Standing Rules for Hopewell Elementary PTA

January 11, 2023

In order to strengthen generally accepted practices and to simplify the work and obligations of the officers and chairpersons, the Hopewell Elementary PTA adopts the following:

1. Meetings
a. There will be at least six (6) general membership meetings during the school year.  They will normally be held on the second Wednesday of the month at 6pm in the school library.
b. Minutes of meetings will be distributed via email within two weeks of adjournment and paper copies will be made available to those who require them at the next meeting.
c. Each Executive Board member will make a report at every Executive Board meeting.
d. Executive Board meetings will be held, at a minimum, once monthly.   
e. If a committee or subcommittee chairperson has a report for a meeting, s/he should contact the President at least one (1) week prior to the meeting to be placed on the meeting agenda.
f. If a committee or subcommittee chairperson is scheduled to give a report at a meeting and cannot be present, a copy of the report must be given to the President at least 24 hours before the meeting.

2. Membership
a. Records of active membership shall be maintained, including the name, address, telephone and email of each member, along with that member’s PTA card number.  Copies of the membership record shall be sent to the Pennsylvania PTA Office by the recorded on Memberhub and maintained by the Membership Chairperson.
b. All Executive Board members must join the PTA by the end of the Annual Open House or September 15th, whichever is later.  Non-compliance will serve as an informal resignation and the position will then be made available to the general membership.
c. Returning members whose dues are not paid in full by the end of the Annual Open House or September 15th, whichever is later, shall have their private access to the PTA website and email updates suspended until such time as dues are paid in full.

3. Committees
a. The standing committees shall be Collection & Recycling, Hospitality, Fundraising, PTA Sponsored Events, Support and Technology.
b. The president will appoint committee chairpersons.
c. Committee/subcommittee chairpersons will prepare an Event Planning Form for Executive Board or committee chairperson approval, as appropriate.
d. Committee/subcommittee chairpersons are responsible for completing a Lessons Learned Form at the completion of each event.

4. Finances
a. The PTA will purchase commercial general liability, commercial crime and fidelity, and non-profit professional liability insurance annually. 
b. There will be three (3)  (2) signatures on file for the checking account.  They will be the president and treasurer and one (1) vice president.
c. An audit will be completed by an auditor and shall be completed no later than one month after the end of the fiscal year, prior to the books being transferred to the incoming treasurer.
d. The treasurer will complete all tax forms (990) within 5 months after the end of the fiscal year.
e. The annual budget will be reviewed at the August Executive Board meeting.
f. The general membership must approve any expenditure over $200 that falls outside of the approved budget before the funds are used.
g. An appropriation for summer activities and payments outside of the approved budget will be made at the May general membership meeting.  Such appropriation will be deducted from the budget when it is approved at the September general membership meeting.
h. Advance for advance checks or reimbursement for expenses must be submitted to the Treasurer at least five (5) days before payment is required.    All receipts and any overage will be given to the treasurer within one (1) week of the expenditure.
i. No payments will be issued without documented receipts or written request and the appropriate signatures on the reimbursement/payment form.
j. Necessary legal action will be taken against a person who does not turn in fundraiser monies to the PTA.  Persons who have not made payment in full within one (1) month of fundraiser due date shall not be permitted to sell on a credit basis on future fundraisers.  All future orders will be held until payment by cash or money order is received. 
k. Persons submitting check on non-sufficient funds to the PTA will be accessed bank charges that the PTA establishes for processing the check.  Persons who have not made payment in full on NSF checks within one (1) month shall be required to make all future payments to the PTA by cash or money order only.
l. The Treasurer shall keep a current list for PTA use only of all persons placed on a cash only basis.  All persons shall be notified in writing of their addition to the cash only basis list.

5. Publicity
a. Information for local newspapers must be approved by the President and the School Principal before being given to the respective newspaper(s) at least two weeks in advance.
b. Information for the PTA newsletter should be given to the Editor by the 28th of the preceding month.

6. PTA Property
a. Property of the PTA, such as popcorn machine, coolers, file cabinets, button maker, non-perishable fundraiser items/samples, karaoke machines, radios, tables, etc., remain the property of the PTA.
b. Subcommittees are to report any acquisition to the Inventory Subcommittee President. Property may be used with the permission of the PTA and will be returned to the PTA in a clean, undamaged condition.
c. An inventory list will be posted with contact information for the signing in/out of PTA property.

7. Correspondence
a. Any correspondence originating from the PTA, such as announcements, notices, letters to parents, etc., must be authorized by the President and the School Principal before being distributed to students or parents.  If the school district will be providing the copying service, the appropriate Reprographics form must be completed and submitted for approval at least five (5) SCHOOL days in advance.
b. All subcommittee chairpersons are responsible for distributing their notices in teachers’ mailboxes.

8. Expenses Paid
a. The President or an alternate and one (1) appointed delegate should attend Erie Council meetings.  They shall report back to the board on the business of council.
b. Expenses for State Convention up to a maximum of $500 total will be paid for up to ten (10) members to attend.  These expenses will cover the cost of registration, gas, tolls and lodging.  Delegates to convention will be approved by the board.
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