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President 
Time Commitment: 20 hours per week

Duties (representative, not inclusive)
· Be a member of the PTA/PTSA unit. 

· Act as the presiding officer and the official representative of the unit.

· Be familiar with National and State PTAs goals and purposes, set realistic goals for the unit and prioritize programs.

· Attend school district, school Board, 4th District and Council meetings, training and workshops.

· Attend California State PTA Convention and Convention Orientation meetings. 

· Confer with Executive Board and/or committee Chairmen on a regular basis to ensure progress toward unit goals. 

· Oversee all budget issues with the Treasurer. 

· Approve all written materials produced by unit.  

· Perform such other duties as may be prescribed in the unit bylaws.

Prior to taking office

· After annual election, confer with Board-elect to ratify plans for the coming year.  

· Conduct a brainstorming meeting with Board-elect to set realistic goals and prioritize programs for the coming year. 

· Evaluate current Executive Board positions and recruit for open positions as necessary.

· Share job descriptions and by-laws with Board-elect and committee chairs.  

Executive Vice President 
Time Commitment: 10-20 hours per week

· Be a member of the PTA/PTSA unit. 

· Perform the duties of the president in the absence or disability of that officer at any and all school district, school Board, 4th District or Council meetings. 

· Be familiar with National, State, Council and unit PTA goals and purposes.

· Serve as the primary aide to the president.  

· Perform such other duties as may be prescribed in the bylaws

· Be willing to accept a nomination to the office of president at the end of the current president’s term.  

Recording Secretary 
Time Commitment: 1-5 hours per week
· Be a member of the PTA/PTSA unit. 

· Be responsible for all records, documents and papers of the unit. 

· Assist the President in preparation of the agenda.  

· Prepare minutes and make corrections, if necessary, of all Executive Board and Council meetings.

· Prepare a report of the Executive Board meeting for each General Association meeting and move adoption of Executive Board recommendations.  

· Be prepared to help count a rising vote when requested and have blank paper available for voting by ballot. 

· Attend Council and 4th district training and workshops for Secretaries.

Treasurer 
Time Commitment: 5-10 hours per week
· Be a member of the PTA/PTSA unit. 

· Chair the budget committee and prepare the budget for adoption by the Association. 

· Keep permanent financial accounting records receipts, disbursements and expenditures of the unit.

· Receive receipts of deposits from the financial secretary.  

· Pay bills authorized by the Executive Board or the unit.  

· Prepare and present a Treasurer’s Report at every Executive Board and Association meeting.  

· Prepare and forward all forms required by California State PTA for insurance and filing all tax returns. 

· Make an Annual Financial Report to the Association.  

· Attend Council and district training and workshops for Treasurers.

Financial Secretary 
Time Commitment: 5 hours per week
· Be a member of the PTA/PTSA unit. 

· Keep an accurate record of all receipts and payment authorizations for the treasurer’s financial records.  

· Give receipts for all monies received by the unit, deposit funds in the PTA bank account immediately, and report all deposits to the treasurer immediately. 

· Prepare all payment authorizations as approved by the Executive Board or the unit and forward to the president and recording secretary for signature.

· Prepare and present a Financial Secretary’s Report at Association and Executive Board meetings and at other times when requested.  

· Attend Council and district training and workshops.  

· Perform such other duties as may be delegated by the president or treasurer.

Auditor 
Time Commitment: 10-20 hours per year
· Be a member of the PTA/PTSA unit. 

· Conduct a semiannual audit of the financial books and records of the financial officers of the unit.

· Prepare and present the audit report to the Executive Board and Association. 

· Attend Council and district training and workshops.  

Historian 
Time Commitment: 1-5 hours per month
· Be a member of the PTA/PTSA unit. 

· Assemble and preserve an account of the unit’s activities, achievements and volunteer hours during the year.

· Present a summary of the year’s history at a meeting near the end of the year and create a scrapbook of mementos, photos, press clippings.  

· Assist the president in preparing the Annual Report. 

· Collaborate with the Founders Day Chairman or Committee to promote and share the history of PTA. 

· Attend Council and district training and workshops. 

Positions appointed by President

Corresponding Secretary 
Time Commitment: 1-5 hours per week
· Be a member of the PTA/PTAS unit. 

· Send notices of meetings to Executive Board members and Association members. 

· Read incoming correspondence to unit at Executive Board and Association meetings.  

· Prepare outgoing correspondence as directed by the President.

· Keep files of all letters received and copies of replies written for the Historian’s book. 

Parliamentarian 
Time Commitment: 10 hours per month
· Be a member of the PTA/PTSA unit. 

· Be familiar with the bylaws and standing rules of the unit by thoroughly reviewing at the beginning of the term.

· Attend all meetings of the Executive Board and unit and provide parliamentary procedures when required.  

· Assist the president in keeping track of the order of the meeting, motions, votes, and etc. 

· Provide copies of the bylaws to all Executive Board members in the beginning of the year. 

· Call the first meeting of the Nominating Committee and give procedure instructions. 

· Chair the Bylaws Committee and ensure the latest version of the bylaws is used 

· Verify the Council and 4th district have current copies of the unit members’ bylaws.  

· Attend Council and district training and workshops on Parliamentary procedure.  

PTA/PTSA Nominating Committee Interest Form

Name:
________________________________________________________________________________

Address: 
________________________________________________________________________________

School(s): _______________________________________________________________________________
Home Phone:  ______________

Cell Phone:  ______________

Email:  ______________

Previous PTA/PTSA experience (committee members, committee chairs, elected or appointed offices):

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Other Work Experience (For profit and/or Non-Profit):

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

· Yes! I am interested in serving on the 2008-2009 PTA/PTSA Executive Board!

	□     President
	□    Executive Vice President
	□     Vice President of __________

	□     Recording Secretary
	□    Treasurer
	□     Financial Secretary

	□     Auditor
	□    Historian
	□     Corresponding Secretary

	□     Parliamentarian
	□    Other: 
	



Check all that apply.

Return to [ xxxx ] by [insert deadline date]

For more information please contact [nominating committee chair name and phone here]

A Program of the [Insert Unit name]./Not Printed at CUSD Expense.


