Lakeland Elementary PTA Standing Rules
Revised January 2009
I. Name

The name of this unit shall be Lakeland Elementary PTA 9.4.27.
II. Purpose

A. To promote the welfare of children and youth in home, school, community, and place of worship.
B. To raise the standards of home life. 
C. To bring into closer relation, the home and the school, that parents and teachers may cooperate intelligently in the education of children and youth. 
D. 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. 
III. Legal Documentation

A. Incorporation Status

Lakeland PTA was incorporated in the state of Washington March 31, 1986. The treasurer shall file the Non-Profit Corporation Annual Renewal form and the fee with the Office of the State as required each year. Failure to do so results in the loss of non-profit corporation status. The registered agent for this corporation is the Washington State PTA. 

B. Employer Identification Number

This unit was recognized by the IRS as a nonprofit tax-exempt organization on                                 January 11, 1988 under section 501 (c) (4). 

C. Charitable Solicitations
This PTA is registered under the Charitable Solicitations Act, Registration Number 2608. The Treasurer is Responsible for filing the Annual registration (must be filed by May 31 as to avoid penalties). 

D. Documents
This unit shall keep at least (3) copies of each of its legal documents in three (3) separate locations; the original with the treasurer, one with the secretary and one with the President. 
IV. Year


The calendar year of this organization is July 1 to June 30.

V. Membership and Dues

A. The dues of this unit shall be the sum of State PTA plus the sum of the council dues, plus additional monies set by the executive committee. Recommendation will be given by the Budget Committee, but is subject to approval and finalization by the PTA executive committee. 
B. The students of Lakeland Elementary shall be considered honorary members of this unit without voice, vote or privilege of holding office.
VI. Officers

A. The elected officers of this unit shall be: President, Co-President, Vice​ President, Co- Vice-President, Secretary, Co-Secretary, Treasurer, Co-​Treasurer. These elected officers shall constitute the Executive Committee. 
B. Officers shall be elected no later than April 30th at a general membership meeting, to serve for a term of one year. No person shall serve in the same office for more than two consecutive terms. Officers shall assume office on July 1st.
C.  A quorum being present, a majority of all votes, is necessary to elect.
D. The nominating committee shall be elected at a general membership meeting no later than January 30, according to the state bylaws. 
E. The Board of Directors shall consist of the elected officers, standing Committee chairs, and the principal. 
F. Any elected position may be held jointly by two (2) people. Each Co-​Position holder shall be entitled to voice and vote at a board of directors' meeting. 

VII. Duties of Officers 

A. The responsibilities of the officers shall be the same as in Article VII of the State Bylaws. 
B. The Executive Committee shall select members of the Board of Directors for a term of one (1) year. 
C. Review the Standing Rules annually. 
D. Refer recommendations to the Board of Directors and/or general membership for action. 
PRESIDENT 

The President Shall: 
1) Preside at all meetings.
2) Make appointments to positions and committees as designated in the standing rules, with approval of the executive committee, for a term of one year. Committees include; Assemblies, Book Fair, Fundraising, Holiday Shop, Yearbook, Teachers Appreciation, Family Nights, Box Tops, etc.
3) Be an ex-officio member of all committees except the nominating committee. 
4) Disseminate and communicate all information received pertinent to PTA/PTSA programs. 
5) Perform all duties pertaining to the office such as specified in these Standing Rules and the Uniform Bylaws. 
6) Send to the WSPTA office the names and addresses of the newly elected officers for the upcoming year no later than May 1. 
7) Participate in the election of the region director. 
8) Assure local unit representation at council meetings. 
VICE-PRESIDENT 

The Vice-President Shall: 
1) Perform the duties of the President in the absence or inability of that officer to serve, and shall assist the President when called upon. In the case of a vacancy in the office of the President, the first Vice-President shall temporarily assume the duties until the vacancy is filled. 
SECRETARY 

The Secretary Shall: 
1) Keep accurate records of all meetings. 
2) Notify the President of any unfinished business. 
3) Be responsible for correspondence as designated by the President. 
4) Maintain a complete roster of all members.
5) Perform such other duties as provided for in the bylaws. 
TREASURER 

The Treasurer Shall: 
1) Serve as chairman of the budget committee; present the budget to the Membership; keep accurate records at all times; receive, issue receipts, and deposit promptly in an authorized account all monies and disburse same according to the approved yearly budget. 
2) Identify Responsibility for Filing IRS Form 990 or 990EZ. The current treasurer is responsible for filing IRS Form 990 or Form 990EZ prior to November 15th (if required) and showing a copy to the board by November 1st. 
3) Present a written financial statement at each regular meeting and such other times as required by the President; provide all financial records if requested by the President or board of directors' members; close the books on June 30 and submit the books and records for audit to a qualified accountant or an auditing committee of no fewer than three (3) members appointed by the President. The audit committee shall not include the people who were authorized to sign on the bank account for the period being audited. 
VIII. Committees

A. The Board of Directors of this unit may include:

1. Legislative Chair 
The Legislative Chair Shall: 
a) Keep general Membership abreast of the Legislative Agenda of the State PTA. 
2. Membership Chair 
The Membership Chair Shall: 
a) Prepare a membership campaign. 
b) Receive Membership Dues; process dues; input members into state PTA website; make membership cards. 
c) Maintain a current membership report. 
d) Give 3 copies of membership dues to Treasurer for Payment when due. 
3. Newsletter Chair 
The Newsletter Chair shall: 
a) Prepare monthly newsletter as needed.

4. Volunteer Coordinator 


The Volunteer Coordinator shall: 
a) Call upon members and parents/guardians to help with committees/functions as needed. 

B.  Ad hoc Committees (Special Committees) may include:

1. Art Docent 

2. Hospitality

3. Safety 

4. Awards/Recognition/Golden Acorn 

5. Clothing Bank/Lost and Found 

6. Sunshine 

7. Literacy Night 

8. Fall Fundraiser 

9. Spring Fundraiser 



(It is the responsibility of the Fall and Spring Fundraising Chair to come before 


the general membership with 3 fundraising choices. A general membership 


vote will be cast with majority ruling.) 

10. Workroom 

11. Skating Parties 

12. Reflections 

13. Field Day 

14. Santa Breakfast 

15. Carnival 

16. Family Movie Night 

17. Popcorn

18. Fall Bazaar

19. Spring Bazaar 

20. Other Committees as required 
C. Committee Chairs shall submit a report 1 month prior to event outlining their plans. Such plans must be approved by the Board of Directors, and the decision will be announced at the next general meeting. 
D. No BINDING CONTRACT is to be signed by a PTA member/ Committee Chair without written approval by the Executive Board and/or the General Membership. 
E. All committee chairs shall be current PTA members of this association. 

F. An office of chairmanship shall be declared vacant if that person has missed three consecutive meetings, unless excused by the President.

IX. Code of Conduct and Ethics Requirements

ALL volunteers, whether a paid PTA member or not, who are volunteering for a PTA 
sponsored event are REQUIRED by PTA to conduct themselves in a professional 
manner. No public displays of disrespect or disagreement will be tolerated by PTA. If 
you have a concern, or see something you deem inappropriate, you may then voice your 
concern in writing via a PTA complaint form, and given to the PTA Executive Board. 
After review by the Executive Board, appropriate action will be taken. PTA has a NO 
TOLERANCE POLICY for this kind of public behavior. All members and volunteers are 
to represent PTA and Lakeland Elementary in a courteous and professional manner. The 
PTA does not discriminate against or exclude anyone from participating in any program 
or services on the basis of race, color, national origin, sex, or religion.
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X. Meetings
A. General membership meetings of this unit shall be held on the second Tuesday of the months that school is in session as needed to conduct official business of the PT A. If school is not in session on the second Tuesday, the meeting will be held on the third Tuesday. Meetings may be cancelled at the discretion of the Executive Board. 

B. Meetings of the Board of Directors of this unit will be held during the week prior to the general meeting. 
C. Parliamentary authority shall be Roberts Rules of Order Newly Revised. 

D. A quorum shall be defined as 10 members. A quorum must be present at all General membership meetings before business is conducted. 

XI. Budget, Finance and Record 

A. A budget shall be prepared according to guidelines published in Money Matters, a financial handbook published by the Washington State PTA. It shall be Presented to the Board of Directors for review, then submitted to the general Membership for approval no later than the May meeting. 

B. All officers and chairs shall be given an itemized statement (on the Check Request Forms) to the treasurer, together with a receipt for any expenditure allowed in the Budget. 

C. The President shall appoint an audit committee consisting of three people. The Committee may not include the outgoing President, treasurer, or any person authorized to sign on the bank account for the period being audited. 

D. Each member of the executive committee and each committee and chair shall keep a notebook of activities, accumulated material and recommendations pertaining to the office or chairmanship. This notebook shall be turned over to one's successor Or the President by the last day of school. These notebooks must be turned over to the President within two weeks after the event has ended.
E. Adequate insurance measures shall be taken by PTA to assure safety. PTA activities will meet minimum school rules and expectations. Individual Committees will establish further rules if necessary. 

F. All reimbursement requests shall include a receipt and shall be submitted to the Treasurer within 60 days of purchase. All requests for reimbursement must be received on or before the last day of school for the current school year. 
G. Should the PTA receive an NSF check, a $5.00 service fee will be charged in Addition to any bank penalties the PTA may accrue. If the NSF check or checks are not paid for by June 15, then the PTA will not accept any checks from this Individual in the future. 
XII. Delegates

A. Council 

Voting delegates to the Federal Way PTA council shall be the President(s), and three 
authorized delegates appointed by the executive committee. 
B. State Convention 

Voting delegates to the State PTA Convention shall be the elected officers or as 
appointed by the Board of Directors. 
C. Legislative Assembly 

Voting delegates to the Legislative Assembly shall be the legislative chair, unless 
otherwise designated by the Board of Directors. 
XIII. Awards

A. Golden Acorn - When the Golden Acorn Award is given, Lakeland Elementary PTA shall contribute to the Washington State Financial Grant Program in the Name of the recipient. 
B. Lakeland PTA shall purchase a Golden Acorn pin to be awarded in the spring at The Volunteer Appreciation Event. The recipient's name shall be added to the Golden Acorn Plaque. 
C. The recipient of this award shall be selected from nominations submitted by the Membership to the Golden Acorn Committee. The committee shall consist of a Chair, appointed by the President, and at least two other PTA members. A list of Nominations shall be maintained by the President in a confidential manner for five years. 
XIV. Amendments

A. The standing rules shall be adopted each year no later than October 31 by a majority vote of the members present. Prior notice shall be given to the general membership. 
B. The standing rules may be amended at any regular general membership meeting by a two-thirds vote of the members present, or if previous notice is given, by a majority vote of members present.
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