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I.
Guidelines


A.
Standing Rules are rules that relate to the details of the administration of the Independence Elementary PTA (hereinafter referred to as the “PTA”) rather than to the parliamentary procedure and should not be in conflict with the PTA’s Bylaws on file with the Texas PTA.


B.
Standing Rules can be adopted as needs arise.  Standing Rules are adopted, as any ordinary motion, without any previous notice given, and by a majority vote at a general membership meeting. After adoption, Standing Rules must be submitted to the Texas PTA Office for approval.


C.
Standing Rules may be amended by a two-thirds vote without any previous notice or by a majority vote with previous notice. 


D.
A Standing Rule may be suspended for the duration of the current session by a majority vote provided the proposal is not in conflict with the Bylaws.


II.
Meetings


A.
PTA Executive Board Meetings will be held on the second Tuesday of the month.   If a change in the regular meeting date is required, five (5) days notice will be given to all Executive Board members.


B.
PTA General Membership Meetings will be held on the second Tuesday of the month.  If a change in the regular meeting date is required, five (5) days notice will be given to all General Members.


C.
The President will appoint a committee at the May Executive Board Meeting to approve the minutes of the May Executive Board Meeting.


D.
The President will appoint a committee at the May General Membership Meeting to approve the minutes of the May General Membership Meeting.


E.
Excused absences from attending an Executive Board meeting by a chairman or officer may be allowed with appropriate justification as determined by the Executive Board members present.


F.
Executive Board Members will be considerate and courteous to others.  Side conversations will be held to a bare minimum, if at all.  Please reference the Conflict of Interest Policy located in the Bylaws.

G.
Business discussed at Executive Board Meetings can be confidential in nature and should not be discussed with anyone other than another Executive Board member.


H.
PTA Executive Board will allow email voting on follow up items to act as approval of same.  Emails votes will be sent to the Secretary and tallied by the Secretary.  Such email votes will be printed out and maintained in the Secretary’s Book with such vote. 

III.
Training, Conventions, and Officer Expenditures


A.
The PTA shall pay the expenses for newly elected officers to attend local council or area training sessions.


B.
The PTA shall pay the expenses for newly elected officers to attend the Texas PTA Summer Leadership Seminar and Texas PTA State Convention in the following order, as funds allow:



a.
President;



b.
First Vice President;



c.
Second Vice President;



d.
Secretary;



e.
Treasurer;



f.
Historian;



g.
Parliamentarian;



h.
Any appointed chairman

i.
Any standing committee chairman; and



j.
Any special committee chairman.


C.
If funds permit, after expenses have been allocated for Texas PTA Summer Leadership Seminar and Texas PTA State Convention, the PTA will pay the expenses of a representative(s) to the National PTA Convention in the same order outlined in paragraph 2 above.  If funds are not available, Executive Board members may choose to attend the National PTA Convention at their own expense, and request reimbursement in accordance with paragraph D below should funds become available during the current school term.


D.
Expenses to be paid and/or reimbursed will be limited to the following:



a.
Registration fee;



b.
Housing fee, except for any Hotel Occupancy Tax;



c.
Parking fee;



d.
Mileage at the rate outlined in current IRS Guidelines for one vehicle per four members in attendance;



e.
Meals --- not to exceed $30 per person per day; and



f.
Airfare for the National PTA Convention only and only if purchased at least 14 days in advance.


E.
If funds permit PTA will pay the expenses for the Executive Board to attend the Texas PTA Leader Orientation course.


F.
PTA will purchase a past president’s pin for the retiring president.


G.
PTA will purchase tickets for the Council Founder’s Day function for the following:



a.
President;



b.
Vice Presidents;



c.
Current year’s life membership recipients and one guest; and



d.
Principal


H.  PTA will purchase and/or reimburse for manuals and/or training materials purchased for the Executive Board for the school year.

IV.
Financial Procedures


A.
The President, First Vice President, Second Vice President and Treasurer will be authorized to sign checks on behalf of the PTA.  In keeping with the Texas PTA regulation, there must always be 2 signers on EVERY check.

B.
No signor will be authorized to approve or sign a check that is being issued to him/her.  

C.
PTA will not reimburse sales tax for any purchase made after September 1, 2007.  Tax Exempt Status should be utilized by all members on PTA purchases.


D.
The President will appoint an officer, with Executive Board approval, other than the signors on the PTA bank account will receive all incoming financial correspondence related to the PTA accounts and provide first review and verification of same.  If at anytime there is a discrepancy, the President will immediately appoint an audit committee with the approval of the Executive Board to review same.


E.
Individuals who tender checks with insufficient funds will be responsible for all charges incurred by the PTA in collection of all funds relating to the NSF check.  The Treasurer will make reasonable attempts to collect any monies from a person who has written an NSF check to the PTA.


F.
All contracts must be approved by the Executive Board.  The President will be responsible for executing all contracts for the PTA.  The contract must not exceed one year in length.

G.
Treasurer will be responsible for mailing payments and applicable back up paperwork to Vendors, the State of Texas, and other payees as detailed on Reimbursement/Payment Vouchers submitted by the Executive Board within 10 business days of approval of same.


H.
PTA will not make monetary cash donations to the School or any other party without a signed Letter Agreement/Contract detailing what the donation will be used for and by when.   The School should be responsible for the installation, repair, liability, and upkeep of any item purchased with a donation from the PTA.  


I.
PTA will not purchase property (i.e., playground equipment, office equipment, furniture, etc.) for the benefit of the School.  If such a purchase is desired, PTA can make a monetary cash donation as outlined in paragraph H above.


J.
A list of all donations to the School will be kept in the Secretary’s book and with the Treasurer’s Annual Report.


K.
No check will be made out to “Cash”.  If startup money is needed for an event, the check will be written to a person after a Reimbursement/Payment Voucher has been submitted.  Such funds will be reimbursed by the requestor at the end of the event and no later than five (5) days after the event.


L.
The PTA will leave a sum no less than $1500 in the checking account to start the next year’s work.  As available, the PTA will establish an emergency reserve up to $5,000.
V.
Bonding and Insurance


A.
The following insurance will be purchased annually by the PTA:



1.  
General liability insurance;



2.
Fidelity Bond insurance for all persons on signature card at bank;



3.
Property insurance (if applicable); and



4.
Officers’ liability insurance.

VI.
Newsletter


A.
A monthly newsletter will be distributed to the school population each school year.  The editor will set deadlines and printing schedules.  


B.
PTA information has priority in the newsletter, but other groups may submit items on school-related topics, which will be printed if space is available and approval is obtained from the President and Principal.  The editor has the right to edit articles for length and content.


C.
Space will be made available for the Principal to include a message if so requested.

VII.
Condolences and Memorials


A.
The Benevolence Committee, consisting of the President, Hospitality Chairman, and one general member not serving on the Executive Board, will make all decisions concerning condolences and memorials.

B.
The general member will be appointed by the President with the approval of the Executive Board.


C.
Memorials will not exceed $25.

VIII. Appointed Chairman
A. A Chair is defined as a position that is responsible for a budget line item.  These positions may or may not have a standing committee that reports to them.  The Chairman are appointed by the President and then voted on by the Executive Board.  These Chairs include:
1. Publications Chair – Responsible for publishing the monthly newsletter, providing news releases, maintaining PTA Handbook, developing annual and student directory.
2. Volunteers Chair – Responsible for coordinating volunteers for various school and PTA events.
3. Room Parent Chair – Responsible for obtaining Room Parents for each classroom, relaying pertinent information to Room Parents, and answering questions about the Room Parent system.
4. Spiritwear Chair – Responsible for coordinating the sale of miscellaneous spiritwear items such as pencils, t-shirts, pencils bags, sweatshirts, hats, and any other spiritwear item decided on by the executive board.
5. Yearbook Chair – Responsible for selecting publisher, collecting materials, and obtaining orders for the school year.
6. Hospitality Chair – Responsible for coordinating all refreshments and supplies, set up, clean up, door prizes, and greeters et the General Membership meetings.  Responsible for Back to School/Teacher Appreciation luncheons.
7. Special Events Chair – Responsible for coordinating events such as Maverick Round-up in the fall, Spring Fest in the spring, and any other designated family event.  Also responsible for obtaining donations for such events from various sponsors and donors on our area.
8. Student Programs Chair – Responsible for coordinating various programs such as Maverick Math, character traits, and any other student activities that focus on the sutdents’ education and/or self-improvement.
B. Each Chair will have an Executive Officer who will be first line responsible for overseeing the committee.

C.
The President shall be a member ex-officio of all Chairman.

IX.
Standing Committees

A.
Standing committees are committees who duties take place at least

75% of the school year.

B.
Not all Standing committees will require a Chairman to fulfill its duties. 

C.
Each standing committee will have an Executive Officer who will be first line

responsible for overseeing the committee.


D.
The President shall be a member ex-officio of all Standing Committees.


E.
Detailed responsibilities and duties can be found in the Committee Handbook and attached hereto as Exhibit A.  These committees include:



1.
Fundraising  – (will have various special committees that arise under this standing committee) Responsible for coordinating fundraising efforts for the PTA, including but not limited to special events such Coca-Cola Sales, Pizza Sales, Brochure Sales, Mavs Night Out, and School Supplies.



2.
Spirit Wear – Responsible for coordinating student appreciation activities and awards, including but not limited to shirts, pencils, backpacks, holiday shops, and specially designated student appreciation events.



3.
Community Partners – Coordinates and promotes corporate partner programs to facilitate corporate donations and sponsorships, i.e., Box Tops for Educations, Labels for Education, Target Red Card program, corporate sponsors for items and events, etc.



4.
Teacher Liaison – Two (2) teachers will serve as Chairman and Vice Chairman for this committee.  Each will be teachers at Independence Elementary and will be responsible for interface between Executive Board and teachers.  The liaisons are nominated by the Principal, and then voted on by the Executive Board.


5.
Hospitality – Responsible for coordinating all refreshments and supplies, set up, clean up, door prizes, and greeters at General Membership meetings.  Responsible for Back to School/Teacher Appreciation luncheons.  



6.
Special Events and Donations – Responsible for coordinating events such as Maverick Round-up in the fall, Daddy/Daughter dance, and Spring Fest in the spring.  Also responsible for obtaining donations for such events from various sponsors and donors in our area.


7.
Community Programs andEducation – Responsible for all community education programs and all education programs.  Responsible for coordinating all Red Ribbon week activities with Kristina Mugg, IES counselor.


8.
Yearbook– Responsible for selecting publisher, collecting materials and obtaining orders for the school yearbook.
9.
Student Programs - Responsible for coordinating various programs such as Maverick Math, character traits, and any other student activities that focus on the sutdents’ education and/or self-improvement.

X.
Special Committees


A.
Special committees are committees whose duties take place sporadically throughout the year.

B.
Each special committee will have an Executive Officer who will be first line responsible for overseeing the committee.  


C.
The President shall take into consideration any request by a chairperson to appoint a special committee. The request should include the purpose of the committee and the length the committee will be needed. 


D.
The President shall be a member ex-officio of all Special Committees.

XI.
Miscellaneous


A.
Executive Board members should not expect privileges or rights that are not due any other parent or taxpayer in the school district.


B.
Executive Board members should not speak to school district personnel or media as representing the PTA unless authorized to do so by the Executive Board or the General Membership.
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