2009-2010 STANDING RULES

FOR HIGHLAND MIDDLE SCHOOL PTSA 2.3.120

Approved 9/22/09
ARTICLE I:  NAME
Section 1:
The name of this association is the Highland Middle School Parent Teacher Student Association (“HMS PTSA”).  The HMS PTSA has the Local unit number 2.3.120 of the Bellevue PTSA Council, Region 2, a unit of Washington State Congress of PTA and National PTA, and governed by the Uniform Bylaws of Washington State PTA.

Section 2:
This association is a volunteer membership organization concerned with the welfare and benefit of children and youth.  
Section 3:
This association is a tax exempt, not for profit corporation, established June 3, 1982, under section 501(c)(4) and changed in December 1995 to a status of 501(c)(3).

Section 4:
This association was incorporated in the State of Washington on March 4, 1980; File No: D-297542.

Section 5:
The Federal Employer Identification Number (EIN) and other tax ID information can be found in the association's legal records and is available upon request to any Highland Middle School PTSA Member.

ARTICLE II:  MEETINGS
Section 1:
General membership meetings shall be held at least three (3) times per year, unless otherwise specified by the Board of Directors.  General membership meetings are generally held on the third (3) Tuesday of the month at 7:00 PM, in at least the months of September, February and April.

Section 2:
General membership meetings shall be called for the following purposes:

A) to conduct business

B) in September to:


a) review and approve standing rules


b) review and approve budget

C) in January/February to elect nominating committee.

D) in April/Late Spring:  this meeting shall be an annual meeting for the purpose of electing officers as outlined in the WSPTA Uniform Bylaws, Article I, Section 2, and approving a budget for the next fiscal year (July 1 – Jun 30).
Section 3:


A) Board of Director's meetings shall include all elected officers and chairpersons of standing committees, and shall meet when necessary to conduct business, at least 3 times per year, generally, alternating months with General Membership meetings.

B) Board of Director's meetings may also be called by the (co) president(s) or by a majority of the Board of Directors according to WSPTA Bylaws, Article 10, Section 1.

Section 4:

A) The Executive committee shall consist of all elected officers.

B) Each committee shall have one voice and vote.  Committees with more than one member shall elect a chairperson responsible for communication with the Board of Directors.  The committee chair or a designated alternate will have the vote for the committee.

C) Ad hoc committees, sub-committee chairpersons, and liaisons shall be conference members of the Board of Directors, with no vote.

ARTICLE III:  SERVICE FEES
Section 1:  Annual membership fees for the association for the 2009-2010 school year shall be $12.00 per Single Membership, $20.00 per Family/Couple Membership, and $12.00 per HMS Staff Membership.

Section 2:  Service fees shall be forwarded to the Bellevue PTSA Council and to WSPTA by the HMS PTSA Treasurer.  Service fee breakdowns for this and the next three (3) school years are as follows (per 2009/2010 Bellevue PTSA Council Standing Rules):

	
	
	2009-2010
	
	2010-2011
	
	2011-2012

	State
	
	$7.75
	
	$8.00
	
	$8.25

	National
	
	$1.75
	
	$1.75
	
	$1.75

	Council
	
	$ .75
	
	$ .75
	
	$ .75

	   Totals
	
	$10.25
	
	$10.50
	
	$10.75


Section 3:  Sustaining memberships are available to organizations and businesses supporting the objectives of the PTSA and the policies and bylaws of the WSPTA.  Sustaining memberships shall be a minimum of $25.00 and do not include voice or vote.

Section 4:  The students of Highland Middle School shall be considered honorary members of this unit without vote or privilege of holding office.

Section 5:   The HMS PTSA Treasurer will remit $200.00 to the Michael Riley Memorial Scholarship Fund prior to January 10 of each year.  The Bellevue PTSA Council will email an invoice/statement to the HMS PTSA by December 15 each year regarding payment being due in January.  Other Council level scholarship fees or levy contributions shall also be paid in a timely manner.

ARTICLE IV:  OFFICERS
Section 1:  There shall be at least three (3) elected officers for the Highland Middle School PTSA unit, to include the following:

A) (Co) President(s),

B)  Treasurer, and


C)  Secretary.

Section 2:  See Bellevue PTSA Council Standing Rules for specific job descriptions for Executive Committee officers (pages 9 and 10, for 2009/2010 edition, approved June 1, 2009).

Section 3:  Officers shall be elected at a General Membership meeting each spring, generally in April (by April 30th per WSPTA Bylaws, Article 5, Section 6 c), and will assume office on July 1st.

Section 4:  A quorum must be present in any election or for any vote of the HMS PTSA membership.  A quorum shall be considered 10% of the General Membership or 10 PTSA

members present, whichever is smaller.  A majority of all votes is necessary to elect.  For issues before the Executive Committee (all of the elected officers), a majority vote shall be considered a quorum.

Section 5:  


A)  The term of office shall be one year, or until successors are elected.


B)  An officer serving for eight (8) months shall be said to have served a full term.


C)  No person shall serve in the same office for more than two consecutive years.


D)  All officers shall read and adhere to the Uniform Bylaws and Standing Rules 


of the Unit and the WSPTA, and shall attend workshops as required by WSPTA 
(Article VI, Section 1a and 1b, WSPTA Uniform Bylaws).

Section 6:  Two (2) people may hold all elected positions other than Treasurer as a Co-Position.  A Co-Treasurer is allowed as a Trainee.  Each Co-Position/Trainee is entitled to voice and vote at all Board of Director’s meetings.

Section 7:  All elected officers, the Board of Directors, and Committee Chairpersons must be members of the HMS PTSA local unit in good standing with all membership fees having been paid.

Section 8:  If a vacancy arises in an office, the Executive Committee may appoint an acting officer to serve until the next General Membership Meeting when nominations may be taken from the floor with the consent of the nominee.

Section 9:  An office/chairmanship shall be declared vacant if that person misses three (3) consecutive meetings, unless previously excused by the presiding officer, and shall forfeit their office.  Meetings shall be interpreted to mean Executive Committee, Board of Directors, and General Meetings during the fiscal year.

Section 10:  The following standing committees shall exist within the HMS PTSA:


Auction


Reflections
Bingo Night


Skate King Coordinator

Book Fair


Staff Appreciation

BSF Liaison


Student Store Buyer

Directory


Student Store Volunteer Coordinator

E-Mail Newsletter

Sweatshirts

Health & Wellness

Volunteer Coordinator

Legislative


Website

Membership


Welcome Back Picnic

Multicultural Potluck

6th Grade Walkathon




Eagle’s Nest Editor

7th Grade Parent Rep

Eagle’s Nest Distribution
8th Grade Coordinator/Party

Committees with more than one member shall elect a chairperson who is responsible for communication with the Board of Directors.  The committee chair or its alternate is responsible for the vote of the committee and shall be a voting member of the Board of Directors of the HMS PTSA.

Section 11:  A Nominating Committee shall be elected at the February, or first General Membership meeting of the new calendar year, or at least  30 days prior to the election of officers.  The Nominating Committee shall consist of at least three (3) but not more than five (5) members, nominated from the floor (Article V, Section 1b WSPTA Uniform Bylaws).
Section 12:  The Nominating Committee shall submit a written, signed list of candidates at least 15 days prior to the election of officers.

Section 13:  The (Co) President(s) is/are ex-officio member(s) of every committee, except the Nominating Committee.

Section 14:  The WSPTA Convention voting delegate, or additional delegates as determined by unit membership numbers as of January 25th, shall be elected, or may be appointed by the Board of Directors if there are limited candidates.
Section 15:  The Legislative chair shall be the first voting delegate at the WSPTA Legislative Assembly.  Additional voting delegates to which HMS PTSA may be entitled, as determined by unit membership numbers as of January 25th, shall be elected or may be appointed by the Board of Directors if limited candidates.

Section 16:  The Board of Directors may select replacement voting delegates in the event an elected delegate cannot attend.

Section 17:  Four (4) voting delegates from HMS PTSA are allowed to represent the HMS PTSA at the Bellevue PTSA Council.  The four voting delegates shall consist of the (Co-)President(s) and two (2) authorized delegates.  The (Co-President(s) and the authorized delegates shall select two (2) alternates (WSPTA Article IV, Section 2d).

ARTICLE V:  FINANCIAL REQUIREMENTS

Section 1:  A budget shall be prepared by the Executive Committee or appointed Budget Committee and submitted to the HMS PTSA for adoption at the first General Membership Meeting of the school year.

Section 2:   The budget shall include a reserve (carry forward) balance of 15% of the total expenses.
Section 3:  Expenses for Bellevue PTSA Council scholarships and levy contributions shall be included in the annual budget.

Section 4:  Expenses for one or more delegates to attend the WSPTA Convention and the Legislative Assembly shall be included in the budget.  Expenses shall include at least attendance fees and may include transportation allowance or lodging allowance, depending on convention location.  Meal expenses shall not be included.

Section 5:  The Board of Directors must approve any expenditure in excess of $100.00 not covered in the budget of any Chair position or event.

Section 6:  The board may reallocate the budget as needed without having general membership approval.
Section 7:  The Treasurer shall present a financial statement at each regular general membership meeting and Board of Director’s meeting and at such other times as requested by the (Co-)President(s).

Section 8:  The Treasurer shall close the books at the end of the school year, by June 30th, and submit them for audit to at least three (3) members of an Audit Committee appointed by the (Co)President(s).  The Audit Committee shall not include any person who was authorized to sign on the bank account during the period under audit.  The Treasurer may be available to answer questions but may not participate in the audit.

Section 9:  A reasonable date for the completion of the audit is July 30.  A midyear audit in January may also be conducted or as needed if determined by the Board of Directors.

Section 10:  There shall be only one bank account for this organization.  The Treasurer must administer all financial transactions.  No other accounts may be established, regardless of the scope of a particular project.

Section 11:  Checks of this association shall be signed by at least two (2) Executive Committee members.

Section 12:  All contracts shall be in writing.  Two (2) signatures are required on all contracts and one signature must be the (Co-)President(s).  Only elected officers may sign contracts (WSPTA Uniform Bylaws, Article VII, Section 1b).

Section 13:  Signatures of elected officers shall be updated at least annually or as needed on the authorized signature card for HMS PTSA’s bank account.

Section 14:  All monies shall be counted by a minimum of two (2) committee members and promptly turned in to the treasurer for deposit within 72 hours of the event, along with receipts and documents.

Section 15:  Teacher grant documentation and receipts for the current school year must be submitted promptly, no later than May 15th, or purchases may not be reimbursed.
ARTICLE VI:  ORGANIZATION
Section 1:  Legal Documents

A) The association shall keep at least two (2) copies of each of its legal documents in two (2) separate locations.  One of the locations shall be Highland Middle School in the locking PTSA closet.  The second copy shall remain with the President.  

B)  The (Co-)President(s) shall maintain the Legal Documents Notebooks.  The Treasurer shall submit documents to the (Co-)President(s) for filing in the Legal Documents Notebooks.

C)  The Legal Documents Notebooks shall include incorporation documents, tax documents, insurance documents, all financial documents including budgets and banking records, annually updated Standing Rules, and minutes from each meeting, any contract documents, and/or other relevant documents.

D)  The Legal Documents Notebooks shall be maintained on a school year basis and stored at Highland Middle School indefinitely.  All original incorporation and tax documentation regarding the existence of this HMS PTSA shall be retained permanently.  Legal Documents Notebooks materials are not to be discarded, except for records that fall under the Internal Revenue Service’s guidelines for retention of tax documents.  

E)  Legal and financial documents are available for review by members only on request to the Executive Committee and review shall take place in the company of an Executive Officer.

Section 2:  Parliamentary authority shall be Roberts Rules of Order, Newly Revised.

Section 3:  The Uniform Bylaws of WSPTA shall govern all matters not listed in these Standing Rules.  The WSPTA Uniform Bylaws shall override any discrepancies between the Highland Middle School PTSA Standing rules and the WSPTA Uniform Bylaws.

Section 4:  The Standing Rules may be amended by a two-thirds (2/3rd) vote of the members at any General Membership Meeting or by a majority if sufficient notice is given; generally published to membership a minimum of two (2) weeks before the scheduled amendment vote.

Section 5:  To raise an issue for consideration, a request may be submitted in writing or by email to the Executive Committee or Board of Directors at least two (2) days prior to the next Board of Directors Meeting.  Upon the Board of Director’s approval, the issue will be presented to the General Membership meeting for a majority vote.  Issues may also be introduced for consideration during the New Business segment of any meeting.

Section 6:  Information in directories, newsletters, membership lists, or such like, published by Highland Middle School PTSA may not be used for purposes of solicitation, either commercially, politically, or ideologically, or for any other purpose not consistent with the WSPTA Uniform Bylaws.
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