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Welcome 
Dear PTA Leaders and Volunteers,  

Thank you for volunteering your time and talents to support the children of Virginia!  This guide is full 

of information about how PTAs in Virginia function and how you can succeed as a PTA leader.   

Virginia PTA offers support to our local PTAs through our state office in Richmond and our District 

Directors from across the state – we are only a phone call or email away.  We hold an Annual 

Leadership Training and Conference event each July for all of our members to participate in training, 

networking and our annual meeting.  We host PTA Day at the General Assembly each winter to speak 

up for the children of Virginia. 

We have packed this guide with tools for you to use in your PTA and resources to help you utilize our 

PTA network.  Please reach out to us if you have questions or need more information – your Virginia 

PTA is here to help!  We look forward to seeing you and your Board at our Annual Leadership Training 

and Conference working with you throughout the year.   

We wish you a very successful PTA year!   

About Virginia PTA  
The Virginia Congress of Parents and Teachers was organized in 1921 and is one of the 54 congresses 

that make up our National PTA.   Any person who joins a local unit automatically becomes a member of 

Virginia PTA and National PTA.  Our National PTA was founded February 17, 1897 … we are the oldest 

child advocacy association in our nation!   

The overall purpose of PTA is to make every child’s potential a reality by engaging and empowering 
families and communities to advocate for all children. 

PTA Values 

 Collaboration: We will work in partnership with a wide array of individuals and organizations to 
broaden and enhance our ability to serve and advocate for all children and families. 

 Commitment: We are dedicated to children’s educational success, health, and well-being 
through strong family and community engagement, while remaining accountable to the 
principles upon which our association was founded. 

 Diversity: We acknowledge the potential of everyone without regard, including but not limited 
to: age, culture, economic status, educational background, ethnicity, gender, geographic 
location, legal status, marital status, mental ability, national origin, organizational position, 
parental status, physical ability, political philosophy, race, religion, sexual orientation, and work 
experience. 
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 Respect: We value the individual contributions of members, employees, volunteers, and 
partners as we work collaboratively to achieve our association’s goals. 

 Accountability: All members, employees, volunteers, and partners have a shared responsibility 
to align their efforts toward the achievement of our association’s strategic initiatives. 

Vocabulary for PTA 
Advocacy: PTA defines advocacy as the act of mobilizing individuals and local PTA units to work with 

other parents in their unit, community, district, state and national PTA to spark changes in 
programs and policies that benefit children. 

 
Agenda: A written outline for a meeting prepared cooperatively by the president and the secretary. 
 
Annual Report: A written report, usually presented at the end of the year's activities, including 

programs, projects and finances. 
 
Board of Managers (BOM): The elected body acting as managers for Virginia PTA. It is made up of 

elected officers, standing committee chairs, district directors and assistant district directors. 
 
Bylaws: Specific rules of operation adopted by vote of the members for orderly conduct of business. 

All PTA bylaws have certain specified sections in common. Any change in bylaws requires a two-
thirds vote. Local unit, council and district bylaws need to be reviewed and approved every five 
years. 

 
Leadership Training and Annual Conference: The annual state or National PTA business meeting; 

where representatives from local units elect state or national officers, amend bylaws and adopt 
resolutions.  Training workshops are also offered to support and develop our PTA leaders.   

 
Council: A group of three or more local unit PTAs organized by the state PTA for the purposes of 

conference, leadership training and coordination of the efforts of local PTAs. 
 
District: A geographic division of the state PTA established for convenience in administering PTA 

programs and projects. 
 
District Directors (DD):  Our leaders for our Districts; their position is comparable to a President at a 

local unit.  They are elected by the PTA members in their district and serve as members of the 
Virginia PTA Board of Managers.  Their term of office is two years. 

 
Executive Board: A group composed of the elected officers and other persons, usually standing 

committee chairmen, and others prescribed in the association bylaws. 
 
Executive Committee: A group composed of the elected officers and often the principal as prescribed 

in the association bylaws. 
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Inclusiveness: The goal of making PTA practices implement PTA philosophy and policies; to provide 

maximum opportunities to achieve the broadest possible representation of and participation by all 
families and individuals. 

 
Legislative Action Items: Requests for introduction, passage or defeat of specific legislation by the 

General Assembly and/or regulations by the Board of Education or other appropriate agencies. 
 
Legislative Meetings: Districts include legislative information in their meeting.  The fall training 

includes training on the Proposed Legislative Program (PLP) prior to local PTA meetings where 
voting will take place. Tallies of these votes are reported to their district directors (or councils if 
that procedure is in place) and forwarded to Virginia PTA. The spring meeting is to review the 
recent legislative session, discuss possible topics for the following year’s PLP and talk through the 
“Legislation Goes Local” survey. Comments and concerns from this meeting should be forwarded as 
soon as possible to the Legislation chair.  Items for the following PLP are presented at the spring 
Virginia PTA Board of Managers meeting by the Legislation committee chair. 

 
Legislation Program: The legislative action items and policy statements that serve, with resolutions, as 

the authority for any action by Virginia PTA on legislation. 
 
Local Unit (LU): A self-governing PTA unit that plans programs and activities to meet the needs of 

children and youth. 
 
Local Unit Bylaws Template: Most-current edition of bylaws for local units to use in their 

revision/amendments process. Templates are available online for local units, councils and districts. 
See the “Bylaws” section for more information.   

 
Member: A person who, by joining a local PTA, becomes a member of both the National and Virginia 

PTAs. 
 
Our Children: The official magazine of National PTA. 
 
Parliamentary Procedure: The consistent set of rules governing deliberative assemblies and designed 

to maintain order, ensure justice and expedite business. 
 
Plan of Work (POW): Outline of the goals and projects of a standing committee, special committee, ad 

hoc committee and officers that is approved by the executive committee.  Includes a progress 
report section to share how the project went. 

 
Policy Statements: PTA statements on general issues. They may be used as a basis for addressing 

issues at the General Assembly, before boards of education and other appropriate agencies. 
 
Procedure Book: Materials necessary to the work of a particular office or committee that should be 

compiled for their own use during their term and passed on to their successors. 
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Proposed Legislation Program (PLP): This document contains legislative action items and/or position 

statements that must be considered and voted on by the membership of local units.  The contents 
are reviewed at the fall district legislative meeting and are voted on by local PTA members. These 
votes determine the actual contents of Virginia PTA'S Legislative Program for that year. 

 
PTA and PTSA (not P.T.A. or P.T.S.A.): Parent Teacher Association and Parent Teacher Student 

Association are registered service marks of the National Parent Teacher Association or National 
PTA. Only organizations chartered by PTA may use its name. Secondary students may be members 
of a PTSA in Virginia.  In this toolkit, when we refer to PTA we also include PTSA for our secondary 
level schools that are PTSAs. 

 
PTA Advocacy Day at The General Assembly: Each year, PTA leaders gather in Richmond to be briefed 

on the status of bills that have an impact on state PTA's legislative program. Attendees are 
encouraged to meet their legislators, to share the PTA positions and seek support for the legislative 
program. 

 
Quorum: The number of members, as specified in the bylaws, required to be present for business to 

be transacted. 
 
Reflections: A student arts and recognition program of the National PTA that begins at the local level 

and progresses through councils, districts, and state PTA to the National PTA. 
 
Region: One of six geographical divisions of Virginia PTA; our state is then further divided into our 

districts. 
 
Resolution: A resolution is an original main motion, which because of its importance, length or 

complexity is submitted in writing. Virginia PTA convention resolutions call for action by Virginia 
PTA. 

 
Robert's Rules of Order: A book of parliamentary procedure used as the basis for conducting 

meetings. The rules contained in the current edition shall govern the National PTA and its 
constituent organizations when they are not in conflict with the bylaws of Virginia PTA, National 
PTA or articles of incorporation. 

 
Special Committee: Appointed as the need arises to perform a specific task. 
 
Standard Operating Procedures (SOP):  This document is used by Virginia PTA as a detailed 

supplement to our bylaws. 
 
Standing Committee: Permanent committee created to perform a continuing function. 
 
Standing Rules: The details of administration of an association. They are adopted by majority vote as 

needs arise by the body they govern. There can be executive board and local unit standing rules. 
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Toolkits: A guide on PTA policies, procedures and programs. There several Virginia PTA toolkits 

available: Membership Toolkit and New Unit Toolkit.  National PTA has a Back to School Kit that is 
available online. 

 
Virginia PTA Social Media:  Connect with us on Facebook and Twitter!  Links are found at the top right 

corner of our homepage on www.vapta.org.  
 
Virginia PTA VOICE: An official PTA publication, the VOICE is an email newsletter published free to 

subscribers on the first and fifteenth of the month and/or as events warrant. 

 

Our PTA Network of Support 

Board of Managers 
Our Board members are volunteers just like you!  They work to serve our local PTAs and support the 

children of Virginia.  Our District Directors are the first line of support for our local PTAs.  We 

encourage our local PTA leaders to reach out to your director anytime you need help – if you do not 

know who that is, find them on our website. 

Virginia PTA is administered by a state president, a president-elect, two vice presidents, a secretary 

and a treasurer, all of whom are elected by PTA members for a two-year term. The Board of Managers 

of Virginia PTA consists of the state officers, district directors, standing committee chairmen, and two 

student representatives. Business is transacted at the Annual Leadership Training and Conference, 

quarterly Board of Managers meetings and monthly Executive Committee meetings.  The Executive 

Committee--composed of the elected officers, a district director representative, a standing committee 

chair representative, and the extension committee chair—transacts business between Board of 

Managers' meetings. 

You can find more information about our Board of Manager members on our website at 

www.vapta.org (“About VAPTA” top bar, “Board of Managers” drop down menu).  Our Board listing can 

be found on our “Contact Us” top menu tab; this includes email contact information for our officers, 

District Directors and committee chairs.  If you are interested in joining our team, we welcome you to 

check out the nomination packet that is also on that page.  We are always looking for “members-at-

large” as additional volunteers for our committees.  This is a great way to get involved and add your 

voice to our network! 

  

http://www.vapta.org/
http://www.vapta.org/contact-us.html
http://www.vapta.org/
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Virginia PTA State Office 
The state office, located in Richmond, is under the general supervision of the president and the PTA's 

Office Building Management Committee, members of the Board of Managers (BOM). A paid office 

administrator provides full-time supervision of the administrative staff that supports state PTA 

programs and services.  

The office is open Monday – Friday, 8:00 am-4:30 pm.  Staff members are available to answer 

questions by telephone, email, mail, or fax. They fill orders for Virginia PTA materials and supplies. The 

state office compiles regular mailings (electronic and hardcopy) to officers of local units/councils who 

are expected to then forward the materials/information to members. 

Connect with Us! 

As soon as your PTA elections are complete, send the “Officer Update Form” to the state office. For 

your convenience this form is also available to be filled in electronically. This provides the state office 

with contact information for the current officers of your unit and your school’s principal. Even when 

officers do not change, the completed form must still be sent to the state office immediately after the 

election.  If officer changes occur mid- school year, no need to resend the form.  Simply send an email 

of the change(s) to info@vapta.org.  Please include school name and position of new contact, in 

addition to name, email and phone number.  The state office provides National PTA with local unit 

officer names and email addresses as required by law and so they will be on National PTA's mailing list. 

 

The state office maintains: 

 membership and financial records; 

 statistical reports; 

 a library of audio-visual materials; 

 local unit, board and resource files; 

 mailing records of local PTA and council presidents, Board of Managers, life members, 
principals and superintendents; 

 current federal and state tax information; 

 information for local PTAs and councils. 

The state office also: 

• supports local unit officers and members as needed; 
• coordinates registration; prints and distributes materials for Virginia PTA's Annual Conference 
and other statewide activities; 
• serves as resource and support for the Board of Managers; 
• serves as liaison with National PTA to provide Virginia PTA with information; 
• maintains the website and produces the VOICE, our electronic newsletter 

 

The best way to reach the state office staff is to call 804-264-1234 or email at info@vapta.org.     

mailto:info@vapta.org
mailto:info@vapta.org


Leadership Toolkit 

   

Our PTA Network of Support  9 

District PTA Support 
Your District PTA is your direct connection to Virginia PTA.  Our Virginia PTA is divided up into 

geographical areas of the state to allow our BOM to carry out our PTA work effectively. Theses 

“districts” consist of a group of counties and cities. Each PTA district has their own bylaws, officers and 

meetings.  They are led by a “District Director” who represents the district on our Virginia PTA's Board 

of Managers and serves a two-year term.  The members of a district include all PTAs and their 

members within their area, including both local PTAs and Councils of PTAs.   

The job of a District Director is to support their PTAs by: 

 helping their units be in “good standing” 

 promoting and assisting with PTA student programs (Reflections, Power Plates, Citizenship 
Essay, scholarships) 

 promoting and assisting with our Legislation Program 

 promoting awards for our local units, volunteers and community partners 

 providing leadership training and resources 

Your District Director has access to training information on how to market your PTA, prevent theft and 

manage your nomination and election process.  They also have access to templates for sample 

agendas, a Plan of Work, a procedure book checklist and other training tools.  Contact them with your 

questions and anytime you need support – they are here to help you!  Find your District Director on 

our website. 

District Meetings and Training Events 

Districts may offer a “Welcome” General Membership Meeting in the spring after the Annual Meeting 

to connect with your units right after they are elected and before we all leave our school buildings for 

the summer. This may include a “meet & greet” and introduces you to your District Board, and how 

they will support you. Some training may be provided to help finish your year before you attend our 

July Virginia PTA Leadership Training and Annual Conference. 

Districts will hold a fall meeting to review our Proposed Legislation Program and may offer leadership 

training for folks who were unable to attend our Virginia PTA Leadership Training and Annual 

Conference in July, as well as folks that were just elected. 

The Annual Meeting is held prior to our Spring Board of Managers Meeting (March or April) and is the 

business meeting of the district. District officers are elected every two years, with nominating 

committees elected in non-election years. Every year there are elections: one year will be the election 

of Nominating Committee members and the next year will be election of officers. The budget is also 

approved. Recognitions may also be held for our student programs, volunteer of the year, and 

membership awards. 

 

http://www.vapta.org/contact-us.html
http://www.vapta.org/contact-us.html
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Council PTAs 
You may have a Council of PTAs in addition to your District PTA to support your unit.  A council is a 

group of local PTAs in a city or county.  There must be at least three local units in an area to form a 

council. The purpose of a council is to provide an additional layer of support to our PTAs within their 

area.  They support your PTA the same way your District does, by: 

 helping their units be in “good standing” 

 promoting and assisting with PTA student programs (Reflections, Power Plates, Citizenship 
Essay, scholarships) 

 promoting and assisting with our Legislation Program 

 promoting awards for our local units, volunteers and community partners 

 providing leadership training and resources 

Because Councils operate within one school division, they can assist their units in school division 

specific areas.  They may not legislate for their PTAs (just as District may not legislate for their PTAs) 

but they may: 

 offer programs on school division wide topics (like curriculum) 

 offer social opportunities with your School Board, Superintendent and Board of Supervisors 

 offer candidate forums (for information sharing only) for School Board elections 

 hold their own student program celebrations 

 offer informational meetings for hot topics in their school division 

 craft grass root advocacy efforts to support their school system 

 hold their own Annual Meetings to celebrate their PTAs and volunteers 

Membership in PTA 
The membership dues that come from our members pay for the support that PTA offers our units and 

their volunteers.  This support includes our state office staff, our website with all of the tools it 

contains, and our network of volunteer leaders that are here to help you do your PTA job.  

Accountability and structure is automatic with PTA through our bylaw templates, audit procedures and 

personal support when you need it.  Membership dues also support our student programs – 

Reflections, Power Plates, Citizenship Essay Project and scholarships for our high school seniors. 

Membership in PTA is per person and is yearly (through October 31st of the next school year).  Each 

individual member pays a total of $3.75 to Virginia PTA - $2.25 goes to National PTA and $1.50 goes to 

Virginia PTA.  Your PTA determines the cost of a PTA membership for your unit – some charge $4, some 

$7, some $10.   This is a decision your General Membership would vote on if you would like to make a 

change.  The “Dues Remittance Form” is the form you complete to send us your membership dues; we 

also ask that you send us a copy of your Membership List.  The “Dues Remittance Form” is found on 

our webpage, www.vapta.org (in the “Quick Links” section on our homepage). 

http://www.vapta.org/
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Our “Membership Toolkit” is full of membership drive resources and award information.  Membership 

card templates are also available, once your unit completes the following requirements: 

 Dues paid in the previous membership year 

 Bylaws are current 

 Officer Contact Information form has been submitted to Virginia PTA 
Membership envelopes are also available for easy collection of dues and member information.  Your 

unit can earn Membership Awards too! 

All of these resources can be found on our webpage (PTA Leaders top bar, Membership drop down). 

Marketing Your PTA 
What is the difference between PTA and other parent groups?  Aren’t they the same? 

 

Nope!  PTA means you are a part of our Parent Teacher Association.  A Parent Teacher Organization is 

a generic term for any other unaffiliated parent teacher group.  PTA is a nationwide network of families 

and educators advocating for all children at all levels of decision making.  Unaffiliated groups are 

comprised of parents only working on issues at an individual school, not as part of a larger organized 

network.  Our PTA network supports family engagement and advocacy for all children – nationwide, 

through every state PTA and every local unit PTA. 

 

In Virginia, we have created “Why PTA Conversation Cards” to help our leaders answer that question 

from everyone in your community – other PTA leaders, teachers & administrators, parents, students 

and community partners. They all include these core benefits of PTA membership: 

 Advocacy for Your Child and Your Community 

 Family and Student Engagement 

 Community of Volunteer Leadership 

 Accountability and Structure 

(these are available through your District Director) 

Advocacy 
Every year, Virginia’s local PTA units approve a legislation program that represents its official position 

on a wide variety of issues affecting children and youth. The program consists of legislative action 

items and policy statements.  Previously approved position statements and convention resolutions 

automatically become a part of the program. This program is the basis for official testimony by the PTA 

at legislative hearings and before other agencies.  

 

Information about advocacy is found at www.vapta.org (orange Advocacy button on the left side of our 

home page) including: 

http://www.vapta.org/members-only/membership-homepage.html
http://www.vapta.org/
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 Legislation Program for Virginia PTA 

 Legislative Priorities for Virginia PTA 

 Legislative Positions for Virginia PTA 

 Online Advocacy Toolkit - this is from National PTA and contains a wealth of information, 
including: 

o How to Lobby the PTA Way 
o Advocacy Strategy Chart 
o Advocate with PTA 

 Take Action! Virginia – includes current advocacy campaigns by Virginia PTA, a resource for you 
to find your officials and a sign up for our Action Alerts 

 Resolutions for Virginia PTA 

 Cooperating Partners 

National PTA’s website also contains great information and can be found at www.pta.org/advocacy/.   

This is a great resource for your Board and your parents. 

Student Programs 

Reflections Program 
Membership in the Virginia PTA provides our students the opportunity to participate in the National 

PTA Reflections program.  This program encourages students to explore the arts and express 

themselves by giving positive recognition for their artistic efforts.   

 

Reflections Awards Program Students in Pre-K through grade 12 create theme-based artwork in these 

categories: 

 Dance Choreography 

 Film Production 

 Literature 

 Musical Composition 

 Photography 

 Visual Arts 
 

Awards presented to our students are: Outstanding Interpretation, Award of Excellence, Award of 

Merit and may include Honorable Mentions.  Our students participate at their local school PTA 

(student entries are due to their local PTAs in the fall, usually around October); when a student 

receives an “Outstanding Interpretation” award, they move to the next level of PTA as follows: 

 Local Unit PTA 

 District PTA 

 Virginia PTA 

 National PTA 
 

http://www.pta.org/advocacy/
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Every year our Virginia students are recognized at the National PTA level – we encourage every PTA to 

offer this program to their students!  More information can be found in the Arts in Education section of 

our website (“Arts in Education” orange button on left side, “Reflections”) including: 

 current theme 

 student entry form 

 rules for each category 

 Council and District deadlines 

 Local Leader Guide 

 Judging Guidelines and Scorecard 

 Past award recipients 

 Theme search entry form for next year 
 

Power Plates  
“Power Plates” is a student recipe contest exclusive to PTAs/PTSAs in Virginia. This program is designed 

to encourage students to practice healthy eating habits by submitting their own recipes. Here are the 

FAQs: 

 Students from grade pre-kindergarten through grade 12 may participate.  

 There are five categories: breakfast, lunch, snack, dinner entrée or side dish, and dessert.   

 Entries are usually due in late March of each year.  

 First place winners are invited to the Virginia PTA Reflections and Awards Ceremony the 
weekend of the Spring Board of Managers Meeting (usually late April to early May). 
 

More information on the program is available on our website (“PTA Leaders” top menu, “Student 

Programs”, “Power Plates”).  We encourage all of our PTAs to participate! 

Citizenship Essay Project 
Each winter, our students write an essay on a student selected citizenship theme.  These essays are 

judged at the District level (due February 1st), and then at our Virginia PTA state level.   For more 

information, go to our website (“PTA Leaders” top menu, “Student Programs”, “Citizenship Essay 

Project”). 

Scholarship Program 
Each spring, Virginia PTA is excited to offer scholarships to our graduating seniors.  Two $1,200 

scholarships are awarded as well as additional $1,000 scholarships (applications are due March 1st).  

For more information, go to our website (“PTA Leaders” top menu, “Student Programs”, Virginia PTA 

Scholarships). 

  

http://www.vapta.org/arts-in-education/reflections.html
http://www.vapta.org/arts-in-education/reflections.html
http://www.vapta.org/health-and-safety/power-plates.html
http://www.vapta.org/members-only/student-programs/citizenship-essay-project.html
http://www.vapta.org/members-only/student-programs/virginia-pta-scholarships.html
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President's Calendar Checklist 
This calendar/checklist is designed to help guide presidents through a successful term. 

 

June 

• Have transitional board meeting with old and new members. 
• Assume duties at time prescribed in your bylaws. 
• Send all forms including the new officers' names/addresses to the state PTA office. EIN (tax ID) 
number must also be on file with state PTA office. 
• Review and update committee procedure books, develop procedure books for new positions. 
• Make sure the outgoing president arranged the audit for the previous year financial records. 
• Send names/addresses of officers to your school board to receive mailings. 
• Make reservations for Virginia PTA's Leadership Training and Annual Conference 
• Remind your outgoing treasurer that all dues collected since March 1 must be in to the state 
office by June 30. 

 

July 

• Attend Virginia PTA's Leadership Training and Annual Conference 
• Budget committee meets to develop next year's budget and prepares to present it to the 

executive board before going before the general membership for final approval. 
• Confirm with the principal when PTA information needs to be available for the school's 

Welcome Back Packets. 
 

August 

• Hold a meeting of the executive committee to go over the plans of work and schedule for next 
year. 

• Hold a meeting of the executive board to go over all action items and approve the budget that 
will be presented to the general membership. 

• Download the membership cards template from the Virginia PTA web site. 
• Look for and share mailings from national, state, district and council with your board. 
• Prepare an article for your newsletter and Welcome Back Packet. 

 

September 

• Make sure the Membership Committee has all the information and card template needed for a 
successful membership campaign. 

• Make sure the Reflections Committee has all the information for a successful Reflections 
Program. 

• Hold first general membership meeting and vote on the proposed PTA budget, adopt the fiscal 
year-end audit and send copy of audit to state PTA office. A copy of 990 forms must also be 
forwarded to state PTA office. 

• Have board members attend council, district, or region leadership training workshops. 
 

 



Leadership Toolkit 

   

President's Calendar Checklist  15 

October 

• Have your general membership vote on and send the tally sheet of votes to your district 
director by October 31. 

 

November 

• Remind your treasurer that all dues must be postmarked and sent to the State Office by 
December 1 so your Local Unit remains in "Good Standing". 

 

December 

• Establish dates for January newsletter deadlines (including submissions, editing, approvals & 
publishing) 

• Determine late-month availability of key people; communicate availability of key officers. 
• Enjoy the holidays and rejuvenate for the remainder of the year. 

 

January 

• Make reservations for Virginia PTA's PTA Advocacy Day at the General Assembly. 
• Advertise for members willing to serve on the nominating committee. 
• Attend Virginia PTA Advocacy Day (may be held in February.) 

 

February 

• Elect nominating committee (check local PTA bylaws to see when and how this election takes 
place.) 

• Ask the executive board to let the nominating committee know of their intentions for the new 
PTA year. 

• Remind treasurer that all dues collected since Dec. 1 must be in to the state office by March 1. 
 

March 

• Review PTA budget and make amendments as necessary. 
• Arrange auditing the books when they close at the end of the fiscal year. 
• Attend district's annual meeting (may be held in April). 
• Have the nominating committee report the slate of proposed officers to the executive board 

(check local unit bylaws to determine when this report should be presented). 
• Remind board members to update procedure books and, especially, include recommendations 

for next year. 
 

April 

• Recognize outstanding supporters by giving them Virginia PTA's Honorary Service Awards. 
• Honor all PTA volunteers. Send local Volunteer of the Year nominations to councils or districts 

for state consideration. 
• Attend the district legislation meeting. 
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May 

• Observe Teacher Appreciation Week. 
• General membership meeting to elect and/or install officers (may happen in June) 
• Meet with outgoing president for briefing. 
• Meet with Executive Committee. 
• Arrange to meet with principal. 
• Look for the Incoming President's Packet from the state office! 

 

Virginia PTA “In Good Standing” Criteria 
“Good Standing” requirements are an important part of running a successful PTA; they are the 

responsibility of the president and treasurer.  Here is a summary: 

 

Item Due Date Notes 

Officer Contact 
Information 

June 15th Officer information is sent every year, even if there are 
no changes.  This connects your Board to our PTA 
network. 

Membership 
Dues (local units 
only) 

Before December 1st Monthly submission starting in August is 
recommended.  This gives your unit and members 
access to our services and benefits. 

Audit October 31st (or once 
approved by General 
Membership) 

Local Unit Audit Instructions and Form found on our 
homepage (www.vapta.org).  We are required to audit 
our treasurer records each year, and when there is a 
change in treasurers. 

Copy of IRS 990 Within 30 days of 
filing 

990N-forward email receipt to liaison@vapta.org.  990-
EZ and 990, send full copy.  We are required by the IRS 
to file every year. 

Bylaws Every 5 years Bylaws are reviewed, utilizing the most current 
template, and updated with new requirements. For a 
copy of your current PTA Bylaws contact 
liaison@vapta.org.  

 

Our "Good Standing Checklist" includes the above chart and helps you keep track of these 

requirements.  These are also detailed in your bylaws in Article 4 Relationship with National PTA, 

Virginia PTA and Constituent Associations, section 3. 

  

http://www.vapta.org/
mailto:liaison@vapta.org
mailto:liaison@vapta.org
http://www.vapta.org/members-only/training-library/support-for-your-pta.html
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Bylaws 
What are bylaws? 
Bylaws are the rules that our PTAs must follow.  Each PTA has their own bylaws: our Virginia State PTA, 
District PTAs, Council of PTAs, and our local unit PTAs. PTA bylaws may not conflict with the bylaws of 
National PTA or the Virginia State PTA and they cannot conflict with state or federal law. If your unit is 
a 501(c)(3), bylaws are required for nonprofit status. If you cannot find a copy of your unit’s bylaws, 
call or email our Virginia State PTA office to obtain one.  
 
All officers and board members should be familiar with their local unit bylaws and should have their 
own copy.  Any member of your PTA has a right to view your bylaws.  
 
Your unit must comply with its bylaws. If your unit is having trouble staying within bylaws, consider 
amending the bylaws to meet your current needs. Be sure to follow your bylaws in regards to the 
approval process when revising or amending them.    
 
Adoption of any amendment to the bylaws of National PTA and Virginia PTA shall serve automatically 
and without the requirement of further action by the unit to amend correspondingly the bylaws of the 
units.  Amendments to the templates for District, Council and Local Unit PTA/PTSA shall also serve 
automatically and without the requirement of further action by the unit to amend correspondingly the 
bylaws of the units. 
 
Five (5) year Revisions and Amendments 
Every five (5) years, your bylaws must be revised.  If you need a copy of your bylaws, contact 
liaison@vapta.org. Here is the process: 

 A committee from your PTA shall be appointed to submit a revised set of bylaws as a substitute 
for existing bylaws or to submit an amendment to current bylaws.   

 This committee uses these resources: a copy of the five (5) year revisions template, 
amendment process, check list, FAQ, and instructions found on our website (top menu “PTA 
Leaders”, drop down menu, “Bylaws”).  Virginia PTAs are required by all bylaws to include any 
sections that are identified by the pound symbol (#). 

 These revised or amended bylaws shall be voted on by your members/voting delegates at a 
regular meeting (including your General Membership) and a quorum shall be established at the 
meeting in which voting takes place.   

 Once approved by your membership, your revised bylaws are submitted to the Virginia PTA 
State Office for approval.  Once submitted, our Virginia PTA Bylaws Committee approves them 
(or contacts your unit) on behalf of the Virginia PTA Board of Managers.   Your revision 
anniversary date will be five years from the date of this approval. 

 
Our Virginia State PTA Bylaws Committee Chair will provide bylaws assistance, so ask for help if you 
have questions about updating or revising your current bylaws.   
 

  

mailto:liaison@vapta.org
http://www.vapta.org/members-only/bylaws-committee.html
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Financial Management 

The PTA Treasurer 
Your Initial Tasks as Treasurer Include: 

 Making sure that the books have been audited before accepting them. 

 Ensuring the proper and complete transition of files and records, including the permanent 
records from the retiring treasurer. Ask about missing records at once. 

 Becoming familiar with the duties outlined and any references to finances and budget in the 
PTA bylaws. 

 Working with the outgoing treasurer to secure the signatures of new officers authorized to sign 
checks, and filing the signature cards with the bank. 

 Check on bonding and liability procedures. 

 Review this training, our Treasurers section of our Training Library on our website and National 
PTA’s Finance section of their Back-to-School Kit (www.ptakit.org).  

 

PTA Treasurer Info for Presidents 
Work closely with your treasurer to ensure that: 

 A Treasurer’s Report is presented at every meeting. 

 Bank statements are reviewed and verified against the Treasurer's Report every month by a 

non-signer; bank statements are reconciled every month by the treasurer. 

 Cash is counted by two people, deposits are made the same day 

 All checks are signed by 2 people and include full documentation of the expense before being 

written. NEVER sign a blank check!! 

 Your budget is being followed and kept up-to-date with actual expenses and income. Any 

amendments to your budget over $300 must be approved by your general membership. 

Ask questions and work as a team with your treasurer!!! 

 

Your legal obligations: 

 Make sure your PTA has insurance. 

 Your treasurer records must be audited every year, and then your audit is adopted by your 
board and general membership.   

 Ensure IRS 990 is filed at correct time and copy is sent to Virginia PTA. 

 Sign all contracts once approved by membership.  

Remember, this is your member’s money – and we are the stewards of that money! 

Treasurer Books 

A PTA treasurer should keep the following items on file: 

 Contact information for the executive board in office during the time period the audit will cover 

 A copy of your: 

o last audit 

http://www.vapta.org/members-only/training-library/treasurers.html
http://www.ptakit.org/
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o list of board and meeting dates 
o bylaws and standing rules (if your PTA has them) 

o membership roster 

o current adopted budget and any budget amendments 

o IRS 990 (copy of the confirmation email if you file the 990N postcard, or a copy of your 

990EZ or 990) for the audit period 

o insurance policy 

o copy of all contracts signed by the president 

o 501c(3) determination letter 

o sales tax exemption certificate (if applicable)  

o bank signatory paperwork (showing who is authorized to sign checks) 

 Checkbook, check register and all cancelled checks (if your bank returns them) 

 Your treasurer records by month, in this order: 

o PTA minutes for all executive board and general membership meetings 

o Treasurer Report with Budget Report 

o Bank Statement  

o Deposit records and expense records in the order they appear in your bank statement 

 The annual year-end financial report (see “Annual Report Sample” in the Treasurers section of 

our Training Library online). 
 

Treasurer records should be kept for seven (7) years.  It is good practice to keep these original 

documents together for reference: 

o audits 

o bylaws and standing rules (if your PTA has them) 

o membership rosters 

o adopted budgets 

o IRS 990 (copy of the confirmation email if you file the 990N postcard, or a copy of your 

990EZ or 990) for the audit period 

o insurance policies 

o 501c(3) determination letters 

o sales tax exemption certificates (if applicable)  

o bank signatory paperwork (showing who is authorized to sign checks) 

 

You may keep your records in a binder, a file box, or a filing cabinet – whatever works best for your 

unit.  Once your audit process is complete for the year, add that audit to those records and store them.  

They are a great resource for your incoming officers to help them understand the history of your unit, 

and your officers should know how to access them when needed.  As you set up your book for the new 

fiscal year, add a copy of your completed audit (original audit stays with the year of the audit). 

 

http://www.vapta.org/members-only/training-library/treasurers.html
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Treasurer’s Required Reporting 

Treasurer's Monthly Written Report 

Prepare and present a written treasurer’s report every month. Submit copies to the secretary and 

president and retain one copy for your records. The PTA bylaws should provide that the treasurer 

report regularly to the association. The treasurer’s written report should indicate what period of the 

fiscal year the report covers, the date it was prepared, and who prepared it. (See Treasurer’s Report 

Sample in the Treasurers section of our Training Library online). The report should not be adopted, but 

filed in the treasurer’s file. 

These reports should be given to the auditor or auditing committee during the auditing process. The 

auditing committee should report to the association at such times as the bylaws require. Usually, an 

audit occurs annually at the end of the fiscal year and before a new treasurer takes office. 

Treasurer's Annual Report 

At the close of the PTA’s fiscal year, the treasurer should close the financial records and prepare an 

annual financial report covering the entire fiscal year. The treasurer should give a preliminary annual 

report to the membership at the annual meeting. This report is for information only and is not officially 

adopted. The report becomes official after the audit has been completed and the audit report is 

officially adopted by the membership. Thus, the adoption of the audit report will be done at the first 

business meeting of the new fiscal year. The bylaws should provide how the audit is to be made. See 

the PTA bylaws for procedure. 

The treasurer’s annual report and the audit report are filed with the permanent financial records after 

the association has formally adopted the audit report. It is strongly recommended that a financial 

management checklist be filed with the annual financial reports (see “Annual Report Sample” in the 

Treasurers section of our Training Library online). 

The treasurer’s annual report and the audit report are filed with the secretary’s minutes after the 

association has formally adopted the audit report. 
 

Dues 

PTA dues include the national, state, district, council and local portions (some PTAs do not have district 

and/or council dues). National and state dues are established by the voting body at their respective 

PTA Conventions. District, council and local dues are established by the voting body at one of their 

respective meetings. An individual who pays dues to a local PTA also becomes a member of the 

national and state PTAs, as well as their district and council PTAs where appropriate. The portion of 

national, state, district and council dues is classified as “Dues Not Belonging to the Unit.” 

The local treasurer works with the membership chair to forward the following items to the appropriate 

recipient: 

 Dues not belonging to the unit 

 The number of members 

http://www.vapta.org/members-only/training-library/treasurers.html
http://www.vapta.org/members-only/training-library/treasurers.html
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 Names and addresses of members 

 Identification of the local PTA 

As directed by the state PTA, dues not belonging to the unit shall be forwarded to the state treasurer 

without requiring specific authorization by the association. The state PTA will set the guidelines for 

how often units must submit dues. State PTAs must submit dues to the National PTA headquarters on a 

monthly basis. Dues should not be held for long periods of time at the local level. The treasurer records 

these amounts in the local treasurer’s book. Dues labeled as not belonging to the unit are not owned 

by the local PTA and are never recorded as part of the local PTA’s income when received nor as part of 

the local PTA’s expenses when forwarded to the state treasurer. They should, however, be recorded as 

accounts payable within your financial records. 

Because each PTA has a unique set of activities, people belonging to more than one PTA must pay dues 

to each local PTA of which they are a member. 

The state and national levels of PTA provide several services that benefit every local PTA. These 

services - including national and state child advocacy and government relations, leadership 

development, program planning and execution, and resource development - all incur costs that are 

largely borne by a small portion of the local membership dues. Every local PTA contributes its share for 

these expenses. 

Since the PTA is an independent, private association, all monies raised from the local per-capita portion 

of dues and through additional efforts and other assets, including checking accounts, savings accounts, 

and certificates of deposit, are the property of the local PTA. 

 

The Budget 
The budget is an outline of estimated income and expenses for the year. A finance or budget 

committee usually has the responsibility of developing a budget for the PTA. This committee may be 

elected or appointed according to the PTA bylaws and usually consists of three or five members, one of 

whom is the treasurer, who may act as chair. 

A budget is not only a guide but also a working document. It shows a plan for spending those funds to 

meet the needs of the unit’s yearly activities, for obtaining funds and also should allow adjustments 

when those estimates are not exactly accurate following the amendment guidelines established. A 

budget does not dictate what a local unit must do. It simply presents what a unit intends to do. Just 

because a program or fundraiser is listed on the budget does not mean that it is required to be done. 

However, if an item is not on the budget, it cannot be done.  (see “Budget Sample” in the Treasurers 

section of our Training Library online). 

  

http://www.vapta.org/members-only/training-library/treasurers.html
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The Budget Process 

Developing the Budget 

Effective budgeting includes consideration of the PTA’s stated goals and planned activities, as well as 

the financial needs to achieve these. 

The committee should study the previous year’s budget and treasurer’s reports to determine how well 

that budget met the association’s needs. Next, members should determine the projected financial 

requirements, taking into consideration the funds needed for the approved programs, projects and 

leadership development. They should determine the sources of funds to meet these requirements. 

From this information, the committee then develops the annual budget. The budget should show the 

allocated expenditures for the year’s activities, as well as the funds on hand and the anticipated 

receipts. Expenditures should equal receipts. Budgets cover a one-year period. How the year is defined 

should be determined in the PTA bylaws.  

Approving the Budget 

After the budget has been drafted, the budget committee chair should present it to the PTA board/ 

executive committee for consideration and then to the PTA membership for approval. This 

presentation is made during the association’s general meeting where a quorum is determined to be 

present. A majority vote of the members present and voting is required for adoption. 

The budget is presented item by item to allow for discussion and amendment of each section. Funds 

should not be spent until the budget is approved and funds have been released by a quorum of 

members at an association meeting. 

The budget committee should also seek approval of a plan to provide sufficient funds in the budget to 

enable the association to carry on its program during the summer and prior to the start of membership 

enrollment in the fall. 

Amending the Budget 

Since the budget is only an estimate of the planned expenditures for the year, it may be necessary, 

from time to time, to amend it. When there are additional expenses or a change in an allocated 

expenditure, the budget may be amended by a vote of the association at any regular meeting or at a 

special meeting called for that purpose. 

To amend a budget item previously adopted, it is necessary to have a two-thirds vote; with previous 

notice, a majority vote. 

Approval of Expenditures  

The adoption of the budget authorizes the treasurer to pay for routine expenses covered in the budget 

only if such authority is given to the treasurer in the local PTA bylaws. If the local PTA bylaws do not 

provide this authority, the treasurer shall pay bills only when the board/executive committee or local 

PTA members vote to expend the money, and then only upon presentation of properly signed 
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vouchers, as required in the state bylaws. All expenditures must be reported to the board/executive 

committee and included in the Monthly Treasurer’s Report to membership. This report should display 

how the amounts expended to date compare with corresponding items in the approved budget. Any 

additional expenditure not provided for in the budget must be approved by the membership. The 

Monthly Treasurer’s Report should be attached to the minutes of the meeting at which it is presented. 

Changes in the budget, whether in income or expenditures, must be presented as amendments to the 

budget.  

Banking 
Handling Fundraising Receipts and Expenditures  
When a PTA is planning a fundraising activity that will involve large amounts of money, the treasurer 

should arrange to deposit the money in the bank as soon after the conclusion of the project as 

possible. The chair of the activity should be responsible for seeing that the treasurer receives all 

revenue immediately after completion of the activity. The treasurer and another person should count 

the monies received, and both should sign a cash counting sheet (Cash Counting Sheet for Events) 

verifying the amount. A receipt should be given to the chair for the entire amount. Even if the project is 

a continuing one, the money should be deposited daily in the PTA’s bank account. Night deposits and 

24-hour banking can and should be used as needed. When necessary, the treasurer should contact 

local police authorities beforehand and ask for an escort to the bank. If the treasurer contacts the bank 

about the night deposit in advance, they will be given a lock bag to place in the night depository. Never 

deposit any money in anyone’s personal account or in the school account, and never leave the money 

in the school building or in someone’s home. All checks that are to be deposited should be marked 

“For Deposit Only to the PTA, Account #_____________________” and signed by the treasurer with his 

or her title. A stamp with this information may be secured at the time the account is opened. Duplicate 

deposit slips should be made so that the treasurer will have a copy to retain for the record. To keep 

accurate records, the treasurer should be given itemized bills, sales slips, etc., from the fundraising 

activity to pay by check. These expenses should never be paid with the cash from the activity. Within a 

few days of the conclusion of the activity, the treasurer or fundraising chair should complete a detailed 

report of all receipts and expenditures and the profit from the project. That report should be 

presented to the board/executive committee and the membership at the meeting following the 

activity.  

 

Check Request (Voucher) System 

A PTA may use a general check request (voucher) system for its expenditures. The check request form 

should include the date, a brief description, amount to be paid and budgeted line item. The request 

should be signed by the requester and the president (local procedures may vary so refer to your 

bylaws). 

After the check is generated, either enter the check number on the check request or attach a check 

stub. The invoice should be stamped “paid.” Only original invoices should be approved for payment. 

http://www.vapta.org/members-only/training-library/treasurers.html
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These records will then be available to assist the audit committee in the completion of its work at the 

end of the PTA fiscal year. 

Electronic Commerce 
Internal controls should be the cornerstone of all your financial transactions, including any e-

commerce in which your PTA participates. As most of these transactions only require one person to 

create, the risk of fraud increases due to lack of checks and balances. Ensure that you have proper 

internal controls in place to mitigate that risk. 

Best Practices 

There are several factors necessary for creating effective internal controls: 

 Management/board of director’s commitment 

 Sound policies and/or procedures regarding the segregation of duties 

 Compliance with and review of the policies/procedures in place 

Effective internal controls include the following: 

 Policies/procedures should be in writing 

 Workflow should enforce proper segregation of duties: 

 A person(s)* who does not have the authority to approve payments receive(s)* invoices 

 The person(s)* who can approve payment should not be able to cut checks or enter invoices 
into the accounting system 

 Review on a monthly basis all bank statements and bank reconciliations by someone who does 
not have access to authorize or enter invoices 

 Maintain a filing system for proper and complete storage of all necessary documentation 

 Be organized and consistent 

 Review internal control policies and procedures annually 

 Ensure proper training for personnel or volunteers 

Risks 

Regardless of how automated the process, without effective internal controls in place, there will be 

opportunity for fraud to occur. Some examples of ineffective internal controls include: 

 Failing to separate functional responsibilities of authorization, custodianship and record-
keeping 

 Allowing unrestricted access to assets or sensitive data 

 Failing to reconcile assets with the appropriate records 

 Allowing unauthorized transactions 

 Failing to implement controls because of the lack of qualified person(s), including parents, 
volunteers, members or employees 

For fraud to occur, only four things are needed: Incentive, Opportunity, Rationalization and Capability. 

This is called the Fraud Diamond.  If you believe that fraud has occurred, which generally involves 
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stolen or misappropriated assets like cash, property, or equipment; you should contact our state PTA 

office. 

The PTA Audit 
Our audit process is actually a financial review – and it is not a “pass or fail” process.  The purpose is to 

ensure that our PTAs are following proper financial procedures and are practicing financial 

responsibility; if they are not, this process helps them get back on track.  

PTA treasurer records must be audited every year at the end of your fiscal year (check your bylaws – 
many are July 1 – June 30).  Your audit should be complete before your treasurer begins the new year 
as well.  Your treasurer records must also be audited when a treasurer leaves office – before the new 
treasurer takes control of the books.   

Your treasurer books may be audited by a committee of 3 people (folks that are not authorized to sign 
checks for this PTA during this audit period) OR an experienced auditor.  The current president or 
treasurer of your PTA may not be on the auditing committee if they were authorized to sign checks 
during the period being audited.  It is great training to have your incoming president and treasurer 
serve on your audit committee so they may become familiar with your financial procedures and learn 
what needs to be improved.  Any PTA member that is not a signer may also serve. 

Our Local Unit Audit Report Instructions and Local Unit Audit Report are available at www.vapta.org 

(on the “quick links” section on the left hand side of our homepage).  If you need help understanding 

the instructions or completing your audit, please contact your District Director.  

Note: The outgoing treasurer cannot pay bills after the books are closed for financial review. Upon 

assuming office, the incoming treasurer may deposit funds in the PTA bank account. It is recommended 

that during the financial review process, expenditures within an adopted budget be limited to those of 

an emergency nature. The financial review should be completed as quickly as possible.  

Contracts and Insurance 
In the course of a year, a PTA may enter into a variety of contracts. For instance, a PTA may contract a 

band for a dance or purchase supplies for a fundraising venture. The PTA assumes the responsibility to 

comply with the terms and conditions of the contract and to pay the stated sum. The fact that an 

activity is not a financial success or that the PTA has insufficient funds to meet its obligation has no 

effect on the responsibility assumed. 

Before you enter into a contract on behalf of your PTA, consider the following: 

 Has the membership approved the project? 

 Does the president have authorization from the board/executive committee to negotiate a 
contract? 

 Have all contracts been received in writing? 

http://www.vapta.org/
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 Are the terms and conditions of the contract understood? Have they been reviewed by legal 
counsel, if needed, and agreed to by the board/executive committee? 

 Is the length of the contract limited to the term of the participating officers, and does not 
encumber future boards? 

 When entering into a contract, the PTA president is responsible for the agreement and should 
clearly identify that it is the PTA entering into the contract and not the president as an 
individual. The signature on a written contract should read, 
“____________________________" PTA (or PTSA or council or district) by: John Doe, 
President.” 

It is preferable to require two signatures on a contract (the president’s signature plus another 

officer’s). 

Contract Tips 

Remember, if there is any question about the terms or conditions of the contract, the proper time to 

seek advice is before the contract is signed.  Verbal contracts can also be binding so be careful when 

talking with vendors. 

 

Insurance 

Bonding Insurance 

Although bonding may not be required in the bylaws of the association, it is in the best interest of the 

PTA for the treasurer and all other individuals authorized to handle funds and securities of the 

association to be covered by a fidelity bond in the amount determined by the executive committee. 

The expense of such insurance should be purchased by the PTA. 

A fidelity bond covers losses sustained by a PTA through any fraudulent or dishonest act or acts 

committed by any of the employees or non-compensated elected officers and their successors or any 

non-compensated person who is authorized by an officer to handle PTA monies acting alone or in 

conspiracy with others. Such a policy should be secured from a reliable insurance company. 

Liability Insurance 

The following are two types of liability insurance: 

General - PTAs should consider their need for liability insurance when there are projects or 

activities that may result in potential hazard for PTA members, schoolchildren, or other third 

parties. 

Commercial general liability insurance provides coverage for a PTA’s legal liability arising from 

bodily injury, personal injury (false arrest, libel, slander, and other defined injuries), advertising 

injury, and property damage that results from the PTA’s activities and operations. Such 

insurance coverage may be purchased either on a continuous, year-round, comprehensive 
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coverage basis, or on a one-time basis for special events. Generally speaking, school district 

liability insurance does not extend to PTAs or their activities. 

Directors and Officers - Directors and officers (D&O) liability insurance provides protection for 

claims arising out of the wrongful acts of directors and officers (in making policy and managing 

the affairs of the unit) that do not fall under the definition of physical injury. Examples of D&O 

liability claims include: 

 Discrimination based on age, sex, race, national origin, disability, etc. 

 Improper employment termination 

 Breach of contract, e.g., contract disputes with customers, vendors, suppliers, or service 
providers 

 Mismanagement of association funds 

 D&O liability insurance may provide coverage for the defense costs resulting from 
covered claims. 

Occurrence or Claims Made Insurance Coverage 

Under a claims-made policy, a claim is covered under the insurance policy in effect when the claim was 

made against the insured, no matter when the injury occurred. Under an occurrence policy, the claim is 

covered under the policy that was in effect at the time of the event, even if the claim is brought many 

years after the injury has happened. 

 

Recommended Insurance Companies 

AIM (Association Insurance Management Inc.) www.aim-companies.com  

RVNA (R.V. Nuccio & Associates) www.rvnuccio.com  

 

Federal Requirements 
Federal Tax-Exempt Status – 501(c)(3) Organizations - Most PTAs are classified as tax-exempt 

501(c)(3) public charities under the Internal Revenue Code (IRC). 

It is very important that PTAs do not jeopardize their tax-exempt status. They must not violate certain 

restrictions that apply to their 501(c)(3) classifications: 

 As a 501(c)(3), a PTA must be organized and operated exclusively for charitable, educational, or 
scientific purposes (the mission as defined in bylaws). 

 A PTA’s resources and funds cannot be used for the private benefit of an officer or director 
(private inurement). 

 Upon a PTA’s dissolution, its assets must be distributed for one or more of those defined 
exempt purposes. 

 A PTA cannot engage in any political activity. Associations that are classified as 501(c) (3) are 
forbidden to support candidates for public office. 

 A PTA can only engage in an insubstantial amount of lobbying activity. 

http://www.aim-companies.com/
http://www.rvnuccio.com/
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Employer Identification Number - Every PTA must acquire an IRS Employer Identification Number (EIN, 

or FEIN [Federal Employer Identification Number]). That number is a part of the permanent record of 

the local PTA and should also be on file in the state PTA office. Check with the state PTA office or the 

previous treasurer for the PTA’s EIN. This number should be used for bank accounts and will be 

required for filing IRS Form 990. 

Determination Letter of Federal Tax Exempt Status - PTAs can generally qualify for exemption from 

federal income tax. In Virginia, we hold a group exemption letter recognizing all of the local units 

affiliated with the Virginia PTA/PTSA as exempt from federal income tax under Section 501(c)(3} of the 

Internal Revenue Code.  The Group Exemption Number for the Virginia Congress of Parents and 

Teachers is 3229. 

How can my local unit PTA, council, or district be included in the group exemption? 

For your local unit, council, or district PTA to be included in this group exemption, you must be in good 

standing with the Virginia PTA. 

 

What does this mean to my PTA? 

Once a local PTA, council or district is included in the group exemption, it is exempt from paying 

INCOME TAX on money earned by the PTA for use in its programs. This also means that donors may 

deduct contributions to local units, councils, and districts as provided in Section 170 of the code. 

Bequests, legacies, transfers, or gifts to your local unit, council, or district are deductible for federal 

estate and gift tax purposes. 

If a business or individual would like to make a charitable contribution to your local unit, council, or 

district you may need to provide a copy of the "determination letter of federal tax exemption" from 

the VA PTA. This letter should be obtained each year from the state office by using the 501(c) (3) 

request form. You will be sent a copy of the exemption letter plus an additional sheet signed by the 

current state PTA president verifying your unit in-good-standing status with the Virginia PTA until the 

expiration date. Maintain a copy of these documents in your permanent files and make copies as 

needed. Vendors may also ask to see your exemption letter to determine whether you qualify for their 

non-profit prices. 

Virginia Sales Tax Exemption 

The Virginia PTA and its local units, councils and districts have been granted exemption from Virginia 

sales tax by the Code of Virginia (Section 58.1-609.8). To use the exemption from paying Virginia sales 

tax, PTAs must furnish vendors with a copy of the Commonwealth of Virginia Sales and Use Tax 

Certificate of Exemption letter. To obtain a copy of this letter, local units must first request a copy of 

the 501(c) (3) IRS Determination Letter from the Virginia PTA Office by phone, mail, fax or email. The 

request must include the name of the local unit, address and district, the President's name, address 

and phone. To receive the determination letter, the constituent association must be a "unit in good 
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standing" and must have all required information on file in the state office. Once this letter is received, 

the local unit can obtain an application on-line at www.tax.virginia.gov/npo to receive a copy of the 

Sales and Use Tax Certificate of Exemption letter. Along with the completed application PTAs will need 

to provide: 

 501(c)(3) IRS Determination Letter (obtained from the Virginia PTA office) 

 Independent financial audit from a Certified Public Accountant if the PTA grosses more than 
$250,000 

 The first two pages of the local unit bylaws showing the unit's name and purposes 

 Copy of form 990, 990EZ or 990N 

 Authorized signature (president) 

 From your treasurer records: 
o Previous year’s total annual gross revenue  
o Previous year’s fundraising expenses (Only fundraisers, not programs.  Only your 

expenses, not the cost of the goods.  For example, if you are selling gift wrap your 
expenses may be making copies and posters and maybe prizes for your highest 
selling students.  You would not include the amount you pay the gift wrap company 
for the product.) 

o Previous year’s administrative expenses 
o Purchases made in Virginia.  They break this up into northern Virginia, Hampton 

Roads and “elsewhere”. 

For Proof of Chapter 5 Compliance in the application, local units should write in "Sequence #26006". 

This shows Virginia PTA is registered under a consolidated or "joint" registration for solicitation of 

contributions with the Virginia Department of Agriculture and Consumer Affairs.  

IRS Forms 990 and 990-EZ - Local, council, or district PTAs are required to file an annual information 

return of their income and expenses on Form 990 (Information Return of Organization Exempt from 

Income Tax) and other related information forms provided by the IRS, such as Schedule A and Form 

990-T. The IRS normally sends such forms to tax-exempt associations, but the responsibility of filing lies 

with the PTA treasurer, whether or not such forms are received. 

Once your PTA has filed the appropriate type of Form 990, please send a copy to our state office.  

990-N/E-Postcard 

PTAs whose annual gross receipts are $50,000 or less for tax years ending on or after December 31, 

2010, are required to submit Form 990-N, also known as the e-Postcard, electronically unless they 

choose to file a complete Form 990 or Form 990-EZ. 

The e-Postcard is due every year by the 15th day of the fifth month after the close of your tax year. For 

example, if your tax year ended on December 31, the e-Postcard is due May 15 of the following year. If 

the due date falls on a Saturday, Sunday, or legal holiday, the due date is the next business day. You 

cannot file the e-Postcard until after your tax year ends. If you do not file your e-Postcard on time, the 

IRS will send you a reminder notice, but you will not be assessed a penalty for filing the e-Postcard late. 

http://www.tax.virginia.gov/
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Completing the e-Postcard requires the seven items listed below: 

 Employer identification number (EIN), also known as a Taxpayer Identification Number (TIN) 

 Tax year 

 Legal name and mailing address 

 Any other names the organization uses 

 Name and address of a principal officer website address, if the organization has one 

 Confirmation that the organization’s annual gross receipts are normally $50,000 or less for tax 
years ending on or after December 31, 2010 

 If applicable, a statement that the organization has terminated or is terminating (going out of 
business) 

To file the e-Postcard go to www.epostcard.form990.org.  Keep a copy of the information filed for the 

PTA’s permanent records. 

990-EZ 

If the PTA’s annual gross receipts are normally more than $50,000 but less than $200,000, and total 

assets are less than $500,000, the PTA has an obligation to complete and file Form 990-EZ, whether or 

not it received the form in the mail. Refer to the Instructions for IRS Form 990-EZ for further 

instructions. 

 Forms 990 and 990-EZ are due by the 15th day of the fifth month after the close of the PTA’s 
fiscal year. For example, if the PTA’s fiscal year-end is June 30, the form is due November 15. 

 If the return is filed late, a penalty of $20 a day may be charged. The penalty is not to exceed 
the lesser of $10,000 or 5% of the association’s gross receipts for the year. Also, a penalty may 
be charged if the return is filed incorrectly or incompletely. 

 If the PTA is required to submit a completed Form 990 or 990-EZ, it must submit a Schedule A 
as well (501(c)(3) organizations are not required to file Schedule A, but must file a Form 990 or 
990-EZ as required). 

 If the PTA has more than $1,000 in gross unrelated business income, it must file a Form 990-T 
as well. 

 If the PTA has made significant changes to its bylaws (e.g., change in fiscal year, change in 
governance/ structure), a copy of the updated bylaws should be submitted to the IRS with the 
completed Form 990 or 990-EZ. 

 If the PTA wishes to request an extension of time to file Form 990 or 990-EZ, it should file a 
Form 8868 filed with the IRS before the deadline determined by the close of the PTA’s fiscal 
year. 

Tax Exempt Revocation 

An organization that fails to file required e-Postcards or information returns – Forms 990 or 990-EZ - 

for three consecutive years will automatically lose its tax-exempt status. The revocation of the 

organization’s tax-exempt status will not take place until the filing due date of the third year. If this 

http://www.epostcard.form990.org/
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happens to your PTA, you can find resources at www.PTA.org/taxhelp to guide you through the next 

steps. 

IRS Form 990 • 990 EZ • 990 N  

Who must file? All local PTA units that have gross receipts of $50,000 must file an IRS Form 990N (e 

postcard). If the PTA's gross receipts are $50,001 or more, but less than $250,000, the unit may file a 

Form 990EZ. If a PTA's gross receipts are over $250,000 they must file a full Form 990. PTAs with gross 

receipts of more than $50,000 will be required to file Form 990 or Form 990EZ, and Schedule A. Be sure 

to enter the Virginia PTA/PTSA Group Exemption Number (GEN) 3229 on the form. 

What are gross receipts? Gross receipts are the total amount received from all sources (with the 

exception of state, national dues) during its annual accounting period without subtracting any costs of 

expenses. 

When is the return due? The due date for all IRS forms is the 15th day of the fifth month following the 

end of the PTA's fiscal year. For example, if the fiscal year ends June 30th, the return is due by 

November 15th. 

How do we get the forms? The Form 990N must be done online. To order any Form 990 and Schedule 

A call 1-800-TAXFORM (1-800-829-3676). Be sure to ask for the forms and the instructions for Forms 

990, 990EZ, and Schedule A. They will not send the instructions unless you ask for them. You may also 

access these forms on the IRS web site www.irs.gov 

Where do we send the return? Mail the completed forms to the Internal Revenue Service Center as 

directed in the instruction packet. (It is recommended that the package be sent "Return Receipt 

Requested" for proof of IRS receiving your form.) 

What are the penalties for late filing or not filing? If the association has a gross income of more than 

$50,000 and fails to file a Form 990, the law imposes a penalty of $20 per day for each day the return is 

late, not to exceed $5,000. Remember, PTA's are tax exempt, but not exempt from filing under the 

above conditions. There is no statute of limitations for returns that have not been filed. 

Substantiation Requirements for Charitable Contributions 
Deductibility of Contributions Made to PTAs - PTA members and contributors often assume that any 

payment they make to a PTA in conjunction with a fundraising event is tax-deductible. However, rules 

and limitations exist for the deductibility of such payments. 

Quid Pro Quo Contributions  

IRS regulations state that charities must provide a written disclosure statement to a donor for a quid 

pro quo contribution of more than $75. This type of contribution is a payment made partly as a 

contribution and partly in exchange for goods and/or services. The disclosure statement must disclose 

http://www.pta.org/taxhelp
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the amount of the payment and give a description and good faith estimate of the value of the goods 

and/or services received in exchange for a portion of the payment. 

Example: If a PTA holds a fundraising event that provides a meal or some tangible item in return for the 

purchase of a ticket, then the portion of the ticket that is tax-deductible is the ticket price less the fair 

market value of the meal or item received. 

Charitable Contributions of Cash 

A donor claiming a monetary charitable contribution deduction of any amount cannot take the income 

tax deduction unless he or she has a canceled check, bank record or acknowledgment from the 

charitable organization. The acknowledgment correspondence must: 

 Include the name of the charitable association (name of PTA) 

 Include the amount of money received 

 Include date of the contribution 

 State whether any goods or services were received in return for the contribution 

 Describe the goods or services received, with the fair market value of same 

 Be received by the donor prior to the due date of the donor’s tax return 

Out-of-pocket volunteer expenses can qualify for a charitable deduction but are subject to the same 

substantiation requirements if the expenses exceed the $250 threshold. The volunteer must maintain 

records to substantiate the amount of the expenses, and obtain a statement from the association 

describing the service provided by the volunteer and indicating whether or not any goods or services 

were provided to the volunteer in return. 

Penalties 

An acknowledgment to substantiate charitable contributions and a disclosure statement for quid pro 

quo contributions are two separate documents. If a PTA decides to make them one document, the PTA 

must follow all the rules and deadlines in order to avoid applicable penalties. Charities that fail to 

provide the required disclosure statements for quid pro quo contributions of more than $75 will incur a 

penalty of $10 per contribution, not to exceed $5,000 per fundraising event or mailing. 

 

Documentation Requirements for Charitable Contributions 

The IRS has released final regulations concerning the substantiation requirements for charitable 

contributions. The charitable contribution rules have been simplified in some areas; record-keeping 

requirements remain in effect.   

 

  

http://www.ptakit.org/Finance/Substantiation-Requirements-for-Charitable-Contributions/Documentation-Requirements-for-Charitable-Contributions.aspx#sthash.xHNvrt4K.dpuf
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Theft, Fraud and Embezzlement Guidelines 
It is hard to acknowledge that theft, fraud and embezzlement are pervasive in today’s society. In many 

cases, the person who commits these acts is someone you know, like and trust. Convincing a nonprofit 

to prosecute is often difficult. A nonprofit’s duty to its members, the community, and its donors are 

significant and this should have strong consideration when determining whether to prosecute or not. 

Managers of nonprofit organizations must constantly be on the lookout for fraud. 

Fraud costs U.S. organizations more than $400 billion annually. The average organization loses 

approximately 6% of its total annual revenue to these abuses. And these abuses are perpetrated at all 

levels of the organization. 

Preventing Theft, Fraud and Embezzlement 

Every organization should have a strong system of internal controls. Internal controls are not only for 

large organizations; there are steps small organizations can take to protect their assets as well. They 

may not have enough volunteers or employees to maintain strict delineation of duties but internal 

controls are still possible. Without good internal controls it could take months to become aware of a 

problem. View our Fraud Prevention Checklist. Also be sure to access the Preventing Theft in Your PTA 

e-learning course. This course will teach you how to detect theft in your unit and what to do if you 

suspect it is happening. 

 

Internal Controls 

Internal controls are a process designed to provide reasonable assurance regarding the reliability of 

financial reporting, the effectiveness and efficiency of your operations, and compliance with applicable 

laws and regulations. 

Implementing proper internal controls provide assurance that: 

 Fraud will be discovered on a timely basis 

 Perpetrators will be identified 

 A strong deterrent to improper activities is in place 

 Loss will be covered by insurance 

Good internal controls will take away the opportunity needed by desperate people to commit a crime. 

What will cause a normally good person to reach this point? Gambling debts, divorce, illness, drug 

problems, peer pressure, and work lay-offs are some of the reasons that are given when people are 

questioned about these abuses. It may be hard to take appropriate action when you have compassion 

for the person committing the fraud, but that should not be part of the consideration. 

PTA Specific Warning Signs 

The following is a list of PTA-specific warning signs that may indicate that theft, fraud or embezzlement 

is taking place: 

 Treasurer’s report delayed or non-existent 
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 Budget monitoring reports delayed (may be part of the treasurer’s report) 

 Delayed deposit of cash receipts 

 Missing supporting documents 

 Multiple corrections to the cash book 

 Checks bouncing when there should be sufficient cash 

 Lifestyle or behavior changes of staff or volunteers 

The Cost of Not Prosecuting Fraud 

There are many costs as a result of not prosecuting fraud: 

 Not pursuing action sets a precedent that may cause additional fraud later on or create an 
environment that encourages fraud rather than deters it. 

 This may cause loss of credibility and respect for the association among the members, 
community, partners and donors. 

 Lack of prosecution may void the insurance policy. 

Fraud can have a significant impact on your association. It can lead to: 

 Financial loss 

 Costly investigation (in actual dollars and time lost) 

 Lost opportunities 

 Damaged reputation 

 Damaged relationships with vendors, partners, members and the community 

 Loss of donors 

 Litigation 

Investigate all suspected fraud and decide if sufficient probable cause exists to prosecute. You may 

want to get an attorney involved from the beginning to make certain that evidence of possible fraud is 

properly preserved. They can advise the association on the likelihood of success in civil court, and 

protect the organization from issues related to improper actions or civil rights violations against the 

suspect. 

Do not be afraid to talk about fraud. Make it well known that theft will not be tolerated and that 

prosecution may result. Promote safeguards to reduce incidents of fraud and encourage people to 

come forward if they suspect irregularities. 

First Steps for Suspected Fraud or Theft 

 Do not make accusations. 

 Contact our state office. 

 Determine what other access the suspect has, what other types of fraud schemes the suspect 
could have perpetrated, the likelihood of collusion, and the possible duration of the schemes 
discovered. 

 Document all allegations. 

 Gather facts, documents and interviews. 
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 Identify all bank accounts involved and consider closing or freezing the accounts. Follow steps 
in the policy developed to cover such matters. 

 Contact the authorities. 

 Contact insurance company. 

 If it is determined that fraud did occur, National PTA recommends that the PTA should file an 
official report with the police department. 

Fundraising and the Purpose of PTA 
Promotion of the PTA mission and purposes should be the primary emphasis in PTA. PTA’s mission is 

“to make every child’s potential a reality by engaging and empowering families and communities to 

advocate for all children.” Fundraising is not a primary function of PTA.  

When PTAs invest their human resources in programs that improve homes, schools and communities, 

they provide benefits for children and youth with very small outlays of money. PTA-sponsored 

programs can provide enrichment activities for families. PTAs can work with other community 

organizations on community-wide issues that match up to PTA priorities.  

All funds generated by a PTA, including the local portion of dues, should be predetermined and 

budgeted for purposes that advance PTA work, such as participating on committees, and undertaking 

projects and programs. Participation in state and national PTA conventions is an appropriate and 

important use of PTA funds. Children should never be exploited or used as fundraisers.  

Selecting Appropriate Fundraising Activities 

The following questions should be used as guides in selecting and planning a fundraising project that 

will be both successful and worthy of the PTA: 

 Does it adhere to the PTA mission and purpose? 

 Does it conform to the noncommercial, nonsectarian and nonpartisan policies set forth in the 
PTA bylaws? 

 Does it refrain from using or exploiting children? Will it create goodwill for the PTA? 

 Is it a type of activity that can serve as a positive example for children and youth? Will it provide 
the revenue to help meet the PTA’s goals? 

 Did the fundraising committee provide a budget of expenditures (e.g., materials and advertising 
for the event), as required by the PTA’s bylaws and standing rules? 

 Do the state and local governments require the PTA TO COLLECT AND REMIT SALES TAX? Are 
special permits, such as special licenses or health permits, required/needed? 

 Is the liability of the PTA and its members protected through sufficient insurance or otherwise? 

 Did the president sign the contracts for vendors and/or manufacturers? Do the contracts and 
products cover who is responsible for spoiled or damaged goods? For unclaimed goods? 

 Is the PTA using volunteers, or does it have to pay or contract with workers? 

 Have procedures been established to safeguard the handling of products and money? What are 
the costs for using a facility? How long is the event going to be held? Are there special 
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requirements or restrictions for using the facility? Are fire laws and safety precautions strictly 
observed? Is the facility accessible to people with disabilities? 

 Is it an infrequent or ongoing activity? Be aware that unrelated business activities could result 
in some federal or state taxation of the income earned or, in the extreme, the loss of your tax-
exempt status. 

 Are there local, state or federal laws that apply? Is care taken to see that no law is violated? 

Depending on the PTA and the activity, there may be other questions that need to be addressed. When 

considering several funding ideas, review this list, as well as other questions and concerns, to 

determine which fundraising event to choose. 

See the “Fundraising” section of the National PTA BTS Kit for more info (www.ptakit.org).  

Virginia PTA Training 
Leadership Training and Annual Conference 
Held annually during July, this is the most comprehensive – and interactive - training offered by Virginia 

PTA and is a must for your board! Your members and students in PTSAs are welcome to attend as well.  

A wide variety of workshops are offered for both new and veteran PTA leaders. Leaders will receive 

valuable resources, plus have the opportunity to visit an extensive exhibit hall and network with PTA 

leaders from around the state. This is the official business meeting of Virginia PTA at which delegates 

approve state bylaws, adopt resolutions, and elect state officers (in odd-numbered years). 

Training Library 
Our website now includes a Training Library with resources to help your entire board do their jobs and 

give your PTA structure to run smoothly.  It includes: 

 This Leadership Toolkit as a road map of PTA resources from our own Virginia PTA as well as 
National PTA.  It's designed to help you find the information you're looking for quickly and 
easily - to help you run your PTA, do your job, and support the students in your school 
community. 

 Support for Your PTA contains ready-to-customize documents for you to use for your PTA to 
create structure. 

 Treasurers contains forms and info for your treasurer to help your unit be financially 
responsible. 

 Marketing contains tools to help you share the benefits of PTA with your school community. 

 Nominating Committee and Elections explains our nomination and election process and 
contains step-by-step guides as you plan to elect your next group of PTA leaders. 

 National PTA Support includes links to their website, the “Back-to-School Kit” and E-learning 
Courses.  These are wonderful training tools for your entire board that include general “how to 
serve on a board” into to job specific training 

http://www.ptakit.org/
http://www.vapta.org/members-only/training-library.html
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PTA Advocacy Day at the General Assembly 
PTA is the oldest and largest volunteer advocacy organization in the country.  Our mission to make 

every child’s potential a reality reaches into the legislation process in Virginia.  Each year, like many 

other associations, Virginia PTA members meet at the General Assembly for our “lobby day”.  At this 

event, members will be briefed on the status of bills that have an impact on our program, familiarized 

with talking points on our legislative priorities and prepared to speak to their legislators.  All materials 

and training are provided by the Virginia PTA and attendees are encouraged to make appointments to 

meet with their legislators to share the PTA positions and seek support for our program. 

 

New PTA Start-Up Toolkit 
Do you know of a school that would benefit from PTA?  Our “PTA Start-Up” toolkit is a guide to walk 

you through the process of organizing a new PTA unit.  Check out the “Why PTA” section of our 

website for more information (orange button, left side).  The PTA Start-Up Toolkit is found on our 

website (“Why PTA” orange button on left side, “become a Member”, Start a Unit). 

 

National PTA Back-to-School Kit 
The National PTA 2016-2017 Back-to-School Kit (www.PTAkit.org) has been updated!  It contains 

resources to help PTA leaders serve their communities and manage local units including: 

 easy-to-use guides for the president, treasurer and membership and programs chairs 

 membership, fundraising and marketing tools 

 program and advocacy resources 

 special offers from national partners  
It’s also completely digital and mobile-friendly.  

 

This kit is a member benefit of PTA.  To access the kit, you register online at www.PTAkit.org with 

basic information about your PTA and the leader who is registering.  After you register, you’ll set up a 

username and password that will give you full access.  If you get stuck, step-by-step directions are 

available at www.PTA.org/BTSKit.  

 

New this year is a special recruitment tool - our local unit presidents who register for the Back-to-

School Kit will receive this in the mail. This tool is a physical packet of information that will help you 

describe PTA’s goals, structure and message. It will also help you recruit new members.  

Printing sections of the Kit is easier with a new “PRINT THIS” icon at the bottom of each page.  It also 

allows you to print whole sections are once. 

http://www.vapta.org/why-pta/become-a-member.html
http://www.vapta.org/why-pta/become-a-member.html
http://www.ptakit.org/
http://www.ptakit.org/
http://www.pta.org/BTSKit
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Here is a short summary of that guide to help you navigate the information.  Tools for you to use in 

your PTA are linked as well, so you can easily find “boots on the ground” help.   

The Kit is organized into these sections: 

PTA Presidents and Boards: This guide provides guidance to incoming local PTA presidents, 

including how to lead a board of directors, execute the PTA missions and purpose, and 

successfully run business of a local unit.  

Finance: This guide shares best practices for budgeting, banking, and conducting a PTA audit, 

with specialized information on contracts, incorporation, insurance, and federal tax 

requirements.  

Membership: This guide shares tips to increase unit membership, including tracking and 

retaining members, bolstering diversity and inclusiveness, and marketing PTA membership.  

Programs: PTA programs bring families together with school staff in a way that builds 

relationships and supports student success, while enriching children's education and overall 

well-being.  

Fundraising: This guide provides guidance on standards for PTA fundraising, including selecting 

activities, seeking corporate sponsorship, and understanding the legal implications of 

fundraising.  

Advocacy: This guide shares tips and best practices to be an effective advocate for every child – 

by educating communities and advocating on all levels of government the PTA way.  

Communications: This guide shares tips and best practices to effectively share messages with 

fellow PTA members, school staff and administrators, community members, and the media.  

There is an “Additional Resources” tab in each of these sections, and that is where you find a master 

list of the hands-on tools shared within that section.  This is where you find your “boots on the ground” 

help.  There are “Quick Reference Guides” in each section that can be printed and added to your 

procedure books. 

The Back-to-School Kit is available in English and Spanish. 

Bird’s Eye View of the BTS Kit - The Back-to-School kit is huge, and this bird’s eye view will help you 

find the resources you need! 

PTA Presidents and Boards 
 Welcome & Introduction 

 Running Your PTA 
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 Planning Your PTA Year 

 Effective Meetings and Important Rules 

 Growing Membership, Volunteerism, and Advocacy 

PTA President and Board Tools: 

 PTA President Quick Reference Guide 

 Sample Needs Assessment Survey 

 How to Use Needs Assessment 

 Basic Responsibilities of the Secretary 

 Basic Responsibilities of the Vice President 

 Basic Responsibilities of the Treasurer 

 Board Basic Responsibilities Checklist 

 Working with a Board – President’s Tip Sheet 

 Meeting Tips 

 Sample Meeting Minutes 

 Sample Meeting Agenda 

 Suggested Bylaws Checklist 

 Sample Goal Planning Guide 

 Sample Plan of Work 

 Dos and Don’ts of Partnering with Administrators 

 Dos and Don’ts of Partnering with Teachers 

 Sample PTA Candidate Interview Questions 

 Sample Board Candidate Checklist 

 Sample Candidate Application Form 

 Sample Conflict of Interest Acknowledgement  

 Sample Conflict of Interest Policy  

Quick Links:  

 E-Learning:  
o Running a Successful Program 
o Board Basics 
o Local Unit President 
o Local Unit Secretary 
o Local Unit Treasurer 
o Parliamentary Procedure 

 National Standards for Family-School Partnerships 

 Local Leader Resources 

Finance 
 The PTA Treasurer 

 The Budget 

 Banking 

 Electronic Commerce 
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 The PTA Audit 

 Contracts, Incorporation and Insurance 

 Federal Requirements 

 Substantiation Requirements for Charitable Contributions 

 Theft, Fraud and Embezzlement Guidelines 

 Additional Important Information 

 Additional Resources 

Finance Tools: 

 Finance Quick Reference Guide 

 Instructions IRS Form 990 N 

 Sample Annual Report 

 Sample Monthly Treasurer Report 

 Before Leaving Office Checklist 

 Sample Budget 

 Cash Counting Sheet for Events 

 Letter to Clarify Schools vs PTA 

 Sample Financial Review Form 

 Sample Receipt Forms 

 Fraud Prevention Checklist 

 Sample Credit Card Policy 

 Financial Management Checklist 

 Finance E-Banking Best Practices 

 Records Retention Schedule 

(Finance E-learning Course:  Local Unit Treasurer) 

Membership 
 The Value of PTA 

 Membership Roles and Duties 

 Membership Planning for Recruitment and Retention 

 Membership Engagement 

Membership Tools: 

 Membership Quick Reference Guide 

 Back Pack Bundle 
o Connect with Your Child’s School & Community (Spanish Version) 
o You are Your Child’s Advocate   (Spanish Version) 
o Today’s PTA Poster   (Spanish Version) 
o 15 Things You Can Do to Engage In your Child’s Education   (Spanish Version) 

 Membership Growth Plan Worksheet 

 Sample Membership Growth Plan 

 PTA Engagement Activity Planning Template 
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 Welcome to the Unit Email 

 Mid-Year Status Email 

 Renewal Letter 

 2016 Member Benefits Flier 

 Membership Marketing - Join Today's PTA Flier   (Spanish Version) 

(Membership E-learning Course: Membership Basics) 

 

Programs 
 About National PTA’s Programs 

 Recruit Your Team 

 Develop a Plan 

 Promote Your Program 

 Celebrate Success and Plan for the Future 

Program Tools: 

 Programs Quick Reference Guide 

 Family Engagement Survey 

 Action Plan 

 Budget Worksheet 

 Program Announcements or Newsletter Brief 

 Event Registration Sheet 

 Sample Resource Request Letter 

 Sign-In Sheet 

 Program Evaluation Tools 

 Thank You Letter for Sponsors 

 Thank You Letter for Volunteers 

 Planning Guide and Checklist 

 Tips for Teachers on Family Engagement Poster 

 Reflections Poster 

 ArmyEdSpace 

 Safe Route To School 

(Program E-learning Courses: Reflections Leader Training) 

Fundraising 
 Fundraising and the Purpose of PTA 

 Selecting Appropriate Fundraising Activities 

 Seeking Corporate Sponsorship 

 Special Events 

 Substantiation Requirements for Charitable Contributions 

 Legal Implications of Fundraising 
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 National PTA Sponsors and Member Benefit Providers 

Fundraising Tools: 

 Fundraising Quick Reference Guide 

 Selecting Appropriate Fundraising Activities 

 Sample Receipt Forms 

 Report of Volunteer Hours 

 Sample Solicitation Letter 

 Document Requirements for Charitable Contributions 

 Special Events Action Plan 

 Sample Proposal Outline for Writing & Special Events Sponsorship Proposal 

Advocacy 
 Advocate with PTA 

 Every Student Succeeds Act (ESSA) 

 Elections and Lobbying 101 

 Learning about the Legislative Process 

 Interacting with Members of Congress 

 Public Policy Agenda and Executive Summary 

 Common Core Standards 

Advocacy Tools: 

 Advocacy Quick Reference Guide 

 2015 Public Policy Agenda 

 2015 Executive Summary (English) 

 2015 Executive Summary (Spanish)  

 Overview of ESSA, National PTA 

 ESSA: What Does This New Law Mean for my Child  

 Family Engagement in ESSA  

 ESSA Questions PTA Advocates Should Ask  

 Family Engagement in Education Act Summary 

Advocacy Toolkit: 

 How a Bill Becomes Law 

 Federal Appropriations and Budget Process 

 Corresponding with Members of Congress 

 Hosting Site Visits for Members of Congress 

 Conducting Visits with Members of Congress 

 Where Social Media and PTA Advocacy Collide 

 Working with the Media 

 Advocate for PTA 

 PTA Policy Issue Cards 

Election and Lobbying Guides: 
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 501(c)(3) Permissible Activities Checklist 

 Nonprofits and ballot measures 

 Candidate appearances at your nonprofit or event 

 Hosting a candidate forum 

 Nonprofits, voting and elections 

Available on PTA.org: 

 Common Core Toolkit 

 Common Core Parent’s Guides 

 Common Core Assessments Guides 

 Common Core Webinar series 

 Special Education Toolkit 

 Policy Issue Briefs 

 Caring for Every Child’s Mental Health Webinar 

 “How to Lobby the PTA Way” DVD 

 “A Legacy in Leadership” DVD 

 Takes Action Network 

 Advocacy Webpage 

 Blog 

 Resolutions and Positions Statements 

 Family Engagement in Education Act 

Advocacy E-learning Courses: 

 Effective Advocacy for Your Child 

 Writing and Proposing PTA Resolutions 
 

Communications 
 Communicating with Members and Stakeholders 

 PTA Branding 

 Newsletters 

 Website 

 Social Media 

 Our Children Magazine 

 Marketing and Media Relations 

 Photography and Videography 

Communications Tools: 

 Communications Quick Reference Guide 

 National PTA Logo 

 PTA Boilerplate 

 National PTA Style Guide 

 Brand and Visual Standards 

 State PTA Logo 
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 Sample Invitation Letter to Families 

 Sample Photo Release Form 

 Sample Social Media Policy 

 National PTA Social Media Tip Sheets  

 Sample Press Release & Sample Media Advisory  

National PTA E-learning Courses  
E-learning courses are also a great resource to help train your board – right from the comfort of your 

own home, or even at a meeting at your school.  To use them, you simply create a profile on the 

National PTA website (www.pta.org), sign in and go to the E-learning Library.  Pick your class and add it 

to your shopping cart … but don’t worry, it’s free!  Download the course and start learning … and once 

you finish, you can print out a certificate of completion.   

PTA Essentials 
 PTA Basics: Discover PTA’s history, structure, programs, and the issues for which it advocates. 

(approx. 30 min) 

 Conceptos Basicos de la PTA (PTA Basics in Spanish): Descubra la historia de la PTA, su 
estructura, sus programas y los asuntos por los que intercede. (aprox. 30 min) NEW! 
 

 Effective Advocacy for Your Child: Organize around local issues and address them to benefit the 
needs of children and your community. This course is designed for emerging local leaders, but 
all are welcome to attend. (approx. 30 min.) 

 National Standards for Family School Partnerships: Explore how the National Standards for 
Family School Partnerships creates a framework for engaging families in meaningful ways to 
support student success. (approx. 30 min.) 

 

PTA Nuts and Bolts Series 
 Board Basics: Learn the basic governance structures behind most PTA units. (approx. 40 min.)  

 Conceptos básicos para las juntas (Board Basics in Spanish): Aprenda las estructuras básicas de 
gobernación detrás de la mayoría de las unidades de la PTA. (approx. 40 min.)   

 Local Unit President: This course is an introduction to the roles and responsibilities of the local 
unit PTA president. (approx. 30 min.) 

 El presidente de una unidad local (Local Unit President in Spanish): Este curso es un 
introducción a las funciones y responsabilidades del presidente de una unidad local de la PTA. 
(approx. 30 min.)   

 Local Unit Secretary: This course is an introduction to the roles and responsibilities of the local 
unit PTA secretary. (approx. 30 min.) 

 El secretario de la unidad local (Local Unit Secretary in Spanish): Este curso es una introducción 
a las funciones y responsabilidades del secretario de una unidad local de la PTA. (approx. 30 
min.) NEW!    

http://www.pta.org/
http://www.pta.org/members/content.cfm?ItemNumber=3090&navItemNumber=4632
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 Local Unit Treasurer: This course is an introduction to the roles and responsibilities of the local 
unit PTA treasurer. (approx. 40 min.) 

 Membership Basics: This course will provide local PTA members with basic ideas on 
membership - why you want to grow, how to reach everyone in your community, and what 
tools you can use to succeed. (approx. 40 min.) 
 

Leadership Enhancement 
 Creating and Delivering a Speech: Improve your public speaking skills. (approx. 30 min.) 

 Cultural Competency: Learn cultural awareness and how to build relationships across cultural 
groups. (approx. 20 min.) 

 Ethical Leadership: Learn how to accomplish your goals with fairness and integrity. (approx. 20 
min.) 

 Parliamentary Procedure: This course will teach you how rules of conduct positively affect PTA 
decision-making, while ensuring fair and orderly unit operations. (approx. 30 min.) 

 Planning Your PTA Year: Learn to keep volunteers motivated by putting an achievable plan 
together for the year. (approx. 30 min.) 

 Preventing Theft in Your PTA: This course will teach you how to detect theft in your unit and 
what to do if you suspect it is happening. (approx. 30 min.) 

 Reflections Leader Training: Walk through a step-by-step process, gather tools and resources, 
and learn best practices for encouraging creativity in your school with the National PTA 
Reflections student arts recognition program. (approx. 30 min.)   

 Running a Successful Program: Learn the steps for taking a program idea from concept to 
reality. (approx. 30 min.) 

 Writing and Proposing PTA Resolutions: Stories from “the field” combined with practical advice 
make the resolution development and proposal process easy. (approx. 30 min.) 

 

On The Job Training 
Congratulations – you just got elected – but you missed our July Leadership Training and Annual 

Conference.  Now what?? 

Here is a list of on the job National PTA E-learning trainings (see above for access info) you can 

complete with your Board to get you started: 

President:  Local Unit President e-learning course is an introduction to the roles and responsibilities of 

the local unit PTA president. (approx. 30 min.) 

 PTA President Quick Reference Guide 

 Working with a Board – President’s Tip Sheet 

 Meeting Tips 

 Plan of Work  
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Vice President:  Local Unit President e-learning course is an introduction to the roles and 

responsibilities of the local unit PTA president. (approx. 30 min.)  This info will help you partner with 

your president and build your team. 

 Basic Responsibilities of the Vice President 

 Plan of Work 

 

Secretary:  Local Unit Secretary e-learning course is an introduction to the roles and responsibilities of 

the local unit PTA secretary. (approx. 30 min.) 

 Basic Responsibilities of the Secretary 

 Meeting Tips 

 Sample Meeting Minutes 

 Sample Meeting Agenda 

 Plan of Work 

 

Treasurer:  Local Unit Treasurer e-learning course is an introduction to the roles and responsibilities of 

the local unit PTA treasurer. (approx. 40 min.) 

 Basic Responsibilities of the Treasurer 

 Finance Quick Reference Guide (print and keep a copy in your book) 

 Financial Management Checklist 

 Finance E-Banking Best Practices 

 Fraud Prevention Checklist 

 Sample Budget 

 Sample Monthly Treasurer Report 

 

Membership:  Membership Basics e-learning course will provide local PTA members with basic ideas 

on membership - why you want to grow, how to reach everyone in your community, and what tools 

you can use to succeed. (approx. 40 min.) 

 Membership Quick Reference Guide 

 Plan of Work 

 

Programs:  these e-learning courses are a great place to start! 

 National Standards for Family School Partnerships: Explore how the National Standards for Family 

School Partnerships creates a framework for engaging families in meaningful ways to support 

student success. (approx. 30 min.) 

 Reflections Leader Training: Walk through a step-by-step process, gather tools and resources, and 

learn best practices for encouraging creativity in your school with the National PTA Reflections 

student arts recognition program. (approx. 30 min.)   

 Running a Successful Program: Learn the steps for taking a program idea from concept to reality. 

(approx. 30 min.) 
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 Plan of Work 

 

Please reach out to your District Director for additional training and support! 

Local PTA Unit Awards 

National PTA Awards 
Our National PTA offers several awards to our local PTAs, including: 

 Mary Lou Anderson Reflections Arts Enhancement Grants 

 Phoebe Apperson Hearst Innovation in Family Engagement 

 Jan Harp Domene Diversity and Inclusion Award 

Membership Awards 
Each year, the Virginia PTA recognizes those local units who excel in membership achievement.  

Superior Awards, Outstanding Awards and Membership Achievement Awards are offered to local unit 

PTAs.  Districts and Councils are also recognized.   

Outstanding Communications Award 
All of our school communities are different, and an effective PTA recognizes this as they communicate 

with their members.  This award recognizes our PTAs who successfully communicate with their school 

communities.   

Information and applications for our Local PTA Unit Awards can be found on our website (“PTA 

Leaders” top menu, “Local PTA Awards”). 

Individual Member Awards 

Volunteer of the Year Award 
Virginia PTA's Volunteer Award Program recognizes and honors outstanding volunteers who have given 

selflessly to make their school community a better place for students and staff to achieve their goals.  

We all know that when parents are involved, children succeed.  This special person does not need to be 

the person who logs the most volunteer hours or is a PTA executive board member. Nominees should 

be someone who has made a positive impact on the school and its children.  For more info and the 

application, go to www.vapta.org (“PTA Leaders” top menu, “Local Unit Leaders” drop down, “Award 

Programs”, Volunteer of the Year”.) 

 

Service Awards 
Virginia PTA's Scholarship Program is funded primarily by proceeds from these Virginia PTA Service 

Awards:  

http://www.vapta.org/members-only/local-pta-awards.html
http://www.vapta.org/
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Virginia PTA Honorary Life Membership - This is one of the highest tributes a person can 

receive. Any local unit, council, or district in conjunction with the state PTA can give a Virginia 

PTA Honorary Life Membership. This award recognizes individuals contributing to the health 

and welfare of our youth. 

Virginia PTA President's Honor Award - This award recognizes meritorious service on behalf of 

children and youth to an individual who has previously received the Virginia PTA Honorary Life 

Membership Award. 

Virginia PTA Student Leadership Award - This award recognizes a student for their leadership 

skills and efforts on behalf of children and youth. 

Virginia PTA Distinguished Service Award - This award recognizes a person who has 

contributed a special service on behalf of children and youth. 

Virginia PTA Certificate of Appreciation - This award is in recognition of exceptional interest in 

and dedicated efforts toward the Purposes of the PTA. This is a nice way to award a person 

outside of PTA. 

Honor/Memorial Gift & Donations - Donations in honor or in memory of special individuals are 

always welcome. This is a special way to honor or remember a special individual.  At any time, 

Virginia PTA will accept donations to help provide a scholarship to Virginia's graduating seniors. 

Information and applications for our Member Awards can be found on our website (“PTA Leaders” top 

menu, “Member Awards”). 

Community Partner Awards 

Child Advocate of the Year 
This award is given to a person who has made a significant statewide impact for Virginia’s children 

through their advocacy efforts.  This person could be a public servant, PTA member, community 

leader...anyone who works to bring positive change to our children and schools 

Power Partners Award 
Virginia PTA’s Power Partner Awards recognize principals (elementary and secondary) and 
superintendents from across the state who have shown that a strong family-school partnership is key 
to student success!   
 

Information and applications for our Community Partner Awards can be found on our website  (“PTA 

Leaders” top menu, “Community Partner Awards”). 

 

http://www.vapta.org/members-only/member-awards.html
http://www.vapta.org/members-only/partner-awards.html
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Resource Links 
Virginia PTA www.vapta.org 
National PTA www.pta.org  

Forms 
Looking for a form?  Here is where to find it on www.vapta.org: 

 “Quick Links” (left hand side of homepage) 

 Officer Update Form – to send Virginia PTA your officer contact info 

 Dues Remittance Form – to send us your membership dues payment 

 501c Request Form – to receive a letter that determines your unit is a 501(c)(3) organization for 
tax purposes 

 Local Unit Audit Instructions – complete instructions for our audit process 

 Local Unit Audit Report – the document local PTAs use to complete the audit process 

“PTA Leaders” (top menu bar) 

 Bylaws – local unit templates, instructions, FAQs and checklist.  Standing Rules template and 
procedures also available. 

 Membership – template for your membership list, Welcome Parents Letter 

 Student Programs: 
o Reflections – Student Entry Form, Local PTA Unit Participation Form here  
o Power Plates – entry form is available during contest here  
o Citizenship Essay Project application here 
o Virginia PTA Scholarship Application  here  

 Award Programs:  
o Local PTA Awards (Membership, Outstanding Communications, National PTA here) 
o Member Awards (Volunteer of the Year and Virginia PTA Service Awards here)  
o Community Partner Awards (Child Advocate of the Year, Power Partner Awards here)  

 

http://www.vapta.org/
http://www.pta.org/
http://www.vapta.org/
http://www.vapta.org/health-and-safety/power-plates.html
http://www.vapta.org/health-and-safety/power-plates.html
http://www.vapta.org/members-only/student-programs/citizenship-essay-project.html
http://www.vapta.org/members-only/student-programs/virginia-pta-scholarships.html
http://www.vapta.org/members-only/local-pta-awards.html
http://www.vapta.org/members-only/member-awards.html
http://www.vapta.org/members-only/partner-awards.html

