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National PTA is the largest parent involvement organization in the United States. PTA was created to better the lives of children, and it continues to flourish because we never lose sight of that goal.

PURPOSES OF THE PTA
· 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.

MISSION STATEMENT

The mission of the PTA is three-fold:

· A powerful voice for all children,
· A relevant resource for families and communities, and
· A strong advocate for the education and well-being of every child.
PTA Vision

Making every child's potential a reality.

PTA General Information

Since 1897, PTA has worked to improve the lives of all children.  Since research shows that parent involvement improves student learning, PTA builds bridges between the homes, schools and community, integrating the efforts of parents with those of principals and teachers.  

Why PTA?

· PTAs get results.  More than 85 rigorous research studies conducted over 30 years show that kids do better when parents are involved.  Grades are higher.  Test scores improve.  Attendance increases.
· PTAs keep parents informed.  Involved parents can understand the challenges schools face and become part of the solution.  PTAs support education through active participation and advocacy.
· PTAs improve children’s well-being.  PTAs focus on what students need to be successful in their learning, including proper nutrition and safe, healthy environments.
· PTAs can help schools fulfill parent involvement requirements in the No Child Left Behind Act and Arkansas Act 603 of 2003.  Why?  Because National PTA’s 6 Standards for Family-School Partnerships is the basis for parent involvement in both laws.  Getting involved in PTA is the best way to organize parent involvement.
· PTAs benefit everyone.  Strong schools mean stronger communities.  PTA membership is open to anyone concerned with the education, health and welfare of children.
What’s different about PTA compared with other parent groups?

The PTA difference is the quality of the association, its mission, history, and the national and state network of resources.

Many parent groups are limited to their local resources, and they focus solely on fundraising.  PTA focuses on its mission.  Fundraising in PTA is done to advance this mission.  PTA is not-for-profit, and PTA dues support local, state, and national offices and activities – all of which are dedicated to supporting the goals of PTA members.  PTA offers its units family-, student-, and school-focused programs, bylaws, training, guidance in running a nonprofit organization, and materials to use in their units and schools.
What are PTA dues?

National PTA dues:
$1.75 per member

Arkansas PTA dues:
$1.00 per member

Local Unit dues:
Determined by local membership as stated in Unit Bylaws.

For $2.75 per member, less than the price of most fast food meals, a parent is joining a state and national organization.  With almost 6 million members, PTA is able to speak with a strong voice to those who make decisions that impact our homes, schools and communities.  Valuable resources and training are provided for PTA leaders from the state and national level.                    
PTA Service Mark Information

PTA, Parent Teacher Association, and PTSA, Parent Teacher Student Association, are registered as service marks with the U.S. Patent and Trade Office in Washington D.C. by National PTA.® 

PTA does not contain periods, and there is not a hyphen between parent and teacher in Parent Teacher Association.
NATIONAL PTA

Brief History

The National PTA is the oldest and largest volunteer association working exclusively on behalf 

of all children and youth.  It began on February 17, 1897, when 2,000 women and a handful of men met in Washington, D.C. at the invitation of Alice McLellan Birney, a former journalist, and wife of a prominent Washington lawyer, and her ally, Phoebe Apperson Hearst, widow of a wealthy California senator, mother of William Randolph Hearst, and a founder and supporter of kindergartens in many areas of the nation.

The United States was poised to enter a new, challenging century, one requiring a healthy, productive, literate workforce.  But the plight of many American children clouded the future.  Three-fourths of them dropped out of school before reaching the 5th grade; many were forced to work in mines or factories under dangerous conditions; and vast numbers of children and youth, ill housed, hungry, and poorly educated were barely able to read or write.  Disease, malnutrition, and accidents also took a heavy toll on too many of the nation’s youth.

Those attending that first meeting, among them Mrs. Adlai Stevenson, wife of the vice president of the United States, and the wives of several cabinet members and the postmaster general, feared that the country’s children were at risk and that as a consequence, the country was at risk.  They believed that if the next generation were to be able to assume a constructive role in society in the new century, parents needed to be helped to understand the importance of their role and to develop skills in rearing their children.  They also believed that to ensure the nation’s future, all caring adults needed to mobilize and act on behalf of all children.

The founders established the organization as a nationwide movement and called it the National Congress of Mothers, but almost immediately recognized the need to reach out to everyone if its goals were to be achieved.  Theodore Roosevelt was one of the many men to join, serving on the advisory committee for 19 years before, during, and after his presidency.  After a series of name changes that reflected the widening composition of its membership, the name National Congress of Parents and Teachers was officially adopted in 1924.

Even before the end of 1897, New York became the first of the state congresses that were eventually formed in all 50 states, the District of Columbia, the Virgin Islands, and overseas Department of Defense schools.  These congresses in turn were charged with chartering local units.

Arkansas PTA was organized April 4, 1925 as the 47th state congress with a membership of 3,546.  Mrs. Paul C. Lange served as the first elected President.   The names of some of Arkansas’ most prominent citizens are to be found on the roster of the leaders who have given years of service in guiding the Congress from infancy to maturity.

Since its founding, the National PTA and its state branches, districts, councils, and local PTA units, which constitute its constituent organization, have played an important, often leading role in such efforts as:

· Providing parent education for generations of American parents.

· Increasing parent involvement in education and in their children’s schooling.

· Establishing child labor laws and the juvenile justice system.

· Supporting compulsory public education, including kindergartens.

· Creating a national public health service.

· Developing health, safety, and nutrition programs for children, such as hot lunch programs and alcohol and other drug use prevention projects.

· Promoting education for children with disabilities and other special needs.

· Demanding adequate and equitable funding for public education.

· Assuring that public funds are used only for public schools that are accountable to the taxpayers.

Concerned about the needs of the parents and children forced by law to attend racially segregated schools, National PTA helped Selena Sloan Butler, a teacher and wife of a well-known Atlanta pharmacist, to found the Georgia Congress of Colored Parents and Teachers in 1919, and in 1926 to establish the National Congress of Colored Parents and Teachers (NCCPT).  Until the two associations became one in 1970, they worked closely together and the past presidents of NCCPT are considered presidents of the National PTA.

Since 1909, National PTA has been represented in every White House conference dealing with the various problems faced by children and youths.  It was one of only three educational organizations to be consultants to the U.S. delegation that helped create the United Nations and assisted in framing the first Hoover Report, leading to the creation of the U.S. Department of Health, Education and Welfare.  National PTA was singled out for its “unprecedented participation in the development of preventive measures against paralytic polio and its leadership in achieving record acceptance of the Salk vaccine.”

The millions of members who belong to the National PTA continue to serve and champion American’s children.  They direct their voices and their efforts to become advocates for their own and all other children and to help parents become more actively involved in schools.  They work to assure equity and excellence in education for all children, and to support the public school system, which is vital to our democratic form of government.  


[image: image2]
National PTA Mission
The mission of the PTA is three-fold:

· Support and speak on behalf or children and youth in the schools, in the community and before governmental bodies and other organizations that make decisions affecting children; 

· Assist parents in developing the skills they need to raise and protect their children; and

· Encourage parent and public involvement in the public schools of this nation.

Fulfilling the mission and achieving the National PTA Purposes requires an informed membership, one concerned about issues and conditions affecting the education and general welfare of children and youths and the strengthening of their families.  To accomplish this, the National PTA provides its members with information, publications, and other materials to improve their parenting skills; encourages increased involvement in children’s education and development; creates programs and projects that state and local PTAs can modify to meet local conditions; and provides information about its efforts on behalf of children and youths before governmental bodies, alone or in coalitions with other concerned organizations.

People who join a local PTA automatically become members of their state PTA and the National PTA.  Membership is open to anyone who believes in the National PTA Mission and Objects.  The PTA is committed to the practice of inclusiveness and in its efforts to represent and assist all who nurture and diversity of cultures, races, ethnicities, creeds, and economic and educational status.

Members are the heart of the PTA and determine the course of action of the national association by participating in PTA activities at each level of the organization, sharing information, proposing and adopting resolutions that influence the policies of the National PTA, approving bylaws of each state PTA.

NATIONAL PTA RESOURCES
National PTA provides advocacy support, training opportunities, and resources for its PTA units and members.  These materials are mailed annually to the local unit PTA president prior to the beginning of the school year. To ensure that the materials are sent to the incoming President, PTAs should make sure that the Arkansas PTA office has a list of current officers by June 1 of each year.

Information on annual campaigns are sent to PTA units from National PTA throughout the year.  Each PTA unit receives a subscription to National PTA’s leadership magazine, Our Children, which is issued six times per year.  It is also available on line for any member. 

In addition, National PTA maintains an award-winning website—www.pta.org—as well as a special password protected website designed exclusively for PTA members.  To access the PTA members’ website, look at the back of your PTA membership card to receive your user name and password.

E-letters such as The PTA Parent, Local Leaders’ News and What’s Happening in Washington are available to all members.  E-Courses are also available for training and leadership development.
The $1.75 paid to the National PTA:

· Makes possible the annual national convention—a source of training and inspiration for state and local leaders;

· Publishers National PTA materials such as  Our Children magazine, membership cards, subject-matter pamphlets and promotional leaflets;

· Distributes without charge to all states, under liberal allotment plan, parent-teacher publications and membership cards (this include Our Children, which contains current programs, projects, and frequent messages from the National PTA president);

· Award winning web-site with materials for school parent centers – www.pta.org;

· Sends national officers to the states to give instruction, leadership training, inspiration, and consultant services;

· Maintains the national office in Chicago and a legislative office in Washington, D.C.;

· Opens wide avenues of service to America’s children and youth and;

· Advocates for children in state and national legislatures.

What do the $1.00 Arkansas Dues Provide?

· Arkansas PTA Kit of Tools and various other materials to local PTA presidents as well as to presidents of councils and Arkansas Board of Directors;

· Additional mailings throughout the year;

· Arkansas PTA Office in North Little Rock as a distribution center for state and national materials;

· Arkansas PTA Newsletter, which is sent to all PTA presidents;

· Annual AR PTA convention—another source of training and inspiration for members and leaders;

· Finances the work of the state president, who attends conferences both in and out of the state, representing the Arkansas PTA in working with educational and professional organizations for the welfare of children and youth;

· 25 member board of managers ready to train and service your unit;

· Annual awards for units, councils, Teacher and Administrator of the Year, etc.;

· Special activities such as leadership training, health projects, and various projects for the welfare of children and youth;

· The planning and carrying out of the association’s programs and projects.  These include parent education, legislative positions and other specific program areas assigned to the state chairmen on the Board of Managers;  
· Guidance and assistance with local PTA needs;

· Communication with other local PTAs for networking purposes;

· Advocates for children in state and national legislators and other decision makers;

· Arkansas PTA also has a number of individuals trained to present National PTA’s Building Successful Partnerships workshops.  This program contains the 6 National Standards for Family/School Partnerships that are the basis for the parent involvement segments of the No Child Left Behind Act and Arkansas’ Act 603 of 2003 on Parent Involvement.  These workshops are excellent for Staff Development, PTA meetings or civic organization presentations. 

THE LOCAL PTA
The local Parent Teacher Association is a self-governing unit that plans its programs and activities to meet the needs of children and youth in the community.   The success of the entire movement depends upon the effort made by each local PTA.  The strength and effectiveness of the organization lie in the interest and participation of individual members and in the efforts of informed and dedicated leaders.  Through action at the local level, state and national plans are implemented.

For information on organizing a PTA/PTSA, contact your council or regional vice president or write to Arkansas PTA, P.O. Box 1015, North Little Rock, Arkansas 72115 or call 1-800-PTA-4PTA.

Bylaws
For information and a copy of the suggested local PTA bylaws, contact the Arkansas PTA office.

Structure
The structure and policies of the PTA have been carefully developed to unify and safeguard its local units - not to regiment or restrict them.  There are unlimited opportunities for creative planning and action to fit local needs and interests through programs and projects which are consistent with PTA policies and in harmony with its purposes.

Dues and Membership

The PTA is the largest organization that offers opportunity for membership to all persons concerned with the welfare of children and youth.  Any individual who subscribes to the Purposes and basic policies of the PTA may become a member upon payment of dues.  The membership card shows that the dues paid to the local PTA includes membership in the state and national PTA as well.

The annual individual membership dues include three portions:  national portion, as provided in the national bylaws; state portion, as provided in state bylaws; and the local portion, as provided in local bylaws.  The Arkansas and National PTAs keep their portions of the dues nominal to make membership for all interested individuals possible in each PTA in which they desire membership.

The state and national portions of dues must be collected for each person enrolled as a member.

Honorary National Life Membership may be conferred for distinguished service, for which a fee of one hundred twenty-five dollars ($125.00) shall be paid to the treasurer of the National PTA.

An Arkansas PTA Honorary Life Membership may be conferred for distinguished service, for which a fee of thirty-five dollars ($35.00) shall be paid to the treasurer of the Arkansas PTA.

An Honorary Life Member may become an active member upon payment of dues in a local PTA/PTSA.  Life membership shall be honorary and shall carry neither the right to vote nor to hold office without the payment of annual dues.

Enrollment

At the beginning of the school year, an annual enrollment of members shall be conducted in each local PTA.  Members should be encouraged to enroll during this time.  However, memberships may be accepted at any time.  Dues, accompanied by names of members, shall be sent to the Arkansas PTA Office when enrolled.  A member may enroll in more than one PTA by paying for dues to each local organization.

Payment of Dues
The local treasurer keeps the record of national and state portions of dues separate from the record of the general funds belonging to the local unit.  Local PTA’s national and state portions of dues (plus names of all members enrolled) must be postmarked by November 1 and sent to the Arkansas PTA Office.  Dues enrolled after November 1, shall be sent to the Arkansas PTA on or before March 1.

Membership Cards

The local PTA unit will receive from the Arkansas PTA Office, membership cards equal in number to the membership the preceding year.  Additional cards may be obtained if dues have been paid for the number of cards previously given out.  A list of members’ names must be sent to the Arkansas PTA Office, along with the dues, before the membership cards become valid.  These cards will remain valid until the year indicated on the card and must be presented, with credentials, by members registering as voting delegates at state and national conventions and district meetings.

Membership Lists

PTA membership lists are not to be released to outside interests by National PTA, Arkansas PTA, councils, or local units.

Meetings
Local PTA bylaws designate the months the meetings will be held.  Sufficient monthly meetings (at least 4) should be held in order to meet the needs of the membership, i.e. approving a budget, election of nominating committee, election of officers, annual meeting, adoption of auditing committee report and programs to educate and inform parents.

Officers

Local PTA bylaws provide for the number of officers and state the length of the term of office.  Only persons who have paid membership dues in the local unit may hold office in that unit.

The Board

The composition of the board is determined by the bylaws.  It may include the elected and appointed officers, chairmen of standing committees, and the school principal.  Members of the organization who are not members of the board or committee (and sometimes non-members) may be invited to attend meetings to give a report, but they are not entitled to attend.  Final decisions may be made only on matters which have been delegated to the board.  Such specific power must be granted in the bylaws or standing rules or by vote of the unit.  Other matters may be discussed and recommendations presented to the association for amendment, adoption, or rejection.

Minutes are read or to be distributed to the body creating them.  Minutes of the board are read only to the board unless the association, by vote, orders them read.  A treasurer’s report should be given at every scheduled meeting.

Committees

The number of standing committees necessary to carry on the work of the local PTA will depend on the size of the membership, its program and activities, and the interests of the community.

The newly-elected president calls a meeting of the officers for the purpose of selecting standing committee chairmen.  This group has the advantage of their combined knowledge of the qualifications of the membership.  The chairmen should represent a cross section of the membership.  Committee chairmen should be named as soon as possible after election of officers to permit them to attend Officers’ and Chairmen’s Training and to allow time for planning of the coming year’s work.  Each committee should consist of two or more members chosen according to procedures adopted by the unit.

All activities should fit into at least one category of the Purposes of the PTA (See page 3). Committees do not function as separate groups, but are at all times subject to the direction and control of the association. Chairmen of all standing committees should present plans of work-activities and projects-to the board of the local unit for approval.  It is recommended that they present proposed budgets to the Budget & Finance Committee.

Leadership potential is developed, interest in PTA and parent involvement increased, and the work of the unit expanded if committees are:

· comprised of several members both experienced and inexperienced;

· provided with pertinent materials;

· familiar with PTA purposes and mission;

· trained in their specific responsibilities and

· encouraged to develop a plan of work so that each committee member may participate in PTA activities

Local Unit Resources

Mailings from National PTA will be sent to all local unit presidents including, but not limited to:

· Our Children magazine

· Fundraising Essentials

· Quick Reference Guide for President, Treasurer, Programs and Membership

· Back to School Promotion and Back to School Kit

· National PTA convention promotion

National PTA also offers excellent e-newsletters available to all members including: 

· Local Leaders News

· The PTA Parent

· What’s Happening in Washington

E-Learning courses, leadership bulletin boards, the Great Idea Bank are available on-line to assist your leaders.  Down-loadable materials on a number of subjects are available for your parent center.

Arkansas provides local units with an annual Kit of Tools – the nuts and bolts packet of how to be a successful PTA. Arkansas PTA produces a newsletter on a regular basis.  The newsletter is disseminated free of charge to local unit presidents, council presidents, and the Arkansas PTA Board of Directors. Frequently additional materials are included with the newsletter to local units in the form of a “local unit mailing.” The newsletter serves as a tool to disseminate up-to-date information on issues of importance to Arkansas PTA members, news on upcoming events, valuable tools for parenting and running a more effective PTA and information on programs and resources.

Training local PTA Leaders

Besides the printed and electronic resources provided for local units, PTA leaders can receive training from national and state leaders at:

· National PTA Convention in June

· Arkansas PTA Convention in the Spring

· Arkansas PTA Summer Leadership training in July

· Regional meetings

· Upon request from a local unit, AR PTA provides training at your local PTA

 Officer Selection

Arkansas PTA is often contacted about the process of nominating and electing officers.  The ideal PTA has potential new officer candidates developed from previous service.  The health and vision of the PTA unit depends on good officer selection.  Difficulties and improprieties can be avoided by following your local unit Bylaws and the Arkansas PTA publication Nominating Committee, Elections and Voting Procedures which is included in the unit’s Kit of Tools.

The Nominating Committee

 SEQ CHAPTER \h \r 1Nominating committee members are elected by the membership as stated in your unit Bylaws.  It is essential for committee members to:

· Be chosen carefully to include both experienced, ongoing leadership as well as newer members

· Be elected on merit and ability - not on popularity

· Be aware of the importance of their assignment

· Have knowledge of PTA unit/council goals, purposes and programs

· Have knowledge of potential candidates’ qualifications and abilities

· Be able to give objective consideration to find the best qualified leaders for your PTA

· Have courage to express ideas and to defend one’s convictions

· Use sound judgment and skill in evaluating possible nominees

· Be tactful, have integrity and discretion, and be able to keep all deliberations confidential

· Follow the guidelines in Arkansas PTA’s Nominating Committee, Elections and Voting Procedures publication.

What is the Nominating Committee’s charge?
· Consider the kind of leadership that will best achieve the aims and purposes of your PTA.

· Review the tenure of incumbent officers to determine their eligibility for another term in the same office or in another position.  Try to avoid reshuffling the officers.

· Think carefully about possible candidates: their qualifications, their ability to work well with others, and if they have sufficient time to do the job.

· Nominate one person to serve in an office. 

· Develop a tentative slate of officers.  Unanimous consent of the committee is desirable, but only a majority is needed for someone to be considered a nominee and called for acceptance of the nomination. 

· Keep all deliberations of the nominating committee COMPLETELY CONFIDENTIAL and see that no information on the names of persons considered for office or those who declined to accept nominations are ever made public.  It is unfair to the organization and to the member who accepts the nomination to discover what others received prior consideration.

What is the administrator’s role in selecting new officers for the PTA?

Most principals do not want to give the appearance of “running” their PTA.  The PTA belongs to the membership.  It is very appropriate for principals or their representative to be a participating member of the nominating committee, but as much as possible, the nominating committee should act as a whole.

What if we experience a contested election?
Contested elections should be viewed as a healthy democratic process.  Be proud that the unit has leaders willing and ready to serve.  Advise the leaders to follow the procedures for a contested election in AR PTA’s Nominating Committee, Elections and Voting Procedures publication.

PTA OFFICER DUTIES

PRESIDENT

The president is chosen by the local PTA to direct the affairs of the association in cooperation with the other members of the board for a term of office specified in the local bylaws.  The success of the administration will be measured by the participation and cooperation secured from all involved.
MAJOR DUTIES

I.  As presiding officer


A.  Prepare self for job:

    1.  Be familiar with the work of the organization, local unit bylaws, and the materials available.

    2.  Be familiar enough with parliamentary law to inform the association on proper procedure.


    3.  Be tolerant of the opinions of others, recognizing them as a means of broadening judgment.


B.  Carry out the will of the association.  Leadership is power over problems, not power over people

      Make preparations to meet anticipated problems.
C.  Decide all parliamentary questions.  The decisions, however, are subject to an appeal by any two

     members, the majority vote of the association deciding the question.  The presiding officer may seek

     the opinion of the parliamentarian on any question of parliamentary procedure.

D.  Establish a quorum at each meeting.

E.  Have an agenda with all business outlined in proper order.

F.  Always express appreciation for volunteers and presenters.  Officially greet new members.

II.  As administrative officer


A.  Study bylaws information and material secured from predecessor.

B.  Attend Officers’ and Chairmen’s Training.

C.  Distribute materials to appropriate officers and committee chairmen.

D.  Call upon each chairman to prepare a plan of work based on needs of the school and community.

      These plans should be approved by the board before the first regular association meeting.

E.  Delegate to the vice president(s) certain administrative duties.

F.  Remind treasurer or Budget and Finance chairman to prepare a budget to be approved by the

     Board for presentation to the local association for adoption.

G.  Serve ex-officio on all committees, except the Nominating and Audit Committees.

H.  Appoint members of special committees, if bylaws so provide.

I.   Call for required reports at specified times.

J.  Consult with officers and chairmen before each meeting to see that all details of meeting are ready  

     for presentation.

K.  Attend all meetings called by the council or send duly elected alternate.

L.  Sign all orders and vouchers if specified in bylaws.

M. Request Legislative Action chairman to keep the membership informed on state and federal

     legislation concerned with welfare of children and youths.

N. Keep a procedure book for successor.

SUGGESTED ACTIVITIES

1.  Attend meetings of local school board.

2.  Set up regular conferences with superintendent and/or principal.

3.  Cooperate with other youth-serving organizations in community.

4.  Organize PTA volunteers to help in school where needed and requested.

5.  Be alert to problems and needs of community.

6.  Be ready to speak on behalf of the PTA to administrators, teachers, civic groups, business leaders

     and parents.

7.  Keep informed on legislation.

TREASURER
The treasurer is the authorized custodian of the funds of the association.  He/she receives and disburses all monies indicated in the budget and prescribed in the local bylaws or as authorized by action of the association.  The treasurer should issue a receipt for all monies received.  It is the policy of Arkansas PTA that the local PTAs have the treasurer and all other persons authorized to handle funds of the association covered by a fidelity bond in an amount based upon the unit’s annual income and determined by the board.  The expenses of such insurance should be paid by the PTA unit.

The treasurer should be the chairman of the Budget and Finance Committee.
The bylaws should provide that the treasurer present a financial report at general meetings, board meetings and at other times when requested by the association or board.  This financial report should be referred to the auditor or Audit Committee, who should report to the association at such time as the bylaws require.

Two signatures should be required on all checks.  The treasurer shall be authorized signer on all bank accounts with a minimum of two additional officers authorized to sign.

The treasurer shall make a preliminary annual report to the membership at the annual meeting.  This report will need to be finalized as of the end of the fiscal year and turned over to the audit committee along with the other records for audit.  The incoming treasurer shall present the finalized annual report at the first general meeting of the new year.  The audit committee shall present the audit report at the same meeting.  The annual report and the auditor’s report are filed after the association has formally adopted the auditor’s report.

Local bylaws state the amount of annual dues for membership in the association.  This amount included the local, state and national portions to the state fund, which is entered in the local treasure’s book.  State and national portions of the dues may be forwarded to the Arkansas PTA Office without specific authorization by the association.

MAJOR DUTIES

1. Study carefully all references to duties and finances in the local and state bylaws and in the Arkansas PTA Handbook.

2. Keep an accurate and detailed account of all monies received and disbursed.

3. Keep on permanent file the local unit’s Tax Identification Number assigned by the IRS, and the sales-tax permit assigned by the state comptroller’s office if one has been acquired.

4. Present a financial report at general meetings of the association and board meetings.  This statement should include the following:

· beginning balance

· list of all receipts in detail and total of those receipts

· list of all disbursements, itemized, and total of those disbursements

· ending balance as of the date of the report

The beginning balance of the treasurer’s report should coincide with the ending balance from

the previous meeting.  All accounts, such as savings accounts, special projects accounts and/or certificate of deposit accounts should be reported in the same manner at all meetings.

5. Each fund-raising activity should accurately report the cost for the activity as well as the profit.  Items purchased by the PTA should be documented for cost, ownership, and liability.

6. Receive all monies and deposit them in a timely manner in a bank approved by the board of the association.  This account is in the name of the PTA.  Never deposit monies in a personal bank account or in the school account.

7. The bank statements should be reconciled monthly as soon as they are received.  The back of the bank statement usually has a printed form that can be used in reconciling.

8. Make disbursements as authorized by the association in accordance with the budget adopted by the association.  All bills must be paid by check, never cash.  Checks can not be written unless sufficient funds remain in the budget category to cover the expenditure.  If not, a budget amendment must be passed by the general membership prior to issuing the check.

9. The state and national portions of dues do not belong to the unit and are never recorded as part of the local unit income.  Arkansas and National PTA dues must be collected for each person joining the local units (Arkansas PTA Life Members are exempt from the state dues portion for one local unit).

10. The treasurer and the Membership chairman should work together to forward the Arkansas PTA and national portions of the dues to the Arkansas PTA Office on a regular basis.  PTA

members are not considered “members in good standing” of their units until their names and the Arkansas PTA and national portions of their dues have been forwarded and recorded in the Arkansas PTA Office.

11. The treasurer submits to the Audit Committee the previous audit report and copies of the current year’s budget adopted by the association with the approval date.  If the budget has been amended at any time during the year, also include copies of the amended budgets with the date of the amendment.  Also include copies of all financial statements, the check book, bank statements with canceled checks, deposit slips, vouchers/receipts for checks and the ledger showing a running total of the transactions in each budget category.  Upon completion of the audit, the committee will forward these items to the new treasurer.

12. It is the responsibility of the outgoing treasurer to file the 990(EZ) in a timely manner.  If authorized in the budget, a professional may be retained to prepare the 990(EZ) for the association.

13. Since most PTAs file sales tax returns on an annual basis that overlaps two administrations the outgoing treasurer must leave a detailed report of all fund raisers conducted from January 1 to end of the fiscal year listing all sales, taxable sales, and tax collected in order for the incoming treasurer to knowledgeably complete the sales tax return for the calendar year the following January.

FREQUENTLY ASKED FINANCIAL QUESTIONS
1. When do I have to collect sales tax?

The general rule is:

Sales tax is collected on any tangible item sold.  This would include, but is not limited to, T-shirts, school supplies, gift items and books at book fairs.  It does not include food items, admission fees, when all of the proceeds go to PTA, or any writings or publications such as cookbooks or student directories of the PTA.

2. When is an audit required?

An audit is required at the end of each fiscal year or any time authorized check signers change.  Additionally, an audit can be conducted at any time the association feels one is needed.

3. When does the new treasurer take over the books?

Officers should assume their official duties following the close of the school year and shall serve a term of one year or until their successors are elected.  Procedure books and materials must be given to newly elected officers no later than 15 days after they assume their duties.  Treasurers should receive books directly from the audit committee upon completion of the audit.

4. When do I have to file a Form 990(EZ)?

If you gross receipts average $25,000 or more per year based upon a 3 year average, you are required to file a Form 990(EZ) within 4½ months after the end of your fiscal year.

5. Can we have a fund-raiser to raise money for a student who needs an operation?

No.  Funds cannot be raised through the PTA for an individual, no matter how worthy the cause.

6. If we make no profit on our school supplies, do we have to collect and pay sales tax?

Yes, profit is not a factor in determining what items you must collect sales tax on. 

7. How much money can we carry over to next year?

There is no established minimum or maximum amount.  It will vary from PTA to PTA based upon when each holds its fund-raisers.  If you have no fund-raiser until spring, you will need to carry over more than if your major fund-raisers are in the early fall.  However, a PTA should not raise more funds than is necessary to carry out its tax-exempt function.  National PTA encourages one fund-raiser to every 3 PTA programs or projects.
8. A local business wants to make a contribution to our PTA but needs proof of our tax exempt status.  What do I give him?

Give them a copy of your IRS determination letter.  

LIABILITY INSURANCE COVERAGE

Operating a PTA unit is much like running a small business.  Businesses need insurance to protect their investment; the same is true for PTA units.  Having insurance protection makes good business sense, especially when the cost is small for the peace of mind of knowing you are protected.  

To be a unit in good standing, Arkansas PTA requires units to obtain adequate insurance protection against liability and financial loss due to fraud, embezzlement, or dishonest acts – Fidelity Bonding.
In this regard, the Arkansas PTA negotiated a group discount with Association Insurance Management (AIM) (1-800-876-4044) so PTA units could obtain insurance coverage at affordable prices.  Similar coverage may be obtained from any insurance company, locally, or otherwise.

AIM Insurance offers four coverages listed below which all run from October 1 to October 1.  You may sign up for any one and/or all of these coverages at any time during the year.  To ensure your members are covered for the full year, request a current application from the Arkansas PTA Office, and complete and return as soon as possible.  The requested information will contain the liability limits, deductibles, and fees for all coverages.

Protection for the people who work the hardest for our organization is what your insurance programs do for all of your members, volunteers, and officers.  One of the benefits of being a part of the Arkansas PTA is being able to obtain comprehensive insurance at a low cost.  It is recommended that you review the following policies and consider them for your local unit.  Recommended insurance programs include the following:

General Liability Coverage

· $1,000,000 liability coverage per occurrence

· $5.000 per person medical payment

PTA units should consider General Liability coverage when there are projects or activities that may result in potential hazard for PTA members, school children or other third parties.  General Liability coverage extends to all “normal” activities for your local PTA.  This includes bazaars, carnivals, movies, dinners, dances, open houses, meetings, after-prom parties, parades, skating parties, and more. 

Local PTA members, volunteers and employees are covered against liability claims in all these ways:

· “Third Party” bodily injury and property damage, including legal costs.

· Premise and operations protection from hazards to the general public on and off school property.

· Products/completed operations protection from accidents or injury resulting from goods made by PTA members for PTA purposes, or projects, and activities run by the PTA.

· Personal injury liability against loss from actual or alleged libel, slander, false arrest, or wrongful eviction.

Plus, you get $5,000 per person medical payment for accidents resulting in bodily injury.

Your coverage is good for any occurrence during the coverage period, no matter when the claim is filed.

Association Professional Liability Coverage

· $1,000,000 liability coverage per occurrence

· $1.500 per person medical payment

This coverage protects the assets of the PTA and the personal assets of its directors and officers.  It picks up where the General Liability leaves off.  If a member or outsider files suit alleging negligent acts, errors or omissions occurring in the management or operations of the local PTA, there’s coverage.  Some examples are:

· Mismanagement of the PTA according to the Bylaws

· Failure to obtain competitive bids

· Misrepresentation

· Dissemination of false and misleading information

· Activities that are detrimental to the community

Coverage includes legal expenses, as well as settlement costs up to the policy limit.  Coverage is written on a “claims made” form, which means that claims must be filed during the policy period to be covered.
Fidelity Bond Coverage

· Coverage available $10,000, $25,000 and $50,000

· $250 deductible

The voting body of the Arkansas PTA determined in 2006 that it was in the best interest of the PTA to have the treasurer and all other persons authorized to handle money covered by a Fidelity Bond.  A bond covers losses sustained by a PTA unit through any fraudulent or dishonest act(s) or embezzlement (robbery or theft or accidental loss by outside parties is not covered) committed by any of the elected officers, members, volunteers, or employees.  If funds are absconded the PTA is covered for the loss.  The amount of coverage should be determined by taking the average of the association’s gross receipts for the last three (3) years.  If a three year average cannot be determined, last year’s receipts should be sufficient.  In the case of a new PTA with no historical data, an estimate of the anticipated receipts will suffice.

The PTA must meet two simple requirements:

· An annual audit of the books must be performed by an Audit Committee or qualified accountant.

· All checks must be signed by two persons or a monthly bank reconciliation must be done by someone other than the individual authorized to sign the checks.

Both of these requirements are PTA policies and should be done anyway.  If however these requirements are not being met you will negate your coverage even though you have paid the premium.  Make sure these requirements are met!  You work very hard to raise your funds.  Why risk them?  Coverage is inexpensive and your claims will be honored promptly.

Property Coverage

$10,000 Property Insurance Limit

$50 deductible

If your PTA owns personal property or has care, custody or control of other people’s property, then this coverage will protect that property against damage or loss.  Examples of property that would be covered include:

Tables, Chairs

Popcorn Machine

Microphones

Fund-raising Merchandise
Whether your property or someone else’s property is damaged as the result of an accident, or you have to claim a complete loss as the result of a theft or natural hazard, you will have complete repair/replacement cost up to$10,000 per occurrence.  Like the general liability insurance, this is an occurrence form policy.  This means your coverage is good for any occurrence during the coverage period, no matter when the claim is filed. 

BASIC POLICIES
The “Basic Policies” outlined in the PTA bylaws govern the activities of all PTAs.  These policies ensure a unity of purpose through the members’ commitment to the Purposes and help protect the association and its members from exploitation.  

a. The organization shall be noncommercial, nonsectarian, and nonpartisan.

b. The name of the organization or the names of any members in their official capacities shall not be used to endorse or promote a commercial concern or in connection with any partisan interest or for any purpose not appropriately related to the promotion of the Objects of the organization.

c. The organization shall not (directly or indirectly) participate or intervene (in any way, including the publishing or distributing of statements) in any political campaign on behalf of, or in opposition to, any candidate for public office; or devote more than an insubstantial part of its funds to attempting to influence legislation by propaganda or otherwise.

d. The organization shall work with the schools to provide quality education for all children and youth, and shall seek to participate in the decision-making process establishing school policy, recognizing that the legal responsibility to make decisions has been delegated by the people to boards of education.

e. The organization shall not enter into membership with other organizations except such international or national organizations as may be approved by the National PTA Board of Directors.  Arkansas PTA or any of its divisions may cooperate with other organizations and agencies concerned with child welfare, but a PTA/PTSA representative shall make no commitments that bind the group he represents.

f. No part of the net earnings of the association shall come to the benefit of, or be distributable to, its members, directors, trustees, officers, or other private persons except that the organization shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purpose.

g. Notwithstanding any other provision of the bylaws, the organization shall not carry on any other activities not permitted to be carried on (i) by an organization exempt from Federal Income Tax under Section 501(c)(3) of the Internal Revenue Code, or (ii) by an organization, contributions to which are deductible under Section 170(c)(2) of the Internal Revenue Code.

h. Upon the dissolution of the organization, after paying or adequately providing for the debts and obligations of the organization, the remaining assets shall be distributed to one or more nonprofit funds, foundations, or organizations which have established their tax-exempt status under section 501(c)(3) of the Internal Revenue Code.  See PTA Bylaws Article III (h).

The bylaws of all constituent organizations shall prohibit voting by proxy (unless proxy voting is specified by applicable state law).
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