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Congratulations! Your school’'s PTA/PTSA unit joimany others from across the nation, state
and county in forming a network of members workamgbehalf of children and youth.

The Escambia County Council of PTAs and PTSAs watk each unit in our area helping
them to meet the individual needs of their school membership. We do this in a number of
ways including: Ongoing leadership training, fiskefvice support with Area Vice Presidents
that are assigned to each school, advocacy etiartee school, district and state levels, and
much more.

One of the ways we assist our members is by pnogidach school with this annual handbook
of policies and procedures for PTA units in ouraaie this book, you will find many things
that will help you throughout the year: Forms, odlar's, contact lists, award applications and
FAQs. We hope this will be a tool that you willtulo many times throughout the year.

ECCPTA is always available for any questions orceons that you may have, and we will be
happy work with your unit over the phone, or byitung your school. Simply contact your area
Vice President or any other member of the boardvamavill make arrangements to assist you.

Together, we are a powerful voice for the childoéwour district. As you work with your
membership at your school, remember we are pdnedfrgest child advocacy group in the
country. We work for every child with one voiceirdus as we make the PTA voice the
loudest one in our area.

Hand in hand, together we can work for all of theldren in our area!

P7A

Kathie Lasky everychild. onevoice®
ECCPTA PResident

2010-2011

KLaskyECCPTA@aol.com



Important Websites

ECCPTA

www.eccpta.org
K
Escambia County Schools

www.escambia.kl2.fl.us

National PTA Office
WWWw.pta.orqg

f
Florida PTA

www.floridapta.orqg
Lf

This handbook is prepared by the Escambia Countn€ibof PTAs in collaboration with
Escambia County Schools.

The Escambia County Council handbook shall notdsel dor any purpose other than the
regular work of the council and local PTAs. Neittlee handbook nor any information
contained therein shall be given to any other pessarganization without written approval of
the Escambia County Council of PTAs.

Every attempt has been made to ensure that themafmn contained in this handbook is
accurate at the time it went to press. However,tduke nature of the material, we recognize
that some changes/corrections are unavoidables&feavard any changes or corrections to the
information contained in this handbook to:

Deanna Neal, Handbook Chairman

dneal.eccpta@yahoo.com

Any changes or corrections that are brought tcattention will be published as necessary in
theECCPTA PTA Matterand on our websiteplease watch our newsletter and check our website
for updates to your handbook regularly.



Local, State, and National
Purposes, Mission, Policies, and Structure

Purposes of PTA

To promote the welfare of children and youth in home, school, community and place of
worship.

To raise the standards of home life.

To secure adequate laws for the care and protection of children and youth.

To bring into closer relation the home and the school, that parents and teachers may
cooperate intelligently in the education of children and youth.

To develop between educators and the general public such united efforts as will secure
for all children and youth the highest advantages in physical, mental, social, and
spiritual education.

Mission
The mission of the PTA is threefold:

To support and speak on behalf of children and youth in schools, in the community and
before governmental bodies and other organizations that make decisions affecting
children;

To assist parents in developing the skills they need to raise, protect and prepare their
children;

To encourage parent and public involvement in the public schools of this state.

Policies

The organization is noncommercial, nonsectarian, and nonpartisan. No commercial
enterprise and no candidate may be endorsed by it. The name of the Florida PTA, its
regions, councils, and local units or their officers in the official capacities may not be
used in any connection with a commercial concern, or with any partisan interest, or for
any other purpose than the regular work of the organization. These policies should not
be confused with authorized parent-teacher activities in the field of legislation.

Structure

The work of the Florida PTA (incorporated under the laws of the State of Florida) is
carried on through its local PTAs. Each local unit is a self-governing group, planning its
programs and activities to meet the needs of children and youth in the communities in
which they serve. However, the state chairman of bylaws must approve the bylaws of
each local association, as they must conform to the policies of the National and Florida
PTAs.



WHAT IS A COUNTY COUNCIL?

A County Council of Parent Teacher Associatiors ggoup of local PTAs organized under the authorit
of the State PTA for the purpose of conferencealdeship training and the coordination of the efat
the member PTAs.

Each council is governed by approved bylaws, drag/to meet their specific needs.

A council serves as a medium through which PT&swork together handling problems and projects too
large for one PTA working alone. Organized intmarwil, a group of PTAs can bring the power of
united planning and effort to solving community-eigdroblems affecting children and youth.

The council acts as a channel of communication®laying information, instructions and news from
State and National PTAs. It alerts the PTAs tdaeSaad National plans, programs and projects.

Council meetings are used to increase the effaotiss of PTAS; to give practice in procedures and
techniques; to stimulate PTAs, council or publit@at and to interpret and participate in State and
National PTA programs.

A council enables PTA officers and chairmen tohexge ideas and plans, to benefit from each other’s
experiences in PTA work and to learn new technigiésadership.

In financial, as in all affairs, a council setsad example for its member PTAs. No PTA may be
compelled to contribute to special projects orddipipate in a money raising event against ithess

A county council strengthens the local units,aleps leaders, engages in worthwhile communityiserv
projects and broadens and deepens public undersgamidchome/school cooperation. In doing so, it
extends PTA influence and this benefits all chiddaead youth.

A PTA is never alone.......
There’s always someone ready to share with you
successful programs, ideas, techniques,

and the mechanics of PTA.
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ECCPTA Board List 2010-2011

Kathie Lasky
Deanna Neal
Sally Bergosh
Suzy Brothers
Margaret Ross
Rachel Iversen
Ginger Maggoire
Lisa Noyes
Tina Pendleton
Jackie Summers
Melissa Bentley
Sharnice Brothers
Donna Cooper
Cindy Gerhardt
Melissa Bentley
Christine Rathbun
Susan Kennedy
OPEN
OPEN
Cindy Gerhardt
Kirsten Efird
Leorah Mims
Jennifer Collins
Jenny Dyess
Joyce Kinman
Paul Randall
Debbie King
Elizabeth McCarver

Linda Joyce Knight

476-1526 (h) 293-0395(c) KLaskyECCPTA@aol.com

723-6616 (c)

944-5297 (h) 748-448p

501-2877 (c)
723-2352 (c)

293-0478 (c) 473-0240 (h)

293-5663 (c)
698-2129 (c)
587-5002
602-1647 (c)
525-3833 (c)
I"#$ %
916-8106
384-085
525-3833 (c)
479-8421 (h)
450-0772

384-0595
494-2982 (h) 293-6044

529-7389 (c)
477-0643
505-9826 (h)
554-1329
469-5676 (w)
469-5329

469-5676 469-533(fax)

dneal.eccpta@yahoo.com

Sbergosh@yahoo.com

suzydb@att.net
merl029@yahoo.com

Rachel.iversen@yahoo.com

gmaggiore@cox.net

Inoyes@ymail.com

tinaeccpta@frontier.com

summers9820@bellsouth.net

bentley melissa@att.net

& 1

fivecooper@cox.net

c-gerhardt@att.net

bentley melissa@att.net

crplaysinthrain@hotmail.com

skennedy.eccpta@bellsouth.net

c-gerhardt@att.net

ksefird@aol.com

Lmims@escambia.k12.fl.us

jennifercollinseccpta@yahoo.com

jdyessl@cox.net

jamesckinman@bellsouth.net

technologyassociates@ta.gccoxmail.com

Dking3@escambia.k12.fl.us

jknight@escambia.k12.fl.us
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Local Members of the
Florida PTA Board of Directors

FPTA Secretary and Acting Region 1 Representative

Jenny DYesSS. ..o 477-0643
ECCPTA President
Kathie Lasky................cooonis 476-1596(h) 293-0395(c)
Healthy and Safe Children

Dawn Johnson.............c.ccceiviiiiiicie e enn 0. ... 492-0875
Membership

Cindy Gerhardt.............oo i 384-0595
Consultant

Patty Hightower............ccooiiiiiii 477-3044

Florida PTA State Office

Karin Brown, President
1747 Orlando Central Parkway
Orlando FL 32809
800-373-5782
Fax: 407-240-9577
Hours: 8:00am — 4:30pm (Eastern Standard Time)
Monday through Friday
(Closed on holidays)
FPTA Websitewww.floridapta.org

Florida PTA Convention November 5-7, 2010 @ GaylordPalms, Orlando
Florida PTA Leadership Training July 15-17, 2011 @nnisbrook Resort, Palm Harbor

National PTA Office

Chuck Saylors, President
National PTA Headquarters
1250 N. Pitt Street

Alexandria, VA 22314
Phone: (800) 307-4PTA (4782)
E-mail: info@pta.org

Website:.www.pta.org

National PTA Convention @ Disney Coronado Resort ashConvention Center
Orlando, Florida, June 9-12, 2011



Escambia County School District
75 North Pace Boulevard
Pensacola, FL 32501

Superintendent Malcolm Thomas 469-6130
Deputy Superintendent Norm Ross 469-6131
Assistant Superintendents:

Curriculum and Instruction Paul Fetsko 429891
Finance and Business Terry St. Cyr 469-6122
Human Resources Alan Scott 439-2221
Operations Shawn Dennis 469-6141
Departments: J. E. Hall Center, 30 Eadiexar Drive, Pensacola, FL 32503
Elementary Education Linda Maletsidis 469-5494
Secondary Education:

Middle School Steve Marcanio 469-5495
High School Carolyn Spooner 469-5495
Affirmative Action Horace Jones 469-6102
Alternative Education Vicki Mathis 595-608&236
Career and Technical Education Carl Leiterman 9-3856
Community Involvement Debbie King 469-5676
Comprehensive Planning Sandra Edwards 469-5327
Educational Support Jerry Caine 469-6170
ESOL Sandra Edwards 469-5327
Exceptional Education George Ziolkowski 469851
FDLRS Lyn Harris 469-5423
Fine Arts Sandra Durr 469-5311
Food Services Glenna Taylor 469-5631
Foundation for Excellence Earl Lee 469-5354
Guidance Services Garth Grove 469-5303
Health Coordinator Karen Thoennes 469-5456
Human Resources Keith Leonard 469-6166
Instructional Technology Don Manderson 469-5391
Internal Auditing David Bryant 469-6215
Media Services Shelia Brandt 469-5502

Physical Education
Pre-K/Title 1

Roxanne Baker
Marcia Nowlin

595-0183% 22
595-6915 x 225

Protection Services Steve Sharp 439-2638
Risk Management Kevin Windham 469-6267
School Choice/Transfers/Zoning Chris McFarland 69-5448
Transportation Rob Doss 469-5488
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Thursday, July 29, 2010
Thursday, July 29, 2010
Monday, August 16, 2010
Monday, August 23, 2010
Monday, Saptemoer &, 2010
Monday, October 25, 2010
Thursday, November 11, 2010
Wednesday, November 24, 2010

Thursday, Movember 22, 2010
Frday, Movember 26, 2010

Frday, December 17, 2010

Monday, December 20, 2010 -
Friday, December 31, 2010

Monday, January 3, 2011

Monday, January 17, 2011
Tuesday, January 18, 2011
Friday, Apri 22, 2011

Monday, April 25, 2011 -
Friday, April 29, 2011

Monday, May 30, 2011
Friday, June 3, 2011

Monday, June &, 2011
Tuesday, June 7, 2011

Tuesday, June T, 2011

Mongay, June 20, 2011

Monday, June 27, 2011

ESCAMBIA COUNTY SCHOOL DISTRICT
2010-2011 SCHOOL CALENDAR

ALL 11 MOMTH TEACHERS RETURM

AlL 11 MONTH ADMINPROFESSIONAL EMPLOYEES RETURN
ALL 10 MONTH TEACHERS - PREPLANMING & INSERVICE
FIRST DAY OF SCHOOL FOR STUDENTS
LABDR DAY ROLIDA Y

HOM-STUDENT, TEACHER PLANNING DAY

VETERAMNS DAY HOLIDAY

FALL BREAK

THANHSGNMNE ROLIDAY
THANHSGNMNE ROLIDAY

LAST DY BEFORE CHRISTMAS HOLIDAYS

CHRISTMAS BREAK-ALL BEMPLOYEES

FIRST D&Y OF SCHOOL FOR STUDENTS AMD STAFF AFTER
CHRISTMAS HOLIDAY'S

MARTIN LUTHER KING HOLIDAY

HOM-STUDENT, TEACHER PLANMING DAY
HOM-STUDENT, TEACHER PLAMNING DAY

SPRING BREAK INCLLDES SPRING HOLIDA Y]

MEMOmAL DAY HOLIDAY
LAST v OF SCHOCKL FOR STUDENTS 10

MONTH TEACHER PLANMING DAYS

LAST DAY FOR 10 MONTH TEACHERS

LAST DY FOR 11 MONTH TEACHERS

LAST D&Y FOR 11 MONTH ADMINPROFEZSIONAL EMPLOYEES
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School Board Policies Governing Outside Support O@nizations
6Gx17-3.16 Booster Clubs and PTAs

. The School Board of Escambia County supports addrees the formation and operation of booster

clubs.
Schools are encouraged to join the Escambia Cdtoiycil of PTAS.

Booster Clubs and PTAs shall:
a. Be independent organizations;
b. Be formed to support the curricular/extra-curricudativities of district schools; and
c. Not be agents or representatives of the Escamhiat§&chool District.

Booster Clubs and PTAs may:
a. Support one or more schools;
b. Use school facilities and resources; and
c. Solicit funds from the public in the name of distrschools.

Oversight/Financial Considerations:

a. The principal at the school sponsoring a boostdr of PTA shall be responsible for monitoring
the organization and shall periodically review tiiganization’s financial statements, treasurer’s
reports, and minutes.

b. Each booster club or PTA shall provide for an ahaudit.

c. Each booster club or PTA shall provide to the ppakof their sponsoring school a copy of the
organization’s annual audit, which shall be retdibg the principal at his/her school.

d. District employees shall not be signatories onagount for booster clubs or PTAs.

e. The Superintendent with the input of interestedigsushall develop guidelines for the operation,
including minimum operating and reporting requiremse of booster clubs and PTAs; and he/she
shall publish the guidelines in a manual entitl€perating Requirements for Booster Clubs and
PTAs in Escambia County.”

**IMPORTANT ECCPTA NOTES***

No district employee, including substitute teacherand paid classroom aides,
are allowed to sign on PTA accounts.

PTAs MUST provide the principal with annual audit report, budget, minutes
of board meetings, minutes of general meetings, artde monthly treasurer’s
reports for his/her district audit file.

It is strongly recommended that school district emfmyees NOT serve as PTA
Treasurers.



Budgeting for PTA Training and Functions

The following information has been compiled to hgtu plan your expenses for 2010-2011. Some of the
items are subject to change; but, hopefully, thlshelp you know what to expect. Please planoia s at
events sponsored by the Escambia County CounBiTéfs and by the Florida PTA.

Principal’s Training/Lunch: $20.00 per school for 2 people attending.
August 06, 2010

ECCPTA Dues: Based on the previous year's membership.
99 0rless «ovvvvvvviiiiiiee e, $12.50
100-249.........cceeevvieenn......$20.00
250-399....ci i $30.00
400-549....ccciiiiiiiiii $40.00
550 0rmore.......cccoeveveninnnn. $50.00

Founder’s Day Luncheon: Approximately $20 per person

February 18, 2011

Florida PTA Legislative:  Florida PTA’s“Rally in Tally, held on the Capital steps, is a great way toenak
our Legislators aware of our concerns about issueducation and children’s issues. Plan to attaisdone
day event during the Legislative Session. Beev.floridapta.orgfor more information.

Florida PTA Leadership Training: Westin Innisbrook Resort, Tarpon Springs, Flaritidy 15-17, 2011.
Please checkwww.floridapta.orgin the spring or watch for information in the kbt PTA Bulletin. Many
hotels in the area offer less expensive roomsniaat fit your budget better than the host site. rélae many
events such as luncheons, Family Fun Night, etayhich you may want to participate for an addiéibiee.

Florida PTA 87™ Annual Convention: Gaylord Palms Resort Orlando, Kissimmiee, Florida,
November 5-7, 2010. Please look for more inforomategarding registration and lodging at
www.floridapta.org

Florida PTA Funding Guidelines: In order to be inclusive and not eliminate par@étipn in conferences and
conventions, PTAs may consider funding delegakedlow the suggested guidelines according to tkallanit
budget.

Registration: Pay full amount
Lodging: Pay full amount (Shared ropms
Transportation:  $.40 per mile for driver if cagling with up to 4 persons

Meals: $36 per day (breakfasti®8¢h $10, dinner $18). If a meal function is padch as a
banquet ticket, the meal allowance for that meabisgiven. If you stay in a hotel that provides
breakfast, you may not claim the allowance for thatl.

PLEASE REMEMBER THAT PTA DOES NOT PROVIDE FUNDING F OR FAMILIES TO ATTEND
CONFERENCES, CONVENTIONS, OR EVENTS.




Guidelines for Council Delegates

Each local PTA has 4 votes at a county council gera¢ meeting, the president or alternate, the pringpal,
and two delegates or their alternates.

YOUR MAJOR JOB AS A COUNCIL DELEGATE IS TO KEEP THENES OF COMMUNICATION OPEN BETWEEN THE
COUNCIL AND YOUR LOCAL UNIT AND BETWEEN YOUR LOCALUNIT AND THE COUNCIL.

Your responsibilities are as follows:

1. Attend all meetings of the council and all meetin§the local association you represent. (When you
cannot do so, see that your alternate attendsunplace).

2. Take notes at council meetings so that you canrgpomouncements and important action to your

local unit.

3. Consult your PTA, and report at the council megtigiour PTA’s decision or input on matters refetied
locals for approval or information.

4. Represent your PTA in the voting body of the coun¥iou may make motions, discuss motions, and
vote at council meetings.

5. Notify members of your PTA executive committeelod hext council meeting or event and urge them to
attend.

6. A current list of local unit officers should be snitted to the council as soon as they are elediéake
sure that your officers are receiving the couneivsletter and update the list when necessary.

7. When possible, put announcements of council ams/ih your local PTA newsletter.

8. This handbook is your procedure book and shoulpassed along to your successor.

Leadership Development

In an effort to strengthen PTA work at all levelts Florida PTA offers opportunities to train areldlop qualified leaders. Send as
many representatives as possible to conferencemaatings.

County Councilsare available to help local PTAs answer questisolse problems, provide leadership and organize Pi€AS in
their respective counties.

Leadership Training is held each fall to offer training, materials adda sharing to all local units.

President’s Roundtablewill be held in the months of October, Januaryréhaand May. If a president cannot attend, a designay
attend in their place. *October workshop will bes@ynated to discuss priority platform items whighi be voted on at the Florida
PTA Convention.

Individual Leadership Training may be arranged with County Council for local umiemting help or ideas on ways to improve their
operation.

Leadership Teamsmay be requested to help any local unit, espgcigith problem solving, leadership techniques, ny TA
concern.

State Leadership Conferencés held annually by Florida PTA (July 2011). Atgtthree day conference, any interested individual
may attend classes on PTA leadership, individuad jand concerns facing every parent.

Legislative/Rally in Tally is held annually in Tallahassee for PTA membergliszuss items of concern with local legislators.
Training is provided prior to the Rally. Make yowice heard by attending this event. Students ateame to attend.

Florida PTA Convention is held annually in the fall for the purpose ofrgang out Florida PTA business. The FLPTA Action
Platform is determined by the delegate body. EaciallPTA and each county council is entitled toeatain number of voting
delegates, but any member may attend.




Recommendations for a Successful PTA/PTSA
Here are a few of the many things you can do toanakir PTA's/PTSA’s year successful.
At the beginning of the school year:

Attend the PTA Leadership Training.

Make sure ECCPTA has your current contact inforamafmailing address, phone numbers, email, etc.).
Resources available: Florida P& of Materials(www.floridapta.org and National PTA heOfficial

PTA Kit(www.pta.org. Registration is required. If you need assistaplease contact your Area VP.
Each unit has a PTA ID and EIN number. If youndd have this information, you may contact Florida
PTA (1-800-373-5782) for assistance.

Create a job description, a Procedure Book andua &fl Work for each board member/chair and update
them throughout the year.

Provide your committee chairs with copies of maierthat pertain to their role.

Be sure your treasurer’s books have been audited.

Prepare your annual budget to be adopted at stegiineral membership meeting.

Obtain important information for your unit and fdut form for ECCPTA.

Register for Cap Wiz atww.floridapta.orgto obtain Legislative updates on items pertairiing
education and child welfare.

Encourage community, parents, students, facultyatiners interested in the welfare of children to j@
local PTA every year.

During the year:

Submit Federal Tax Return by November(ab units must file annually) It is recommended that this
be done by the outgoing Treasurer before leavifigeof

Attend at least three ECCPTA meetings per year.

Read ECCPTATA Mattersnewsletter for announcements, legislative infororgtmeeting dates,
upcoming events and timely information.

Plan a Reflections Program to motivate studenéxpwess their creative talents (Sept. - November).
Every unit is obligated to have at least three ot per year.

If participating in fundraisers, you are requirechave three programs for each fundraising event.
Conduct officer elections according to your byla®abmit incoming president’s contact information to
ECCPTAAND to FPTA no later than the last day of school.

Work with your Legislative Chair on advocacy isstmspossible platform items. Notify the ECCPTA
Legislative Chair, listed in the handbook, of ady@cacy issues or concerns.

Contact the ECCPTA President if you are interestesrving on a county committee.

CHECK YOUR EMAIL REGULARLY FOR NOTICES AND ANNOUNCE MENTS FROM ECCPTA.



PTA Resources at Your Fingertips
The following information has been provided to sisii the location of important information andrfes.

The local unit president’s name must be sent to thECCPTA and the Florida PTA after every annual eletion to receive
resource materials.

Where can | find ...

Bylaws - Florida PTAKIit of Materials.If you can't find your current bylaws, call the &affice (1-800-373-5782).
They will email them to you.

Financial Review Form -Refer to ECCPTA Website atww.eccpta.orgor call the ECCPTA Treasurer listed in this
handbook.

Fund-Raising Regulations Refer toDollars & Sensen the Florida PTAKit of Materialsor Money Mattersn the
National PTAOfficial PTA Kit

IRS - NEVER CALL IRS before contacting the ECCPTA Treasurer listed is hlandbook.

Kit of Materials — Available by going to floridapta.org and accegghe Restricted Tab. Upon request, Presidents m
receive a CD of the Kit of Materials by contactifigrida PTA (1-800-373-5782).

Membership Cards —Cards are sent to the new president if informatias been sent to the state office. On request,
additional cards will be sent when dues are paid.af extra order form, call the state office a¥ #ee Florida PTA
website. Remember to return all unused membershigsdo the state office by March 31.

National PTA Official PTA Kit - Sent to each local unit president upon registratioipta.org.
Nominating Committee- Your PTA Bylaws: Article VI: Section 3.

Your National PTA Number - Located on each National PTA address mailing ladreyou may call Florida PTA for
assistance.

Passwordand username favww.pta.org can be found on your PTA membership card angview.floridapta.org
(user name iflapta and the password membej.

State Sales Tax Information Refer to your Florida PTKit of Materialsor National PTAOfficial PTA Kit Money
Matters

Tax ID Number (EIN/FIN)- Florida PTA Office (1-800-373-5782NEVER USE THE SCHOOL'S TAX ID
NUMBER!

Federal Taxes 990-EZ/Schedule A. Refer to the Florida PKA of Materials(Dollars and Sensey the National PTA
Official PTA Kit( Money Matters).

Treasurer's Resources Money Mattersrom the National PTA anBollars and Sensttom the Florida PTA.




Procedure Books

A procedure book is a very useful tool for a PTAagfr or chairman. It is designed to hold thoseariats
considered important to the work of a particuldrcefor committee. All officers and chairmen of EETA and
local PTA units should keep procedure books. Swuak®, passed on to succeeding officers and chajranen
most helpful in ensuring an ongoing and succe$3TA/PTSA.

If you do not receive a procedure book from yowdacessor, now is the time to start one for théipos/ou
are performing. Any loose-leaf binder makes a sealle and convenient cover to which pages camadiby e
added. The entries made in procedure books valytiv type of group and the year’s activities, inaterials
need not be limited to PTA work.

What do you put in it?

Your name, address, telephone number.

The name of the organization, office held, andqukserved.

Your Plan of Work and calendar. (See sample Plaark on the following page, duplicate as needed.)
Information from State and National PTA pertaining/our position.

Directory of board members, faculty, committee atiter contacts.

Job description, Association bylaws, policies ammcpdures, current budget, newsletters and budlesind
meeting minutes.

All correspondence pertaining to your office or icimanship.
Copy of any reports sent to County Council, StatNational offices.

Notes from workshops, conferences and conventionshave attended.
Florida PTA Bulletin, ECCPTA newsletter ardlTA Matters

Any other resource material you have found to bpfuke
Evaluation of the year’s work with specific suggess for improvement.

Electronic files pertaining to the office.




Local PTA Unit Information Checklist

School Phone Number: Fax Number:

Mailing Address:

E-mail Address: Website Address:
PTA/PTSA President name: Phone;
Check List

Bylaws updated and adopted. Year:
Books audited. Date:

EIN Number:

______National PTA Unit ID:

_____ State Form sent for New Presidents. (From Manal April Florida PTA Bulletin.)
_____ County Council Form for New Presidents andhSueers sent.

____ List of All Board Members submitted to Counsiéhool and board members.
____ List of check signers. Two signatures on fadloks

______Budget adopted. Date:

______Council dues and insurance paid. Date:

_____Attended Council PTA Workshop

_____ Received Reflections information.

_____ Copies of Minutes, Treasurer’s Report.

__ Membership dues sent to FPTA monthly. Datesedwards returned:

Attend two ECCPTA meetings. Dates:

Review Nominating Committee information. Daté&Nom. Comm. Election.

Submit applications for awards. Deadline date:

Election of coming year’s officers. Date:




Plan of Work

Position:

Name:

Committee Members:

Goals:

Activities:

Estimated Cost: $ For:

PTA Board Plan of Work:

| will attend some form of PTA leadership trainitigs year.

| will attend every PTA Board meeting. If | am uteko attend, | will notify the president.

| understand that board meetings are private.llmalintain confidential information.

| will keep a Procedure Book to be turned over josuccessor at the end of my term.

| will provide reports on my position as requestecheeded.

| will provide written end-of-year reports for tipeesident and my Procedure Book.

| share the responsibility for insuring that ourAPi§ represented at a minimum of two county council
meetings.

We are all volunteers on our PTA leadership tedinfind | need help in achieving my goals, | will
request assistance.

NoakwnNpE

o

Signature Date

Give completed copy to president and secretary. &e one in procedure book.



[PTA Program Planning

It is a known fact that well planned, relevant, timely programs increase attendance at meetings. What is
the objective of your program? Plan the program to meet the desired objective. Also remember that the
IRS suggests that for every fundraiser, PTAs should offer three programs.

FOR SUCCESSFUL PTA PROGRAMS:

1

ldentify needs - What programs are significant for your school and community? This
can be answered by meeting with principal, teachers and staff. Also conduct a survey
of parents and local community leaders/partners.

Suggested programs of interest may include the following:
« Alcohol Abuse Education
+ Character Building
+ Curriculum Requirements
« Dangers of Drugs
+ Issues Relative to Students and Youth
+ Gang Awareness
+ Guidance Counseling
« Legislation
« Planning for College
+ Reading Readiness/Improvement
+ Math Programs
« School to Career
= Safety
« Programs sponsored by National PTA (www.pta.org)

. Set realistic goals, enlist the interest of single parents, encourage the involvement of

men and special interest groups. strengthen member participation, provide better
opportunities for contact between families and teachers, develop PTA leaders and im
prove the overall effectiveness of the local PTA.

. After selecting topics of interest, consider comprehensive activities which will be needed

to deal effectively with those topics. Remember, PTA programs do not have to be lim-
ited to meetings and can be held at a site other than school property.

Decide what resources may be needed and plan how they will be obtained. If money
has not been set aside in the budget for the program. estimate the amount needed and
submit for approval. Paying for a speaker is a legitimate expense.

Remember that part of the mission of PTA is to assist parents in developing skills
required to raise, protect and prepare their children. |dentify and present programs

that will assist parents in this process.

Make your PTA program meaningful, enjoyable and fun!

everychild.onevoice®
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P #

One event that needs to be on every PTA calendhe iReflections program. Arts and culture enhance
children’s learning experience and bring childremaginations to life. All children deserve a gtyahrts
program and cultural awareness activities and BTAhe advocate.

Plan a Reflections program at your school this yAHrentries in any category are centered on aroom
theme. The 2010-2011 theme is “Together We Can”.

We encourage the children to enter in one or mbtlkeofollowing categories: J--; -
N -m
Photography . Musical Composition MR
Visual Arts - Dance Choreography
Literature - Film/Video Production

Reflections is PTAs longest and most successfuimaing program and well worth having at your sdhoo
If you need help putting together or starting a pr@ram at your school, contact either:

ECCPTA Reflections Chair Jennifer Collins - JennifeCollinsECCPTA@yahoo.com
ECCPTA Reflections Co-Chair Melissa Bentley - bendy _melissa@att.net

To view last year’'s award recipients visit eithésrila PTA atwww.floridapta.org or National PTA at
www.pta.org/reflections

To download rules and regulations, visit FloridaAPTPackets are found under the Program tab.
http://www.floridapta.org/Reflections.html

TO BE IN GOOD STANDING, regarding the Reflections Program, some dues need to be paid to the
State office by December 15th of the submitting school year. This does not mean county council dues,
only State/National dues. Your county may require that their dues be paid by their submitting date.

Be sure your local PTA/PTSA’s bylaws have been renewed and have a date that is good through the end
of March 2011. For example: If your bylaws were to expire January 15, you would need to get them
renewed before submitting entries to your council or the state PTA.

Please, if in doubt, check with your PTA/PTSA President, your Area VP or the state office. Entries from
local units not in good standings will be disqualified.
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State and National Dues Payment Form
For the Local PTA Treasurer

Use this form for membership dues and Founder’s Day Gifts ONLY
-NOT for additional cards-
Please copy this form as needed.

PTAs are legally required to send membership payments to the state office MONTHLY or
AS COLLECTED. State and National dues should never be used as a means of funds for
lacal units and be considered a part of the local unit’s budget. As of March 31%, PTAs not
having paid any dues will be considered inactive and appropriate action will be taken. Any
late dues received after March 31 will not be credited to the current school vear. For the
Reflections Program, some dues need to be paid to the State Office by December 15" of the
submitting school vear. This does not mean County Council dues. Your county may re-
quire that their dues be paid by their submitting date.

Each person jommng the PTA avtomatically becomes a member of the state and national organization.
The state portion of a member’s dues 15 $1.25; the National portion 15 $1.75.

Each local unit president receives a free subscription to National PTA’s Our Children and the Florida PTA E-Newsletter.
Please Fill Out Completely

Date Members @ $3.00each | $
National PTA
ID# Founder’s Day Gift $

(Must be filled out)

Total Amount Enclosed | §

County Phone {( )
Name of PTA City
School Address ZIP

(Must be filled out)

President’s Name Phone ()

Treasurer’s Name Phone ( )

Make checks payable to Florida PTA and mail to: Florida PTA
1747 Orlando Central Parkway
Orlando, FL. 32809

For Office use only

Please Note: There is a $30.00 charge for returned checks. Be sure signatures are correct. Be
sure to send the correct amount — refunds will NOT be paid when the wrong amount is sent.




Request for Additional Membership Cards

Membership Card Information

The pink slip included with your membership cards will show the number of membership
cards sent to you. Please verify and call the state office IMMEDIATELY if there is a
difference of 25 or more in the amount of cards noted and the cards received. They MUST
be accounted for. Since states are required by the National PTA to account for cards, any
unused membership cards MUST be returned to the state office by March 31st. If you need
additional cards, fill out the form below and mail to the state office.

Federal Identification Number and NPTA Number

Check the label on the kit envelope for your 9 digit Federal |dentification Number (EIN) and
8 digit NPTA number. Record both numbers for your records. The NPTA number is
required for the membership cards and the Federal Identification Number is required for
banking purposes.

Additional Membership Cards Form

PTA Name

City County

Treasurer MUST remit state and national dues ($3.00 per person), for cards previously
received, before requesting additional cards. Please use the State and National Dues
Payment Form located in the State Office section in the Kit of Materials and on the
website, www.floridapta.org, when remitting dues.

(Check and Payment form may be included with this form.) Number of additional cards
needed

This will be your return label. Print clearly and give your
complete address with zip code.

Name of PTA

Mail to:

City State Zip




Membership Chair !

Earn an
Early Bird Award

Golden Early Bird Award
Submit Early Bird application (located on the next page) along with
remittance form and check for state and national dues by October 15 (must
be in state office — not postmarked — by October 15). These PTAs will also

receive special recognition at Convention.

Silver Early Bird Award
Submit Early Bird application (located on next page) along with remittance
form and check for state and national dues by November 15 (must be in
state office — not postmarked — by November 15).

Bronze Early Bird Award
Submit Early Bird application (located on next page) along with remittance
form and check for state and national dues by December 15 (must be in
state office — not postmarked — by December 15).

PLEASE NOTE: When applying for the Early Bird Award you must
return the form on the next page along with your
check and dues remittance form. Remember! Bylaws
must be updated within the last three years (make
sure to fill in date on the form in order to receive this
award).




Early Bird Application

Please check one of the following to apply for this award:

O Increase over last year's membership

2009 2010
OR

0 100% Membership
O Membership dues must have already been paid or be included with this application.

We certify that our PTA's membership of is equal to the number of families
represented in our school (see Florida PTA Awards Information sheet for formula).

Number of Students:
Number of Families:

This portion of the application MUST be filled out:

Please indicate which of the following Early Bird Awards you are applying for:

Golden Early Bird Award - submit by October 15
Silver Early Bird Award - submit by November 15
Bronze Early Bird Award- submit by December 15

Bylaws approval date (Bylaws must be updated within 3 years. Date
must be filled in to receive this award).

Name of local unit

City County Region
Membership Chair's Signature President's Signature
Treasurer's Signature President's Address
Principal City and Zip

Mail or Fax to: President's Phone Number
Florida PTA
1747 Orlando Central Parkway President's Email Address

Orlando, Florida 32809
Fax: 407.240.9577




100% Faculty Award

Local Unit Application
(Please type or print)
Date:

We certify that every member of the faculty at is a member of our PTA.
Name of Schoaol

Faculty membership must be reported and dues received in the state office before March 31.
Bylaws must be updated within 3 years to qualify for this award.

Date Bylaws Approved: (Date must be filled in to receive this award)

MName of Local Unit:

City County Reqgion

Number of Faculty: (principal, assistant principals, deans, teachers, librarians/media specialists, & counselors)
Membership Chair's Signat President's Signat Application

mbership Chair's Signature resident's Signature must be received by

March 31
Treasurer's Signature President's Address (Date must be filled in to receive this award)
Mail or Fax to:

PR TR — . . Florida PTA

Principal's Signature City and Zip 1747 Orlando Central Parkway

Orlando, Fl 32809
Fax: 407.240.9577

100% Membership Award

Local Unit Application
(Please type or print)

Date:

We certify that our PTA's membership of is equal to the number of families represented in our school.

Membership must be reported and dues received in the state office before March 31.
Bylaws must be updated within 3 years to qualify for this award.

Date Bylaws Approved: (Date must be filled in to receive this award)

MName of Local Unit:

City County Region
Number of Students: Number of Families: .
Application
must be received by
Membership Chair's Signature President's Signature March 31
(Date must be filled in to receive this award)
Treasurer's Signature President's Address Mail or Fax to:
Florida PTA
1747 Orlando Central Parkway
Principal's Signature City and Zip Orlando, FI1 32809

Fax: 407.240.9577



Florida PTA Community
Membership Award Application

(Please type or print)
Date:

Name of Local Unit:

Address:

City: Zip: County: Region:

Criteria for award: 25 members from the community, in addition to parents, teachers, administrators, grandparents,
etc. (Local unit to set the dues. Issue one membership card to the owner of the business, place of worship or
community leader.

Date Bylaws Approved: (Date must be filled in to receive this award)

Committee Chair's Signature President's Signature Principal's Signature

Applications

President's Address must be received by
March 31
. . Mail or Fax to: Florida PTA
City and Zip 1747 Orlando Central Parkway

Orlando, FI 32809
Fax: 407.240.9577

Grandparent Silver/Gold
Membership Award Application

(Please type or print)

Date:
Name of Local Unit:
Address:
City: Zip: County: Region:
Criteria for Award: indicate whether applying for silver or gold award
Date Bylaws Approved: (Date must be filled in to receive this award)
0 PTA with 10-24 Grandparent Members (Silver)
0 PTA with 25+ Grandparent Members (Gold)
Committee Chair's Signature President's Signature
Applications
Principal's Signature President's Address must be received by

March 31

Mail or Fax to: Florida PTA
- - 1747 Orlando Central Parkway
City and Zip Orlando, FL 32809
Fax: 407.240.9577




Our Founders Cared Award

Award Application
(Please type or print)

Name of PTA:

Address:

City: County: Zip:

*Criteria for Award: Any local unit that has five past presidents from their unit as members can apply for the award.
Date Bylaws Approved: (Date must be filled in to receive this award)

List the five past presidents who are members: (Only list names ONCE, even if office held for multiple terms)

Applications
must be received by
March 31

Mail or Fax to:
Florida PTA
1747 Orlando Central Parkway
Orlando, FL 32809
Fax: 407.240.9577

President's Signature Principal's Signature

Membership Chair's Signature Date

© o
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Contacts: Lisa Noyeslfoyes@ymail.com or Jenny Dyessjflyessl@cox.nej




Tips for Award Winning Applications

Read carefully and follow all directions. Some applications will be
rejected if directions are not followed.

Fill in all blanks completely.

Fill in bylaws approval date. The date MUST be filled in to
receive award. Applications without the bylaws date will NOT be
reviewed.

Give the correct local unit name.

Give an appropriate title for all study discussion awards.
Type your application or print clearly.

If listing items, number each item.

Tell everything your local unit has done. Do not think that any
activity is unimportant.

Explain everything in the most brief and simple terms.

Remember deadlines! Late applications are not accepted.

Start at the beginning of the year and keep a history (log) of
everything your PTA does. This will make it much easier to fill out
the application at the end of the year. You will discover that your
PTA did much more during the year than you realized.

Be sure to include name and phone number of a contact person.

Apply For Awards
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APPLICATION
ECCPTA LOCAL UNIT ACHIEVEMENT AWARD
(Please type or print clearly)
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Florida PTA Awards Information

You MUST use the forms in this section for the following awards:

Acorn Award - An Acorn Award Certificate has been
established to be given to the local PTA that has a
majority of its faculty as members but, for some reason, can-
not achieve 100%.

Community Membership Award - In order to bring into
closer relations the school and community, i.e., places of
worship, businesses, community leaders, etc_, this award will
be qiven to those PTAs that recruit twenty-five
members from the community in addition to parents who also
serve In community leadership positions.

Early Bird Award - An award will be given to each local PTA
submitting an application and remittance form for state and
national dues for 100% membership or any amount over last
year's membership before October 15 (Gold), November 15
(Silver) and December 15 (Bronze).

100% Faculty Membership Award - This includes
principals, deans, teachers, libranans/media specialists,
counselors, occupational specialists, curriculum

assistants and all of the school based faculty and
administrators of the school. Faculty membership dues must

be paid to the state office before March 31 to
qualify for this award.

Friends of the Environment Award — This award is given
to encourage local wunits and county councils to

support, promote and establish programs that are geared to
protect the environment.

Grandparent Silver/Gold Membership Award - PTAs that
recruit ten to twenty-four members who are grandparents of
students attending that particular school will receive a
Grandparent Silver Membership Award. Those PTAs that
recruit twenty-five or more grandparent members will receive
the Grandparent Gold Membership Award.

Local Unit Achievement Award - Fill in all the blanks at the
close of your year and let the judges decide if your PTA is
eligible to receive an award.

Mentor-A-PTA Award A local unit PTA must adopt
another PTA. The PTA must provide a helping hand to the
adopted PTA in any of the following means. Training.
Leadership or Financial support. The purpose is to provide
assistance to the adopted PTA in the implementation of the
PTA Objects and Goals.

Promoting Communications Excellence Award - Will be
given to local units and county councils that use multiple
communication sources to keep their membership informed
successfully.

100% Membership Award - PTA membership equal to the
number of families represented in the school will earn this
certificate. Membership must be reported and dues paid to the
state office before March 31 to qualify for this award. These

are the guidelines for determining 100% membership award if
school cannot supply number of families with children involved:

75% of students for K-5 (6 year schools)
75% of students for K-8 (7-9 year schools)
80% of students for 2-4 year schools

85% of students for 2 year schools

95% of students for single grade centers

Our Founders Cared Award - Any local unit that has five
past presidents from their unit that have become members
can apply for this award.

Outstanding Principal of the Year - This award is to
recognize a school principal who is supportive, helpful and
personally involved in the PTA. The award will be given to an
elementary and secondary Principal. Complete the form and
let the judges decide If you have the QOutstanding Principal of
the Year.

Program Award - This award is to recognize good local unit
and county council programs. Program must not be less
than thirty minutes and should be Issue oriented.

PTSA Recognition Award - This award is given to

encourage secondary local wunits and councils to
transition to a PTSA, and to have defined student
representative  positions, thus furthering student

invalvement.

Safety Award - Since Florida PTA believes there is a need
to provide parents and communities with information on
keeping children safe, all local units and councils are
encouraged to offer effective safety programs and to apply
for the outstanding Safety Achievement Award.

Student Advocate Award - This award is given to
students who have made significant contributions through
Leadership/Service by a student on the Local Unit or County
Council level.

Student Community Service Award - A PTA must
submit an application for a particular group of students, five
or more, who have participated in a community

service project that they feel is worthy of notice. The group
of students does not need to be affiliated directly with the
schoaol or PTA applying on their behalf.

Student Involvement Award - The purpose of this award is
to generate and increase student involvement in secondary
local units and county councils.



You MUST use the forms in this
section for the following awards:

Study Discussion Group Award - A PTA or county
council must have five or more members in attendance for
at least two hours of study and discussion on any subject
of importance to your organization, with the exception of
routine board and committee meetings. This includes self
-study or a series of workshops on the same subject total-
ing two hours or more. This is not an activities award
but an issue oriented study discussion award.
(Convention, Legislative Region Weeks and Leadership
Conference may count for study-discussion group credit.)

Volunteer Award - This award, to recognize FTA
volunteer activities, will be given to local PTAs who report
PTA volunteer hours equal to twice the number of their
school enroliment.

No Applications Required For
The Following Awards

The President's Membership Award will be
presented to an elementary PTA and a secondary PTA
that will have earned Local Unit Achievement Awards this
year and show the highest numerical increases in
individual memberships over the previous vyear.
Membership must be reported and dues must be received
in the state office before March 31 to qualify.

The President's Achievement Award will be presented
to an elementary PTA and a secondary PTA far
outstanding achievement. The Local Unit Achievement
Award application will be used as the criteria to select the
winners. The state awards committee will consider each
section of the Local Unit Achievement Award with
emphasis on special service projects and successful
programs. To qualify for the President's Achievement
Award, a local PTA must apply for and earn the Local
Unit Achievement Award.

The President's Program Award will be presented to a
local unit elementary, secondary and county council for
the most outstanding program. The Program Award
application will be used as the criteria to select the
winners.

Membership Plus Award will be given to one elementary
and one secondary PTA/PTSA that has shown the highest
numerical increase in individual memberships over the
previous year. This is the only membership award that
will be given with a cash prize of twenty-five dollars.

Star Award is automatically presented to a local PTA or
county council achieving five or more Study Discussion
Awards.

Certificates will be awarded to those local PTAs that
achieve any of the following:

1. Increase its membership by at least 25% over the
previous year.

2. Has the highest percentage increase in membership
over the previous year.

3. Has 1,000 or more members.

4. Has attained 100% membership for the last four
years or more.

Presentation of Awards

The following awards are mailed directly to local PTAs
unless otherwise instructed by the county council
presidents:
100% Faculty Award
100% Membership Award
Acom Award
Community Membership Award
Early Bird Award
Grandparents Silver/Gold Award

Our Founders Cared Award

Student Community Service Award

Study-Discussion Group Award




Florida PTA President’s Award of Honor
NEW AWARDI

Florida PTA has established a new award for presentation to
individuals for outstanding service to children and youth. This
award was created as a means to honor the special people
that have made PTA what it is today. Our President’s Award of
Honor is for recognition of educators, volunteers, students,
individuals and/or businesses who make a difference for
children. Each special person honored will receive a certificate
from Florida PTA and their names will be on display at the
Florida PTA State Office in Orlando. The money raised will be
divided between the Florida PTA Scholarship Fund and the
Florida PTA Endowment Fund.

(The recipient must already have a Florida PTA Honorary Life
Membership to be eligible for this award.)

Awards can be made ALL year. This award is a great gift for
that special person! The application is on the Florida PTA's
website www.floridapta.org or call Florida PTA at 407
-855-7604 or toll free at 800-373-5782 to have an appli-
cation mailed to you.




Application
FLORIDA PTA PRESIDENT’S AWARD OF HONOR

(Please Type or Print)

Date:

Name of Recipient: *

Home Address:

City County Zip Daytime Phone #

Honored by:

Date of Presentation:

Since the above information will appear on the certificate, be sure it is complete and accurate.
President's Award of Honor (includes certificate) - - - $30.00

Above items should be sent to:

Name

Mailing Address

City Zip

Daytime Telephone Number

(Recipient must already have a Florida PTA Honorary Life Membership to be eligible for this
award.)
Mail to: Florida PTA, 1747 Orlando Central Parkway, Orlando, FL 32809



Application

HONORARY STATE LIFE MEMBERSHIP

(Please Type or Print)
Date:

Name of Recipient:

Home Address:

City County Zip Daytime Phaone
Honaored by:

Date of Presentation:

Since the above information will appear on the certificate, be sure it is complete and accurate.
Life Membership (includes certificate, pin, and wallet Identificationcard) ... $50.00
D Leatherette Frame (add $7.00)

Above items should be sent to:

Name

Mailing Address

City Zip
Application sent by:

Name and Telephone Number

Mail to: Florida PTA, 1747 Orlando Central Parkway, Orlando, FL 32809

Application

“IN MEMORY OF ...” or “IN HONOR OF...”
(Flease Type or Prinf)

Date:
| (or We)
MName of Contributor(s)
Street Address City Zip
Enclose check made out to Florida PTA in the amount of $
O In MEMORY of: O In HONOR of
Name of deceased Name of Honoree
Mail acknowledgement
to: Address
Name
City and Zip
Address
City and Zip

An appropriate acknowledgement will be mailed to the honoree or to the family of the deceased informing them of your gift to
the Florida PTA. The amount is not mentioned. Unless otherwise specified, your contribution will go into the Scholarship
Endowment Fund.

Mail to: Florida PTA, 1747 Orlando Central Parkway, Orlando, FL 32809



General FAQs

Who determines when and how to spend the units’ m@&y? A budget must be presented and approved by
the general membership each school year. Ondaeutthget is approved, the board has the authoriépémd the
specified amount of money for each line item. Anmardts to the Budget must be submitted to the genera
membership for approval. The money of the unit bgsoto the membership and must have their appnoval
order to be disbursed.
How do we get an audit committee and who serves @? Check your bylaws, Article VII, Section 5, to see
if it is elected or appointed by the board. Thenmittee CANNOT include the President, Treasureany
other signatory on the unit bank account. The cdtaecan be board members, members of the PTA or
people in the community. The unit’s books mustlosed by June 30 and turned over as soon as pes$sitiie
auditor(s). The audit report is read and appratdtie first general meeting of the year.
Can PTAs have family memberships and business memis@ips? Family memberships are not
recommended for a unit. A membership card mussdieed to one person with voting privileges. PTies/
have business memberships. Businesses suppavbtkeof the unit, but not be a voting member of FeA.
Your PTA will determine the amount of this membapsdnd what will be offered to the business foiirthe
support.
Are PTAs required to have insurance?ther districts require this, however, Escambiar@pis not yet
among them. It is strongly recommended that ymsicer this coverage. Sometimes a rider is nepefsa
large events that are open to the public. Cadl EECPTA treasurer for more information.
What keeps a PTA unit in "Good Standing”?

Dues must be paid each year to Florida PTA by M&dchin order to participate in the Reflections

program on the District level, dues must be serfiiésida PTA by November 1.

Bylaws must be current and updated every thregg@is.

Have an EIN (FIN) number from IRS.

Have paid your unit's ECCPTA (Escambia County Cayannual dues by December 1.
Can PTAs have co-presidents or treasurersFlorida PTA does not recognize co-officers. Songeneeds to
be the person in charge and responsible for theglat the position, although some of those dutiay be
delegated to others to execute. The first vicsigemnt can assist the president as needed and #uotio behalf
in their absence. The treasurer is always resplanfir the money, even if someone aids the treasartheir
duties.
Can PTA have electronic votes or electronic meetisg Robert's Rules of Order, Newly Revised™10
Edition, discusses how to conduct the voting predsspost or electronic mail, Roberts states thatis not
recommended. However, you can do this if your\glatate that you can do so. Specific rules mesh b
place in order to authenticate the votes and indaeproper procedures and notifications are achteired. It
is strongly recommended that you try to avoid thig,if it is needed, call ECCPTA for help andedtion to
insure this is done in the proper way.
Do we need to have a nominating committeed?TAs are required to have a nominating committébeck
your bylaws, Article VI, Section 3 on how to elé¢ise committee.
Who can vote at an election meeting? Who can be namated? Only members that have joined the PTA at
least 30 days prior to the annual election meeaimgligible to vote. However, a member can joerilght
before and be nominated to run for office, evemugiothey cannot vote. Anyone nominated for anicefof
the PTA must be a member of that PTA.
What is the length of time an officer can spend iwffice? Your unit needs to hold annual elections. Officers
are to hold no more than two (2) consecutive tamay one office. They may be nominated and etet
another office after their tenure in one is conglet
At the end of the school year, can the board deterime what to do with left over money in the budgetMNo.
The PTA Board has the authority to spend only btethenoney and may not “clean out” an account.




Treasurer’'s FAQ

What is our fiscal year?July T through June 3beach year.

Are we required to have an audit each year¥Yes. Even if there is no activity on the accountt ¢hecks
written or deposits mad#&)ere must be an audivf the PTA’s books each year.

Who is responsible for arranging for the audit?The Treasurer for the PTA year is responsible foargging
for an audit, with board approval. If the treasusdeaving office, they must arrange for and sitltheir books
for auditPRIOR to leaving their position.

Who may conduct the audit? The audit may be conducted by an accountant, b@pdteor other person
comfortable with auditing books. This may be a woder job. The audit may also be conducted byaar(l)
appointed committee of not less than three (3) [geophe treasurer and president or any other signan the
account mayNOT audit the books.

When is the audit done?The audit should be conducted within thirty (30yslaf the treasurer’s books being
closed for the year. But an audit may be calledipyone at anytime during the year, with cause.

When do the Treasurer’s books closePhe Treasurer’s books close for the year, whehibldl are paid, no
more checks are written and no more deposits ack fiea the fiscal year. This must happen by Jufeegich
year but may happen prior to that date.

Who gets the audit when it is complete®nce the audit is complete, the audit is submitbettie board for
approval. Once the board approves the audittlites submitted for an approval vote at an annaliaoel
advertised General Membership meeting. Once fhabaal is gained, a copy is then given to thesear,
president and the principal of the school for tleeimpliance file.

When does the new treasurer take officeThe treasurer is the only member of the incomingrtddhat does
not immediately take office when installed. Thegming treasurer keeps the books until they arenstidd for
audit. Once that is done, the new treasurer beginsrk.

Does ECCPTA recommend any banks®o. However, we suggest that you research cayefalth bank that
you are considering using. Some are used by m@Ag Bnd thus are more comfortable with our rule$ an
needs. Check for banks that offer free checkingQtbc3 non-profit organizations.

My PTA wants to change banks, what do | doThis must be done with the approval of the PTA Haard
the general membership. Once this is accomplissiethly take a copy of your minutes (both board and
general) to the bank to close the account. Dalose an account until you know which bank you Wwélusing
in the future. Have your bank issue a cashier&ckHor your balance and then immediately proceegtr
new bank to open an account.

Who may be signatories on the bank account®sually the treasurer, president and one otlested board
member are signatories on the accolins. Escambia County School District policy thatisool district
employees (full, part time or casual) shall not bgnatorieson a PTA/PTSA account




| am a school district employee, can | still be a¢asurer? While PTA policy does not forbid a school district
employee from being treasurer, it is strongly rectended by the Escambia County School District that
employees not serve as treasurers.

The PTA board has a lot of schools district employas, where do | find the signatories for the bank
account?While your signatories should be elected officlis tnay not always be possible. The president and
board may appoint chairs to be the official signatfor the PTA. They should be on your board] toeir

names recorded in the official minutes of the orgation.

How do | change signatures at my bank?Each bank is different, so check with them firgou will probably
need a copy of your minutes that show the electeddy and any appointed signatories, as well aesab
their driver’s licenses.

Where does the bank statement goThe bank statement should be mailed to the ssheaath month. The
treasurer then keeps it with their records forytbar.

My principal wants to see our bank statement each onth, is that OK? Yes. As principal they have the
right to request to see any of the PTAs recordgttime. They may also request a copy of thestant for
their records. If that is the case, make a copheforiginal. The treasurer keeps the origindghgir records.

My bank has offered us a debit card. Can we takedvantage of that?No, PTA policy expressly demands
two signatories on every check, therefore, bandiaray not be used.

My unit would like to have a credit card to buy things on line. Can we do that?No. PTA policy forbids
PTAs to have credit cards. If your unit wouldelito make purchases online, then it is suggestdstmeone
do this for the PTA and submit the bill for reimbement.

How often do | make a treasurer’s report? You should routinely make a treasurer’s repochaaonth.
Always have a treasurer’s report at every boardtiimgand every general meeting.

Who presents that treasurer’s report at a general mmbership meeting? The treasurer should present this
report. If that is not possible, then the presideay present on your behalf.our absence at a meeting is no
excuse for not having a report.

Are treasurer’s reports approved? No. They are filed for audit. But questions mayalsked by anyone to
clarify the report.

Do | have to make copies of the treasurer’s repoffior everyone at a general membership meeting¥ou
should make copies available for all who request dhis suggested that you have several copiegyhfor
review at the meeting (in a central location) amehtsend a copy to those that would like to keep on

How many fundraisers may we have each year?Although there is no set limit to fundraisersyuyshould
only have fundraisers that you really need. The ofithumb is one fundraiser for every three ptstmdent
programs you provide.

Is there a limit to how much money we can raise ehg/ear? No. However, you should not raise more
money than you need. When budgeting, see whatrgalineeds are, and plan accordingly.




Do we have to empty our bank account each yearfRo.

How much money should we carry over each year®tart up or beginning of the year needs vary fowit to
unit. But you should have enough money to begur year and pay any immediate bills until you caméha
fundraiser.

What are "Summer Interim” Funds? These are funds that can be expended by the texgsuth board
approval after the books have been audited (atltse of the year) and before the new budget isguasThis
must be a line item on your budget from last ygaorder to access the funds. These funds masée for
Teacher Welcome event, to finance attendancetatlstadership training (Innisbrook), or other begig of
the year expensedf you do not have aSummer Interim Fundline item on last year’s budget, you may not
spend any money from the bank account until your n& budget is passed.

How is a budget made?A budget committee must be formed in order to makedget for the coming year.
Their job is then to project revenues and expenestior the coming year. A budget is recommendeithé
budget committee, then presented to the boardrédingnary approval, and then the general membprfdri
final approval. See Money Matters or Dollars and Sense (Nation@ Biid Florida State PTA publications).
These publications give detailed information on imgla budget. If you need help, contact the ECCPTA
treasurer or Area Vice President for assistance.

Who may serve on the budget committeeThe president and the treasurer are always onutigeb
committee with at least one other person. Thestnes is usually the chair.

How do | present the budget for approval?Submit it to the board for preliminary approvatlarote. Then
present it to the general membership for final apaland vote.

Can the budget be changed?ves, this called amending the budget. If youtdmiary needs change or you
want to add or delete a section, then you may arttemtiudget. Call a meeting of the budget committeake
the required changes and follow the same procelssfase. However, in presenting it to the memberghs
“amending the budget”.

How many signatures are needed on a checlery check issued by the PTA must have two (2)agiges.

How do | disburse a check”he treasurer should requiréRequest for Disbursementorm, filled out by the
payee, with attached receipts. The treasurer raay gaying any unauthorized expenditure. No clsbduld
be disbursed without proper receipts being presetotéhe treasurer prior to the disbursement.

What is an authorized expenditure?Every expenditure should be approved by the baarappropriate, and
for a specific purpose. This is done via the buiggecess. All expenditures must be reported édoibard via
the treasurer’s report. It is strongly recommenithed large expenditures (over $500) be approvetthé®yPTA

board prior to disbursing a check.

My principal wants us to put the PTA money in the nternal accounts of the school. Is that OK? No.
PTA funds are always kept separate. PTAs showd kaparate bank accounts, although they may use a
common bank.




Aren’t PTAs tax exempt? PTAs are 501c3 organizations (non-profit) and hesdfore tax exempt because
they are under the umbrella of thirida Congress of PTAsThis means we are exempt from paying income
tax. But we still must file an annual tax retuactk year (by November 15) with IRS. Each unit ralsp apply
for aSales Tax Exempt Certificatgth the Florida Department of Revenue. This wkempt your unit from
paying state sales tax on certain items your PTHx us&. This certificate may NOT be used for aagnityour
unit intends to re-sale (this includes T-shirtsnoal prizes, etc.). You must use a PTA checériter to use a
Sales Tax Exempt Certificate.

Do Tax Exempt Certificates expire? Yes. Each certificate has a date on it whernilitexpire. If this
happens call the phone number on the certificatietfagy will advise you on the procedure to re-new.

We want to sell T-shirts and have a catalog sale aty school, why do we have to pay tax¥our unit must
pay sales tax to the original vendor on any item wish to re-sell. This includes T-shirts, catasades,
coupon books etc. Then you may re-sell the itethout having to collect sales tax. PTAs are ra@rsed to
collect sales tax.

Do PTAs file a tax return? Yes. Each PTA should routinely file a tax reteath year even though we are tax
exempt. This return is due in November. Childney Matters or Dollars and Sengecontact the ECCPTA
treasurer for advice on how to file, if you have done so before.

When is the tax return due? Your unit must file an IRS tax return by Novemté&l' each year. But you may
file earlier if you wish. It is strongly recommeguithat the outgoing treasurer file the tax rehefore leaving
office, as they are the most familiar with the ydeay are reporting on. If that is not done orgpolg, then the
current treasurer needs to file the tax returneeopies of all tax returns with your treasuregsords.

The IRS has contacted my school. What do | dd?o not ignore the correspondenegall ECCPTA and
Florida PTA immediately. They will assist you. Keeopies of all notices and correspondence (e-jnaith
the IRS in your records.

Can a PTA solicit monetary donations?Yes a PTA can solicit donations, but this showddnith the
knowledge and approval of the PTA Board and Exeeul@iommittee. The treasurer should acknowledge all
donations with a letter of receipt and thank yadinis is for your individual records as well as thanor’s
records.

Do | need to make an ‘end of the year treasurer’'saport? Yes. Itis good practice to make an end of the
year treasurer’s report. This should list all englitures for the year and proceeds from any donatand
fundraisers. Follow the same format as your mgntiport. Just label fEnd of the Year Report”.If all
expenditures are complete for the year, then aglghtinase Books Closed for Auditat the bottom along with
the date. The treasurer should sign this report.

| am confused. Who can | turn to for advice?You may call upon the ECCPTA Treasurer for help o
guidance. You may also call or email Florida PBAdssistance or to ask questions. The Florida WéBsite
(www.floridapta.org) contains all phone numbers andhil addresses for the staff or officers. Both e
happy to assist you.




Principal FAQs about PTA and PTSA

What is the role of PTA/PTSA in my school?
The PTA can provide you with a conduit to recrigtirolunteers to assist with various activities auy
school.
PTA will provide your parents, students, and fagulith informative programs, events and activities
that can enrich your curriculum and provide yourepés with a sense of unity.
Ongoing National PTA programs suchReflectionscan provide your students and school with district
and possibly state and national recognition.
In addition for high schools, PTSAs can be a waystadent members to apply for scholarships through
Florida PTA. This information is sent to every higgthool with an active PTSA unit.
PTA/PTSA can also be an ongoing communication strie@tween your parents, students and the
school, assisting you with announcements, remingegdsrecognitions through regularly scheduled
publications (such as newsletters).
Finally, PTA/PTSA can promote school spirit in $tadent body and improve morale within the faculty
(with Teacher Appreciation and student recogniggants scheduled throughout the year).

What are my responsibilities as a Principal in réilan to PTA/PTSA?

- To support your school's PTA/PTSA unit. This isergisal to its success. This can be done by
encouraging regularly scheduled PTA board and génezetings, and your participation in those
meetings. If you cannot attend, a designee camsept you.

To keep a file of PTA by-laws and reports (minutesasurer’s reports, budget and a copy of theannu
PTA audit). These will be provided to you by theAPHresident, Secretary and/or Treasurer.

To assist in publicizing PTA/PTSA membership dribggpromoting PTA in newsletters, call-outs,
signs, and the school web-site. This will help yBTA unit grow. Faculty participation in your scliso
PTA can also be bolstered by your encouragement.

To set aside time to meet regularly with your sd¢lsd®TA/PTSA President. This will help them to plan
programs and avoid conflicts with your school’'secalar of events. It will also allow you a chance to
offer guidance and share concerns privately wighRA President.

To invite PTA/PTSA to be a part of all school sparesl programs, activities and events.

How many fundraisers is my PTA allowed or expectedlo each year?

- PTAis NOT a fundraising organization, but somediaising may be necessary to accomplish a unit’s
goals each school year. The number of fundraisesswary from school to school and from year to year
according to its budgetary needs, but the “rulthafnb” is that PTA should conduct three
programs/activities for each fundraiser.

PTA/PTSA should get your approval before proceedlitg plans for any fundraising conducted at
your school.

Principals are NOT expected to sign any contradk Rds with a fundraising company, but you should
be aware of the company that the PTA is using.

What is my responsibility regarding the money haimgj in the PTA unit?
Other than encouraging your PTA to establish fimd accepted money handling procedures, you do not
have any responsibility regarding money of the.UPiitA should have a separate bank account (and you
should know what bank the PTA is using), that isdted by PTA Board members. Copies of the
monthly bank statement can be provided to you upqguoest.
You should get a monthly accounting (via treassregports) of the PTA unit's money status (budget,
expenditures, and money on hand).




Your PTA may ask to hold money in your school véoitta BRIEF period of time. Asking your
secretary or other personnel that is in chargbefault to designate a drawer or space for PTAldvou
be most helpful to all PTA units.

PTA funds are NEVER to be held in the school'srimé accounts unless the money has been gifted to
the school for a specific purpose.

Escambia County School District policy forbids schdistrict employees from being a signatory on a
PTA account.

What can my PTA spend money on for my school?
- PTA policy forbids a PTA from funding staff or erogkes of the school.

In addition, if there is something that a scho@dwein the way of equipment that requires ongoing
maintenance, it is suggested that it be boughttiiraghe school.
PTA can fund supplementary materials that may leel@ee in the classroom that are not budgeted
elsewhere by the district (examples: Weekly Read&rashine Math materials; Accelerated Reader
materials and incentives, etc.).
If there is large project or budget item the PTAlas to take on as a project (to raise funds taf) as
playground equipment or marquee; this can onlydopted as a project from year to year. One year’s
PTA board cannot obligate another year's boardtdicue with a project. Therefore if a PTA raises
part of the money necessary (for the project) suiggested that this money be “gifted” to the sthbo
the end of the year with a letter of intent. Timeney should be set aside in your internal funaseath
for the project (i.e. playground equipment).

What is my role in making sure a PTA board is eled?

- Your role as Principal is to insure the school’sARInit is following standard PTA nominating
procedures. The nominating process normally bagifebruary and should culminate in an election
held according to each unit bylaws, usually ingpang or fall of each year.

It is the responsibility of the PTA unit to makeaeutheir incoming Executive Board is slated, and a
meeting is scheduled to elect and install the ho&sdPrincipal you should be aware of the namesdgei
put into nomination (slated) by the PTA nominataognmittee.

Once elected, the PTA President will notify ECCPam Florida PTA of the names of the incoming
Executive Board members (including contact infoiorgtand provide you with a copy as well, for your
records.

What is ECCPTA, and what is its role with my schsoPTA?
ECCPTA is the Escambia County Council of PTAs am&®s. This is the guiding body for all PTA
and PTSA units in Escambia County. ECCPTA provehssh school with an assigned board member
(Area Vice-President) that will be in close contath the PTA President and board at your school.
They can assist the unit with troubleshooting, einagement, and be a good listening ear when needed.
They can also assist you if you have question®oncerns regarding your PTA/PTSA.
If needed, other ECCPTA board members can be cafied to help a PTA that needs guidance.
In addition, the ECCPTA holds regularly schedulegdership training meetings for all PTA Presidents
and board members, and hosts two events each sgrolThe Annual Principal’s event (date to be
announced) in the fall of each school year andAh& Founder’s Day Luncheon (in Februaryhu
will receive invitations to each of these event§he PTA (if budget allows) should include youaimy
plans to attend these events and we encourage ke phans to come to each one or send a designee to
represent your school.




If my PTA is having personality conflicts or othgroblems, who do | call?
Each school Principal should have a copy of the ECALAnnual Handbook. In it is a complete board
list with contact information for ECCPTA, includiripe Area Vice-President assigned to serve your
school.
If a problem occurs, or if you simply want to asguestion or confirm something, contact your Area
Vice President. Principals are always welcome tdaxt the ECCPTA President as well, but if the Area
Vice-President has been working with your schd@jrtknowledge will help them solve your problem
and/or concern quickly.

What can | do to assist my PTA in having a successiear?
Plan regularly scheduled meetings with your PTAskient.
Make an effort to attend PTA/PTSA Board Meetingssend a designee.
Make an effort to attend planned PTA/PTSA eventsraeetings at your school or send a designee to
represent you.
Try to attend all ECCPTA sponsored events or trggj or send a designee to represent you.
Be supportive of your PTA/PTSA's efforts to senaiyschool. This encouragement will insure a
successful program at your school.

Do all schools in Escambia County have PTAsS?

At this time, PTAsS/PTSAs are in most schools in ara. ECCPTA is always working towards the goal of
having a working unit in all of the elementary, dlieland high schools in the Escambia County ScBhsitict.
If you have had a unit at your school in the past it is currently inactive, we can assist youeivitalizing it.
ECCPTA can also help you establish a new unitpufryschool does not currently have a PTA or PTSA.

PTA/PTSA is the largest ongoing parent advocacwymigation in the United States, and they can agsist
school in a myriad of ways. If you would like monéormation, contact ECCPTA.



President’s FAQs

What is the executive board of the PTAThe executive board is the elected officers afry®TA unit. These
officers and their duties are outlined in your lanity-laws. The committee chairs are part of thierected
board. They are selected/appointed by the presiudigimthe board’s approval.

When are the elections for the PTA heldPhe elections are held in accordance with youlaldys. Most units
elect the new board (for the coming school yeathespring (April or May), but some units haveah flate to
include more or incoming parents to the school.

Do we have to have a nominating committe¥&s. Every unit should have a nominating committegelect
the best candidates for the slate of officers. @lstould be at least 3 members of the nominatinghutiee
and they should meet separately from the resteobdard to speak frankly about the candidates. Tdrayally
offer positions on the slate to each person thepo select (through phone call or face to facetimg). Each
person slated must formally accept nomination teefoey can be slated. The committee then repottseto
board and the general membership their slate afer§.

We cannot find enough people to fill a whole slawhat do we do¥ou may still hold your elections, but
advertise there is still an open position on tlageslOpen the floor up for nominations at your farelection.
You must have at least a President and a treaisuoeder to hold elections for the next year.

The slate of officers is unopposed, do we still Bde have an electionYes. The election is necessary to
formally install and put in place the executive fibaAs a 501©3 organization we must follow the by and
hold formal elections at least once a year.

After our elections we lost a member of our exegetboard, do we have to hold another formal elentio
fill the vacancy? No. The President may appoint a position “pra”témeaning temporary replacement). The
“acting’ person make continue in the position ustith time as an election can be held.

Is the principal a member of the PTA BoardYes. They are automatically offered a seat on yaard each
year. They may choose to send a designee if thegsehto delegate this responsibility. They havearte.

Does the President have veto power on the boaht®. The President leads discussions and asksftomal
vote on things presented to the board for adoptisually they do not vote. If a tie presents its&lé president
may break the tie with a vote.

Does the principal have veto power on the boar®, the principal does not have formal veto. Bgbad
PTA President is in constant communication withghacipal and will have an idea if they are supiverof
something or not before bringing it up. The PTA ncagose to go forward without principal approvailt i is
not recommended. The principal’s support for pliaressential to any project’s success. And thecypal may
refuse to let you use the school or its resourgea program they do not approve of or do not stippo

How many board and general meetings do we havedweheach year?The answer is in your by-laws for
your general meeting number. The minimum is 3 garylt is strongly recommended that the boardoaty
PTA meet monthly at a regularly scheduled time sMail allow for maximum of participation of yourlard
members and administration.




Do we have to have minutes at every meeting@s. Minutes are the formal record of your PTAR\aties.
You need agendas and regular minutes for everyingedthe minutes are approved at the next meeting,
formal motion, second and vote. If the secretamnpoispresent at a meeting, the president may appomeone
to take minutes for the meeting.

Do we need a treasurer’s report at every meetingga. There should always be a treasurer’s rep@very
board and general meeting. These are presentdwlietsurer, questions answered, then the repfiled for
audit (no vote is taken for approval of the treassrreport).

Do we have to have an audit every yeaf@s. Even if there has been no activity in tbeoant, there must be
a formal audit and financial review, before thetngsar’s treasurer can take over. The books muatidged
(reviewed) every fiscal year, even if personnelaenthe sameEven if there is no activity on the account, an
audit must be done annually.

When is the audit conductedThe PTAs books must close for audit or financegiew by the end of the fiscal
year (June 30). The audit should be conducted mvBBidays of the close of books. An audit may beddor
anytime in the year, if a discrepancy is suspeotdtie membership or board requests it, or if tbadurer
changes during the year.

Who conducts the audit?t is the responsibility of the Treasurer to fiaa auditor for the books each year. It
may not be anyone that is a signatory on the bao&uat; it may not be the treasurer or the presittarany
members of their family). The president may appainommittee from the membership or board to kevre
books for audit. The names of the members of thenaidtee and/or the auditor must be noted in theutes of
the board meeting, prior to the audit being coneldict

What if a problem or discrepancy is found in thestasurers books®fmmediately call ECCPTA for direction.

Who may be a signatory on the bank accounthe signatory may be anyone appointed by the besan
checks for the unit. However it sscambia School District Policy that no school dist employee (casual or
fulltime) may sign any PTA check or deal with moné&y the unit. Traditionally, the treasurer and president
are the primary signatories on the account. Yowkhibave at least 3 signatories on file at the bafkese
should be reflected in the minutes of your boareting.

Who has custody of the checkbookThe treasurer has custody of the checkbook &inatls. The checkbook

is always with the treasurer. Never leave blanickb@t school, and never leave signed checks in the
checkbook.

Why do we have to file a tax returnEvery PTA unit must file a tax return with the IR&en though we are a
501© 3 organization and tax exempt. This is IR&sulhe tax return must filed by November 15 easr,y
but may be filed early by last year’s treasursoifl SO0 choose. A copy of the tax return stays Wiehtreasurer
and the president and the principal.

What is the tax exempt certificateach PTA unit may apply for a Sales tax exemgifezte through the
Florida Dept. of Revenue. This may be used onlytéans the PTA will be giving away or actively ugirit
may NOT be used for any item that will be re-sdike(t-shirts, fundraiser items or carnival prizegpu may
only use a PTA check to pay for these items in or@@se your tax exempt form.

May our PTA have a Debit Card or Credit CardRo. PTAs are required to have two signaturesvemye
check, and even though some banks are trying tio geisit cards, we may not take advantage of thietbesa
time. PTAs are never to have any kind of credidc@his is expressly forbidden.




How many fundraisers may our unit have each yeaFndraisers are not part of PTA’s mission, buttmos
units do have them to raise funds for projects@ograms throughout the year. The rule of thumjmis need
to have three programs/projects for every one faisdr. Do not fundraise just to fundraise, alwlagee a
purpose and goal in mind.

Who signs the contract with our fundraising company Traditionally the chair of the fundraising comted

and at least one other person should sign theawintdsually this is the president or treasureemBmber the
fundraiser and the company must have board anda@enembership approval. Copies of the contractikh
be with the president, treasurer, chair of the farsgr and a copy offered to the principal as well.

Last year’s board has already set up this year'sifaiser, do we have to use thenmst year’s board cannot
obligate this year’s board to participate in anydtaiser or other activity. If a contract has bsigmed by board
members no longer serving on your PTA’s board, adrthe company and re-confirm or cancel your
participation with them.

What do we spend our proceeds on?ou must have an objective in mind before conidigcany fundraiser. It
needs to be published and a goal amount set. Bxpeanditures will be reflected in your budget atiotmately
approved by the general membership.

We want to contribute to a large project at schoehich will take several years to fund, how do we tthat?
One year’s board cannot obligate another boardmtirue with a project. However, in order to make
contributions for something large, it is suggested write a check to the school (for the budgetedant) and
“gift” it to the school with a letter of intent exgssing the purpose. They will then make a linm ite their
internal accounts for that item. The money is timetineir hands to spend on the project once fultlfag is
gained.

How much money may we carry over from year to yedrRRere is no set amount that must be carried over.
However, most money raised in a single year shbaldpent in that year. You should budget money for
“summer interim expenses”, startup funds for nedns PTA.

When is the budget approved®Phe budget is usually approved at the first gdmasanbership meeting of the
year. Money may not be spent in the account umslapproval is gained, unless a section on laatybdudget
was labeled “summer interim expenses”.

Can the budget be amended®s. The budget may be amended at any time iggae General membership
approval must be obtained for any budget change.

We have leftover money at the end of the year, eanspend it?You may only spend money on approved line
items in your budget. There is no need to clearaawccount at the end of the year.

How do we set our membership dues for our uniEach unit may set its own membership dues. Thauatno
must be approved by the general membership, banhitot be lower than $3.00, as this is the amdwattrhust
be remitted to Florida PTA and National PTA for leacembership sold.

Do we have to distribute membership cards each 9eées. The PTA membership card must be given to every
member of your unit that pays dues.




How do we get our membership cardsPlorida PTA will automatically send your membepscards to the
president of each unit at their home. This is vthg important to have accurate information on yowit's
leadership. If your president changes or you haslgaage of address you need to notify ECCPTA and/or
Florida PTA immediately.

We need additional cards, how do we get the@uhtact Florida PTA and they will send any addiibcards
you require. You must have paid dues for the mesfiye cards that were originally sent to you toamtpt
additional cards.

We have left over cards at the end of the year, idh@we do with them?/ou need to return any unused cards
to Florida PTA or your unit will be charged for the

How often do we pay dues to Florida PTA¥ou need to remit $3.00 for every membership solBlorida
PTA monthly.

When does the membership year endarch 31. After that date all dues money colle@ed any unused
cards are to be returned to Florida PTA. All mershgrs sent after the March 31 deadline are appbi¢ie
next year.

What are ECCPTA DuesECCPTA dues are a onetime payment; each unitéargkia County remits dues to
ECCPTA. The amount of the dues is calculated acagrd last year's membership. These must be paid
annually to keep your unit in good standing.

What items (paperwork) should we provide to thengipal? A copy of the board list, agendas and minutes
from every board and general meeting, all trea&ireports, a copy of the audit, a copy of the appd
budget, copies of your newsletter (if you have poepies of any flyers that go home, copies of emyalil
reminders sent over the internet, a copy of youlalys, a copies of any contracts signed with vesdorshort
anything that has the PTA name on it should beexbim the principal.

We are having trouble working with our principal, mat should we do?Call your ECCPTA Area VP and they
will make arrangements to assist you.

What ECCPTA events does our unit need to particgat each year?ECCPTA provides many opportunities
for meetings with the local units, including traigs, roundtables and social events. We hope ybArumit

will participate in each and every one of them. YBTA unit needs to be represented at all ECCPTege
meetings and Presidents meetings throughout the yea

You should also make every effort to participate irthe Annual Leadership training (August), the Annud
Founder’s Day Luncheon (February).



2011-2012 New PTA President Form

Immediately following your local unit election, jgigse complete this form and return to ECCPTA tcatlidress below. There will also
be a form to complete in the April issue of therlela PTA Bulletin which must be completed and re&at to FPTA in order to
receive membership cards. Both of these forms tmeiseturned even if officers are re-elected to laeroterm.

Please Print

Name of PTA

2011-2012 President

Home Address

City

Zip

Home Phone

Email

Yes, my name/phone # can be given to #igsgdor interview purposes.

No, do not give my name/phone number tptass.

2011-2012 Treasurer

Home Address

City

Zip

Home Phone

Email

Return completed form to:
ECCPTA President

30 East Texar Drive, Room 140A
Pensacola, FL 32503

This information must be received by May 2011.





















ECCPTA Bylaws

Following is a copy of the current bylaws of EscémBounty Council of PTAs and PTSAs.
In accordance with Florida PTA and National PTAstnare the current bylaws adopted by our council.

If you have any questions regarding these bylawagd contact the ECCPTA bylaws chair or ECCPTA
president or any executive board member.

Escambia County Council Board Positions and Vacanes

If you are interested in serving on the Escambiar®pCouncil as a chair or executive board mentber,
nominating committee accepts nominations at ang tilnring the year.

The committee will begin actively searching for BE@CPTA board members after its appointment at the
Annual Meetingn February (held in conjunction with our ann&alunder’s Day Lunchegn

The slate of officers will be reported in May oftkayear at a general meeting held to elect andliribe board
of directors. Chair vacancies will be appointediusy president and may be filled at any time dutiregyear.

The president may advertise openings on the baatidey arise, in the ECCPTA newsleteT A Matterson
the websitewww.eccpta.orgon the Facebook groupscambia County Council PTAnd/or you may be
contacted by a board member.

Full job descriptions of each board position arailable upon request.

ECCPTA is dedicated to diversity and welcomes ewaeyto be a part of the Escambia County Councitdboa
of directors. ECCPTA strives to attain this objeety attempting to nominate people from everyt pathe
Escambia County School District, if possible.

If you would like to nominate someone to fill a gms on the ECCPTA board or are interested in pein
nominated, please contact any ECCPTA board member.
























Escambia County Council Past Presidents

ECCPTA was formed in April of 1925 with Mrs. J.Herry as president.

No records have been located from 1925 — 1949.

1949 - 50 Bernard Bond 1982 - 83 Floyd Linder

1950 - 52 Mrs. E. I. Moore 1983 - 85 Mary Ann Strength
1952 — 53 Mrs. U. L. Chewning 1985 — 87 Glenda Adams
1953 — 55 Mrs. D. R. Browning, Jr. 1987 — 89 Sally Lee

1955 — 56 Mrs. Paul J. Fleming 1989 - 91 Deborah Mcintyre
1956 — 57 Mrs. E. E. McGovern 1991 - 93 Frances Yeo

1957 — 59 Mrs. R. N. Jones 1993 - 95 Patty Hightower
1959 - 61 Mrs. Andrew W. Williams 1995 - 97 Denise Rosenbloum
1961 - 63 Mrs. John (Tennie) Sosh 1997 — 98 Linda Finkelstein
1963 — 65 Mrs. Jack (Barbara) Martin 1998 — 99 Jenny Dyess

1965 — 67 Mrs. J. H. Finch 1999 - 01 Cathy Roche’
1967 — 69 Mrs. Cecil (Nell) Jones 2001 -03 Karen Pope

1969 — 71 Mayhew Pitts 2003 - 05 Debbie King

1971 -72 Mrs. John (Tennie) Sosh 2005 - 07 Dawn Johnson
1972 - 73 Mrs. Darrell Stewart 2007 - 09 Cindy Gerhardt
1973 -74 Mrs. G. D. (Helen) Cotton

1974 - 76 Peggy Pilcher

1976 — 78 Mattie Whetstone Miller

1978 - 79 Nettie Joseph

1979 — 82

Marcia Howard



