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Resources 

23rd District Online: www.23rdDistrict.org 

California State PTA online: www.CAPTA.org 

The Toolkit online: www.Toolkit.CAPTA.org 

National PTA e-learning: https://member.pta.org/Shop/E-Learning-Library 

AIM Insurance Services: https://capta.org/pta-leaders/services/insurance/ 

23rd District Parliamentarian: Rod Still 

E-mail: Parliamentarian@23rdDistrict.org 

23rd District PTA 

Parliamentary Procedure 

http://www.23rddistrict.org/
file:///C:/Users/Becca/Desktop/TVC%20PTA%202018-2019/4.%20TVC%20PTA%20Programs/7.%20TVC%20PTA%20Program%20(Boot%20Camp)/Boot%20Camp%202018%20Materials/Training%20Materials%20%5b.docx%20files%5d/www.CAPTA.org
http://www.toolkit.capta.org/
https://member.pta.org/Shop/E-Learning-Library
https://capta.org/pta-leaders/services/insurance/
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The Bylaws for Local PTA/PTSA Units (also 

known as your unit’s bylaws) state the 

responsibilities of the Parliamentarian in 

Article VI – DUTIES OF OFFICERS.* 

 

The Parliamentarian serves as a guide to 

the PTA/PTSA – a “helping hand” to the 

president who ensures that bylaws are 

followed, the best interests of the 

association as a whole are served, and 

that business is handled correctly! 

 

As the “helping hand” to the unit, the unit 

parliamentarian advises on the guidelines 

of business based on the Toolkit, the unit 

bylaws, and Robert’s Rules of Order (11th 

Ed.). Using these tools, the 

parliamentarian helps to ensure that 

discussions, votes, and all business occur 

in a way that allows for all members to 

have an equal voice in the proceedings 

without partiality.  

 

All members of the executive board 

should familiarize themselves with the unit 

bylaws, not just the parliamentarian! 

 

 

 

 

 

 

 

 

  

ROLE OF THE PARLIAMENTARIAN 

WHAT IS PARLIAMENTARY PROCEDURE? WHY IS IT IMPORTANT? 

WHY IS PARLIAMENTARY PROCEDURE IMPORTANT? 

As a PTA/PTSA, decisions are made via vote at 

meetings – and in groups of people, both large and small, 

it is very important to ensure that everyone’s voice is 

heard while the voice of the majority rules. Parliamentary 

procedure helps ensure this happens in a way that makes 

sense for everyone!  

 

 

Take Note! 

Parliamentary Procedure Helps 

Ensure… 

• Justice and courtesy for all 

• Maintenance of order 

• Consideration of one subject at 

a time, with business conducted 

in a reasonable manner 

• The rule of the majority is 

reflected 

• The right of the minority is 

protected and heard 

• There is partiality to none 

…and more! 
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BASIC PARLIAMENTARY PROCEDURE: DID YOU KNOW? 
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The PTA unit Executive Board consists of the elected and appointed officers, the principal, teacher representative, frequently a student 

representative, and appointed committee chairmen and any specialists. The executive board, chaired by the president, meets 

monthly to handle the transaction of necessary and detailed business between meetings of the association. A 10 day notice of the 

meeting is required, and quorum must be met. The unit Executive Board quorum can be found in Bylaws for Local PTA/PTSA 

Units, ARTICLE VIII – EXECUTIVE BOARD, Section 7b.* The executive board is responsible for accepting reports from all officers and 

conducting necessary business between Association meetings.  

 

The Executive Board is the proverbial rudder for the unit; these meetings are where the officers will decide on their preferred plan of 

action to present to the General Association. The Executive Board, however, should keep in mind that the final authority for all business 

lies with the Association.  

 

The bylaws provide details about each officer’s positional responsibilities. Please refer to Bylaws for Local PTA/PTSA Units, ARTICLE VIII – 

EXECUTIVE BOARD.* Executive Board Meeting minutes are primarily accessible only to members of the board. Minutes should be kept 

during executive board meetings but should only be made available to members of the executive board unless the association 

approves an inspection of the executive board minutes with a two-thirds (2/3) vote. Minutes should not be stored, distributed, or posted 

via any online or digital means. Inspection of authorizations for financial reimbursement is not in order by members, as these contain 

personal signatures and possibly credit card information. The auditor reviews these records for errors. Association members may review 

the financial reports including ledgers and the audit report. 

 

Guests may be invited to an executive board meeting and granted a courtesy seat by the president (only the president has the 

authority to grant courtesy seats.). A guest may bring specific information; however, guests do not participate in discussion or vote, and 

should leave the meeting after their information is relayed. An association member who shows interest in becoming a chairman on the 

board may also be invited as a guest. Any matter including discussion of individuals or their performance is confidential to the 

executive board, and guests must be excused for that portion of the meeting. 

 

EXECUTIVE BOARD 

Committee meetings are where many initial decisions are made. Appointed by the president, the committee will deliberate and decide 

the preferred course of action for whatever activity the committee exists to oversee. Committees can meet however often is needed to 

make all the necessary decisions for an event. A committee may be a standing committee with regular, ongoing responsibilities during 

the PTA year (committees such as Hospitality, Student Garden, Volunteer Coordinator, etc.) or it may be a special committee organized 

for a short-term activity only (committees such as Red Ribbon Week, Read Across America Week, Spring Festival, Fall Festival, etc.).  

Quorum for a committee meeting is the simple majority of the committee members. Once a committee has made all the necessary 

decisions, a committee report that includes all recommendations should be completed and presented to the Executive Board.  

COMMITTEE 

Association meetings are where all actions that the unit would take are voted upon. The association is the final authority for all decisions.  

Action/Business Includes: 

• Adopting bylaws 

• Adopting programs, fundraisers, calendar, and budget for the year 

• Electing the nominating committee 

• Electing officers; and 

• Approving all monies spent by the organization (Release of funds, etc.). 

General Association meeting minutes are to be made accessible to all members of the association. They may be posted, distributed in 

hard copy, or read aloud to the members; however, minutes should not be stored, posted or distributed online without absolute certainty 

that they cannot be altered. Guests may attend association meetings via a courtesy seat provided by the president; however, a guest 

who is not a member of the association may not make motions nor participate in discussion, nominations, votes or elections.  The president 

is the chair of the meeting, and recognizes those who wish to speak to the association by providing the floor. It is not in order for any 

meeting attendee to take the floor without recognition (permission) from the president. The president, in conjunction with the 

parliamentarian, ensures that everyone has a chance to participate while also ensuring that order is maintained.  

The business of the association may only be conducted if quorum is met. The unit Association Meeting quorum can be found in Bylaws for 

Local PTA/PTSA Units, ARTICLE VII – ASSOCIATION MEETINGS, Section 5b.*  All action taken by the unit must be: presented to the 

association, discussion permitted, and the vote conducted, all in line with the dictates of Robert’s Rules of Order. Whatever the 

association decides is the action the officers must do their best to enact, unless the association amends the action at a later date. 

 

GENERAL ASSOCIATION 

TYPES OF MEETINGS 
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F.A.Q. 

Q: What is a “motion”? 

A: A motion is a potential action or decision that is being presented to the voting body for 

consideration. Motions need to be made when a committee or board is trying to get the permission of 

the members to move forward with a proposed action. For example, a unit may discuss their yearly 

fundraising ideas but until someone makes a motion to move forward with a specific fundraiser, it is 

just discussion. A motion can help clarify what is being considered, and is handled by a yes/no vote. 

Essentially, a motion requires the group to state their opinion on a particular issue in a documented 

way. Even if everyone agrees a fundraiser is a good idea, the unit may not move forward with the 

idea until it is moved, seconded and approved.  

 

Q: Can bylaws be suspended or ignored? Do we have to use them? What are they? 

A: No. The Bylaws for Local PTA/PTSA Units are a legal, binding document for all PTA and PTSA units, 

and must be followed for all conduct and business on the part of the unit. Bylaws are actually a 

wonderful tool to learn about the ins and outs of a unit. Want to know how many officers there are? 

Check the bylaws! When should meetings be held? Check the bylaws! Who are the check signers for 

the unit? Check the bylaws! Bylaws are a legal document that explicitly details (in easy to understand 

language) how your PTA should run. Bylaws can be changed (to a point) to suit the needs of each 

unit, too. In fact, the bylaws should be reviewed by each unit annually to see if changes are 

necessary. There is a process to make changes to the bylaws, make sure you follow it for changes to 

be legal – please contact the 23rd District PTA Parliamentarian for assistance with bylaws review and 

submission.  

Q: Can the President (or chairman, if the President isn’t running the meeting) make motions? 

A: The President has a duty to remain impartial, so does not make a motion directly. This doesn’t mean 

that the President is unable to direct business! Instead of making a motion directly, the President may, 

for example, may ask for a motion from the floor by saying something like, “Is there a motion on the 

floor to adopt the audit?” or similarly. The President, however, will always direct the process of the 

vote – such as calling for discussion, those in favor, those opposed, and those abstaining, as well as 

the outcome of the vote.  

Q: Can the President vote? 

A: Like we said above, it’s important for the President (or whomever is chairing the meeting), to 

maintain impartiality – so, that being said, the President generally does not participate in voting, unless 

his/her vote would affect the outcome: to make or break a tie or to make or prevent a two-thirds 

vote, or when the vote is by ballot (at the same time as everybody else) (Robert’s Rules of Order, 11th 

Ed. pp. 405). 

Q: Can my association vote or conduct business if we don’t have a quorum? What can we do? 

A: A quorum is necessary for any voting to take place, so if your association meeting does not have 

quorum, then no voting may occur. This doesn’t mean, however, that there is nothing left to do – 

those members who did attend may take the meeting time to discuss business that is currently in 

process (similar to a committee meeting), or to refine ideas to be presented at the next meeting 

(where a quorum will be present.).  

Q: What is a quorum? How do I find quorum numbers? 

A: A quorum is the minimum number of voting members who must be present at a meeting in order to 

conduct business. Quorum numbers vary from unit to unit, and may be found in Bylaws for Local 

PTA/PTSA Units. General Association meeting quorum numbers may be found in Article VII – 

ASSOCIATION MEETINGS, Section 5b.* Executive Board meeting quorum numbers may be found in 

Article VIII – EXECUTIVE BOARD, Section 7b.* 
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See CAPTA.org: http://capta.org/pta-leaders/run-your-pta/parliamentary-procedure/how-to-run-a-meeting/sample-

agenda-and-phrases-to-use/ for additional suggested verbiage and assistance.  

SAMPLE MEETING AGENDA 

SAMPLE MEETING AGENDA 

Sunshine Elementary PTA 

General Association Meeting Agenda 

12345 Daylight Avenue 

Room 111 

January 1, 2017 

3:30 P.M. 

1. Call to Order 

2. Opening Ceremonies 

a. Pledge of Allegiance 

b. Verification of Quorum 

3. Approval of Minutes 

a. NO MOTION NEEDED 

i. If approved as presented: “Minutes stand as presented” 

ii. If approved as corrected: “Minutes stand as corrected” 

4. Financial Reports 

a. NO MOTION NEEDED 

i. “This report will be filed for Audit” 

5. Audit Report (semi-annual) 

a. MOTION FOR ADOPTION REQUIRED 

6. PRESENTATION OF BILLS/RATIFICATION OF CHECKS 

a. Bills should be itemized in the minutes 

i. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

b. Ratify Checks (as needed) 

i. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

c. Amendments to Budget (as needed) 

i. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

d. Release Funds(as needed) 

i. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

7. Report of the Executive Board 

a. List in order to succession 

b. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

8. Reports of Committees 

a. MOTION FOR ADOPTION OF PROPOSED ACTION REQUIRED 

9. Unfinished Business 

10. New Business 

11. Adjournment 

a. NO MOTION NEEDED 

http://capta.org/pta-leaders/run-your-pta/parliamentary-procedure/how-to-run-a-meeting/sample-agenda-and-phrases-to-use/
http://capta.org/pta-leaders/run-your-pta/parliamentary-procedure/how-to-run-a-meeting/sample-agenda-and-phrases-to-use/
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Remember, you must have QUORUM! 

VOTING PROCEDURES 

  

Motion 

1. Motion: “I move that we have a welcome back picnic!” 

2. Second (every motion requires a second) 

3. Discussion: “Great idea!” “Should we play games?” 

4. Vote: Motion adopted 

1. President does not make motions 

2. President only votes if s/he is breaking a tie 

3. No cross talk – speak to the president when you 

have the floor. Help keep the discussion and 

meeting on track! 

 

Motion With Amendment 

1. Motion: “I move that we have a welcome back picnic!” 

2. Second (every motion requires a second) 

3. Discussion: “Should we have a barbecue instead?” 

“Great idea!” 

4. Motion: “I move to amend the motion to a welcome 

back barbecue!” 

5. Discussion: “Great idea!” 

Vote: Amendment adopted 

6. Vote on amended motion: Motion adopted 

 

 

ROBERT’S RULES 101! 
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