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Leadership Essentials: 
November preparation keeps a PTA in good standing 

   

 

The following are some 

Communicator articles 
you might find helpful 

 PTA Resources 

 
 Annual checklist 

 
 PTA Meetings 

 
 Responsibilities of 

officers and 

chairmen 

 
 Creating and 

keeping a 

procedure book 

 
 Records retention 

schedule and 

destruction policy 

 
 All about PTA 

membership dues 

 
 PTA Membership: 

12 months of 

ideas, themes and 

This email is being sent to unit, council and district PTA 

presidents.  Please forward to all officers of your PTA.  Click 

here to sign up for this and other e-publications from 

California State PTA. 

PTAs everywhere are engaging families and doing great 

things for the students in their schools, but it's imperative to 

also keep track of some requirements so that your PTA can 

maintain its "good standing" status. 

1. Every PTA must submit membership dues 

through channels for at least the minimum 

number of members to reach the state PTA 

office by December.  Check with your council PTA or 

district PTA for their due dates if you have not already 

done this. 
2. Every PTA must submit through channels a 

yearly insurance premium, which must reach the 

state office by December 20.  The premium for units 

for 2012 is $199. 
3. Every PTA must now file annually with the IRS 

and the State of California.  For more information, 

see tax filings.  If your PTA's fiscal year ended on 
June 30, the due date for filing is November 15. 

It's also important for PTAs to make sure they're doing the 
following. 

1. Have at least a president, treasurer and 

secretary, the minimum number of officers 

required by the IRS, and make sure that their contact 

information has been forwarded through channels so 
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activities 

 
 Keeping track and 

recording 
volunteer hours 

For other FREE online 

publications from 

California State PTA, 

click here. 

Upcoming Dates 
Please note these dates are when 
materials are due at the state PTA 

office.  You should always check with 
your local PTA council and district for 

their due dates. 

Nov 

15 

PTA Continuing 
Education Scholarship 

applications due to 
state PTA. 

Nov 

15 

PTA Grant 
Applications due to 

state PTA. 

Dec 

15 
Final Resolutions due 

to state PTA. 

Jan 

19 
Reflections entries due 

to state PTA. 

Feb 

1 
2012 PTA Convention 

registration opens. 

Feb 

1 

PTA High School 

Senior Scholarship 

applications due to 
state PTA. 

Feb 

1 

PTA Spotlight Award 
applications due to 

state PTA. 

Feb 
6-7 

2012 PTA Legislation 

Conference in 
Sacramento 

Feb 
17 

PTA Founders Day 
 

 

 

that they get the support, resources and information 

to which they are entitled. 
2. Convene at least three general meetings per 

year to accomplish basic tasks.  Early in the year, 

your PTA should adopt the budget, annual financial 

report, year-end audit, and program for the current 

year.  Midyear, your PTA should elect a nominating 

committee and adopt the midyear audit.  In early 

spring your PTA should meet to elect officers for the 

next year. 
3. Present a budget for adoption by the 

membership at the first meeting.  Spend money 

only as approved by the membership at a 

general meeting and as properly recorded in 

minutes of the PTA. 
4. Obtain two authorized signatures on all checks 

and have receipts for every payment of any 

kind.  Never pay bills or reimburse with cash. 
5. Undertake activities only as approved by the 

membership at a general meeting and after the 

approval has been properly recorded in minutes 

of the PTA. 
6. Follow PTA insurance guidelines for appropriate 

PTA activities as summarized in the 

red/yellow/green light section of the Insurance 

and Loss Prevention Guide. 
7. Review the bylaws at least once per 

year.  Having the executive board review them 

together is a great way to orient everyone to the 

requirements and timelines of each position.  Update 

at least every third year. 
8. Perform audits twice a year, January and July, or 

according to the bylaws, and submit copies of your 

adopted financial reports (audit reports, including 

audit checklist and recommendations, year-end 

financial report and budget) to your council PTA (if 
you are in a council) or your district PTA.   

Please let leadership@capta.org know if this email was 

helpful to you and what other information would be helpful to 
include in future emails. 
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