
Standing Rules
Mandeville Elementary PTA Board

                2008-2009

I. Name

    The name of this organization is the Mandeville Elementary PTA.

II. Purpose

     The PTA Board interprets the purposes of the organization, as stated in the Bylaws, to mean 

     that its primary purpose is to help the school create the best possible learning environment for the children of our community.

III. Basic Policies

     A.  The PTA Board includes officers, the principal, and the committee chairmen.

     B. The basic policies, as stated in the Bylaws of the Mandeville Elementary PTA, are hereby 

         incorporated into the Board’s Standing Rules. Each board member has a responsibility to 

         familiarize him/herself with and adhere to these policies which underscore the 

         noncommercial and nonpartisan nature of our activities.

    C. The PTA Board, together with the Principal, will represent the entire Mandeville 

        Elementary School District and the St. Tammany District PTA.

    D. Any written correspondence which a board member will be sending out, either within 

        the school or out in the community, must be approved ahead of time by the President/

         Co Presidents and the Principal.

    E. Any action taken which affects the appearance of the school must be approved by the

        Principal.

IV. Board Members

       A. Duties of the Board Members

            1. The major duties of the officers and standing committee chairs are set forth in the 

                 Louisiana PTA handbook, the procedure book, the Bylaws, these standing rules, and 

                 the PTA publications.

             2. All board members are expected to attend all Board meetings and General 

                 Membership meetings.

             3. All Board members should receive a copy of the Bylaws, the standing rules, their

                 procedure book, and a list of all Board members.

            4. Outgoing officers and chairs will meet with the incoming officers and chairs and pass 

                on their procedure book, notebook, and helpful information.

       B. Executive Committee

             1. All officers shall compromise the Executive Committee and shall have full voting 

                 power.

             2. The Principal, or a representative appointed by the Principal, will be a member of 

                  the Executive Committee.

             3. The following officers comprise the Executive Committee. 

                       i The President/Co Presidents who shall: 

                          a. preside at all meetings of the association and execute board unless he/she 

                          appoints the vice president to preside: 

                         b. Be an ex-officio member of all committees except the nominating committee;

                         c. prepare agendas for each meeting; 

                         d. write newsletter articles 

                         e. approve expenditures; 

                         f. divide board committees supervision in a mutually agreed upon manner 

                            between the President/Co Presidents, 1st Vice president, 2nd Vice President 

                            and secretary. 

                         g. be responsible for notifying chairpersons concerning all due dates for

                         awards, projects, and contests.    

                   ii The 1st Vice President who shall: 

                       a. act as an aide to the President/ Co Presidents; 

                       b. perform the duties of the president/Co Presidents in the absence of the 

                           President/Co Presidents; and 

                       c. supervise the committees assigned to him/her in cooperation with the

                          Executive Committee members.

                    iii. The 2nd Vice President who shall: 

                         a. perform the duties of the President/Co Presidents in the absence of the

                             President/Co Presidents and 1st Vice President; and 

                         b. supervise the committees assigned to him/her in cooperation with the

                              Executive Committee members. 

                     iv. The Secretary who shall:  

                           a. record the minutes of all PTA Board, General PTA,a nd special PTA

                              meetings; 

                           b. record attendance of all meetings of the Board; 

                           c. have the minutes approved by the Principal and PTA 

                              President/Co President; 

                          d. post and distribute the minutes; 

                          e. phone Board members when deemed necessary by the 

                              President/Co Presidents;

                         f. take care of all correspondance and acknowledgments as deemed necessary 

                            by the President/Co Presidents; 

                         g. maintains file and file cabinets; maintains supplies and stationary; and 

                    v. The Treasurer who shall: 

                        a. have custody of all funds of the association;

                        b. keep a full and accurate account of receipts and expenditures; 

                        c. make distributions in accordance with the budget adopted and as authorized

                            by the President/Co Presidents, Executive Committee or Assocaition; and 

                       d. present a financial statement at every meeting of the Board and Association.

    C.  Standing Committees

          1. Basic Policies 

               i. Standing committee chairs shall have full voting power. 

               ii. Additional standing committees may be formed by the President/Co presidents or

                   his/her representatives. 

               iii. Terms of office for standing committee chairs are to expire with the term of office

                    of the President/Co Presidents or at the discretion of the executive committee.

           2. Standing Committee Chairs 

                i. Art in the Classroom 

                ii. Class Sitters 

                iii. Fund Raising 

                iv. Cultural Arts Day 

                v. Gift Wrap 

                vi. Grounds/Dads Club 

               vii. Health and Safety 

               viii. Holiday Gift shop 

               ix. Hospitality 

               x. Library 

               xi. Membership 

               xii. Newsletter 

               xiii. PTA Contest 

               xiv. Office Volunteers 

              xv. Publicity 

              xvi. Room Parents 

              xvii. Fall Festival and Run for Arts 

              xviii. School Events  

              xix. Staff Appreciation 

              xx. Yearbook 

V. Special Committees 

      A. When there is a project in a special field, the President/Co Presidents with the Board’s 

            approval can appoint a special committee. 

      B. Special committee chairs do not have voting power.

VI. Quorum

      At PTA Board meetings a quorum consists of a minimum of three officers (one can be a

      chair) and a third of the chairmen.

VII. Meetings

        A. The PTA Board will meet an average of once a month during the school year.

        B. The agenda for Board meetings will correspond with National PTA recommendations 

             and suggestions.

VIII. Budget 

        A. The Budget committee consisting of at least the Principal, Treasurer and

             President/Co Presidents shall meet prior to the first PTA Board meeting of the school 

             year and in January. 

       B. The Budget for each school year is to be presented for approval at the first general

           membership meeting. 

       C. A semi annual budget report is to be presented at the General membership meeting

             in Spring.

IX. Expenditure 

      A. Board members may only make expenditures consistent with the budget approved by 

           general membership. 

      B. If an unbudgeted amount sought falls between $25.00 and $500.00, it may be approved

         for expenditure by a majority vote of the Executive Committee taken at any meeting, by 

         a phone vote, or by an electronic vote but it does not require the approval of the general 

        membership. 

     C. Whenever the unbudgeted amount for an expenditure exceeds $500.00, the approval of 

          the Board is required. 

     D. Committee chairmen and/or the President/Co Presidents can request funds for a

          committee not to exceed the budget and provided that the expenditure is within the

          scope of the committee’s approved work plan.

X. Financial Procedures 

     A. Checks require two (2) signatures- Treasurer. President/Co Presidents and/or 1st Vice

         president 

     B. No blank checks will be signed.

XI. Nominating  

      A. This committee is responsible for nomination of the PTA officers. 

      B. The committee is made up of five (5) members who will include the Principal, one 

          Executive Board Member, one Board Member, one teacher and one other member of

          the PTA. 

      C. The committee is formed at least 60 days prior to the general membership meeting and

          presents its proposed slate of officers for election at the last general membership

          meeting of the school year. 

XII. Parliamentary Procedure

         Basic parliamentary procedure, based on Robert’s Rules of Order, Newly revised, will   

         be followed at all meetings of the Board and general membership.

XII. Evaluation of Standing Rules 

       A. The standing rules can be amended by 2/3 vote of the Board whenever the need arises.

       B. The standing rules are to be reviewed by the Board at the end of each school year and 

            amended as needed after review.


