA correspondence, including
communications with members and notifications for meetings. Because of this, sometimes this position
is split into two roles: Recording Secretary and Corresponding Secretary.

Great secretaries often have prior volunteer and/or meeting experience and are enthusiastic about PTA.
A PTA Secretary’s responsibilities include:
#1: Gather and Maintain Essential Documentation.

There are several items you'll want to put your hands on right away to be sure important records aren't
lost in the transition. Collaborate with your PTA president and past officers to gather these records. If
any records are missing, contact your State PTA for guidance. Records to gather include:

e Your PTA Bylaws (and any accompanying standing rules) to find important information about
how finances are to be handled and how funds are to be disbursed.

e PTA Procedure Book or "Board Book". Whether it is an electronic file, a cardboard box full of
papers, or a binder thick with documents, get up to speed on what has happened in the past.

#2: Organize and Record Meetings.

Ensure that meetings are efficient by providing written communication with your PTA members and
board. These responsibilities include:

e  Working with the president to create an agenda

e Sending out meeting announcements, agendas and supporting documents

e Taking attendance and checking for quorum (minimum number of members who must be
present to conduct business at a meeting) during voting

e Taking minutes, including counting and recording any votes

e Presenting the draft minutes of the previous meeting, making any corrections and ensuring
approved minutes are included in your PTA's permanent record
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Treasurer Roles & Responsibilities:

Your PTA relies on you to ensure that appropriate financial records are kept, a budget is established and
followed and controls are in place to prevent theft or fraud. Responsibilities include:

e Keeping accurate records and submitting written financial statements for meetings

e Chairing the Budget Committee, which prepares and monitors the annual budget

e Ensuring an audit, financial review or compilation is done in accordance with the bylaws

e Preparing an annual report to be used to review your PTA financial records

e Filing your PTA's 990 report to the IRS on time—if your unit is a 501(c)(3)

e Submitting state-level reports and filings as required

e Overseeing proper handling of money, such as ensuring money is collected, counted, recorded
and deposited promptly and appropriately

e Ensuring financial checks and balances are in place at all times

Great treasurers often have skills or experience with basic financial management. Training and tools are
available from your state PTA and National PTA.

A PTA Treasurer's First 30 Days include:

e If you take each of these steps in (roughly) your first month in office, you'll be off to a fantastic
start!

#1: Gather.

There are several items you'll want to put your hands on right away to be sure important records aren't
lost in the transition. Collaborate with your PTA president and past officers to gather these records. If
any records are missing, contact your State PTA for guidance. Records to gather include:

e Your PTA Bylaws (and any accompanying standing rules) to find important information about
how finances are to be handled and how funds are to be disbursed.

e Current year's budget to guide any immediate expenditures, as well as prior year budgets, to
help you get ready to draft a budget for next year.

e Receipt book to acknowledge money received.

e Checkbook to disburse funds as authorized by the current year's budget and bylaws.

e Treasurer's account book in which to keep the PTA's financial records. If this is an electronic file
or system, schedule time to be trained on how it works.

e |RS tax information, including your unit's IRS determination letter of tax-exempt and/or
application (if you have it), federal employer identification number (EIN), and copies of filed
Form 990 or other required tax forms. You should also have information regarding your state tax
status, including sales tax.

e The most recent audit report and recommendations. If an audit did not occur after the latest
transition of officers, make sure to get one done. You will want to start fresh with a new set of
books. Be sure the previous accounts are "closed" or "zeroed" out and audited.
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e Bank statements and electronic access. Gain access to and then change the usernames and
passwords for all accounts - for many units, this includes both a checking and a savings or
reserve account.

#2: Protect.

Take these few important steps right away to safeguard your PTA's nonprofit status and protect your
local PTA from theft, fraud and liability.

e Make sure IRS Form 990 was filed properly for the most recent year. See Your 501(c)(3) Status
and/or the 501(c)(3) Basics for Local PTAs eLearning Course for more information.

e Change the signatures on your PTA's bank accounts. You will want to be sure previous officers
no longer have access to your accounts. A transition letter from the outgoing treasurer or
president to the bank may be necessary to enact this change. Also, make sure the bank has your
PTA's EIN on file, rather than an individual's social security number.

Ask your state PTA what is required for insurance and when the payment is due. Insurance can protect
your board members, events, and PTA property.

#3: Prepare Your Team.

With your PTA president, set and communicate the fiduciary standards by which your PTA team will be
bound.

e Establish or update procedures for handling money, getting reimbursed, and applying for grants.

e Educate your board about how to read the budget and encourage them to ask good questions.

o Seek other PTA members with experience writing grants, assisting with sponsorship and helping
to raise funds.
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