	Arizona State PTA Officers Duties and Responsibilities

	Position
	Duties
	Responsibilities

	President
	The Presidentxe "President" normally assumes office after completing a two-year term as president elect. To be eligible for nomination to the office of President, a person must be a member if a local PTA in Arizona; must have a background of local PTA experience; and, at least two (2) years of AZ PTA Board of Managers experience upon assuming office July 1st.xe "Committee"

xe "Bylaws"
	1. Have general responsibility of, and shall have the general supervision over the work of the organization.

2. Preside at all meetings of the Arizona PTA, the Board of Managers, and the Executive Committee.

3. Appoint a parliamentarian, if needed, to serve at the annual Arizona PTA convention, meetings of the Board of Managers, and at such other meetings as the president may designate.

4. Perform all the duties usually pertaining to the office and those delegated to him by the Board of Managers and Executive Committee.

5. With approval of the Executive Committee:

6. Appoint all standing and special committees.

7. Fill vacancies occurring in appointive offices.

8. Submit appointments for ratification by the Board of Managers at its next scheduled meeting.

9. Member of the Office Management Team

10. Represent the Arizona PTA on the National PTA National Council of States, serve as a delegate to the National PTA Convention, and perform any duties assigned by the National PTA Board of Directors.

11. Serve as an ex-officio member of all committees except the nominating and election committees.

12. Give notice of the Arizona PTA annual convention, all meetings of the Board of Managers and the Executive Committee, and any other notices or communications that may be required by the Arizona PTA Bylaws

	President - elect
	The president-elect is elected by the general membership during the AZ PTA annual convention during odd numbered years. In the event of the President’s resignation, or a vacancy in the office of president, the president-elect shall become the President and serve the balance of that term in addition to the elected two-year term as President. xe "Bylaws"To be eligible for nomination to the office of president, president-elect, a person must have a background of local PTA unit experience and at least two (2) years of the Arizona PTA Board of Managers experience upon assuming office on July 1st.
	1. Member of the Executive Committee

2. Member of the Office Management Team

3. Coordinate all activities of the following committees; Legislative Issues, Reflections, Membership, and activities of all commissioners.  

4. Perform such other duties as may be assigned by the president.

5. Member of the Legislative Issues Committee



	Vice-president
	The vice-president is normally elected by the general membership during the AZ PTA annual convention during odd numbered years. To be eligible for nomination to the office of vice-president, must be a member of a local unit; must have a background of local PTA unit experience; and at least one (1) year of Arizona PTA Board of Managers experience upon assuming office on July 1st
	1. Member of the executive committee

2. Coordinate all activities of the region directors

3. Coordinate all activities of the following committees; bylaws, Field Service, State and Local Relations. 

4. Perform such other duties as may be assigned by the president.



	Secretary
	The Secretaryxe "President" is normally elected by the general membership during the AZ PTA annual convention during even numbered years. To be eligible for nomination to the position of Secretary, a person: must be a member of a local AZ PTA;  must have a background of local PTA unit experience; and at least one (1) year of Arizona PTA Board of Managers experience upon assuming office on July 1st
	1. The Secretaryxe "Secretary" is responsible for keeping an accurate record of the proceedings of association meetings. These records will be the history of the PTA. Promptness, accuracy, and knowledge of PTA objects and policies are very important to the job, as well as a sincere desire to help the Presidentxe "President" conduct a business-like meeting. 

2. Record minutes of PTA meetings with special attention given to motions (recorded exactly as stated) and action taken

3. Secures official permanent PTA records, including all originals of approval minutes (should be kept in a locked filing cabinet, preferably at the school) 

4. Maintains a copy of current Bylaws, Standing Rules, and Membership List

5. The Secretaryxe "Secretary" may also be given the responsibility for maintaining all PTA correspondence including incoming as well as outgoing communications to and from Board Members. This may include notifications for all meetings. 

6. Member of the executive committee


	Treasurer
	The Treasurerxe "President" is normally elected by the general membership during the AZ PTA annual convention during even numbered years. To be eligible for nomination to the position of Treasurer, a person: must be a member of a local AZ PTA; must have a background in bookkeeping or finance..
	1. Collect and receive all money due the National PTA and the Arizona PTA and deposit the same in a depository approved by the Executive Committee.

2. Disburse the funds of the Arizona PTA only upon order of the Board of Managers or in accordance with the budget approved by the Board of Managers. 

3. Present a statement of account at all meeting of the Board of Managers and at other times when requested to do so by the president. 

4. Shall make a full financial report during the Arizona PTA convention at the annual meeting

5. Remit monthly to National PTA all money due to the National PTA. 


6. Shall serve as the chairman of the Budget Committee.

7. Give a surety bond for the faithful performance of duty in such amount as shall be determined by the Board of Managers. The fee for such bond shall be paid by the Arizona PTA.

8. Perform such other duties as may be assigned by the president.

9. Member of the Executive Committee
10. Member of the Office Management Team

11. Serve as the Convention Treasurer and assist in the preparation of the Convention budget

	Region Directors
	The Region leader is referred to as the Region Director. The Region Director acts as a liaison working to integrate Council and Local Unit work with State and National plans and activities. This is an Arizona PTA Board of Managers position elected every two years at the Arizona PTA Convention. Arizona PTA Bylawsxe "Bylaws" require Directors to attend all state meetings and participate on Commissions and/or Special Committees as appointed or elected.

Region directors shall be elected by the delegates from their respective regions at the annual Arizona PTA convention. If after election, a region director moves out of the region from which they are elected, that office automatically becomes vacant. Vacant positions shall be appointed by the president with approval of the Executive Committee
	1. Communication and support of local units

2. Organize a region plan of work a submit a budget to accomplish plan

3. Organize new units as required

4. Present PTA work to non-Congress groups and promote the interest of the PTA

5. Arrange region conferences and provide training for local unit with in region

6. Promote and assist with the organization of PTA councils



	

	Committees and Commissions
	Commissioners and Committee Chairs are appointed by the President with approval of the Executive Committee. All Commissioners and Committee Chairs must be a member of a local AZ PTA.


	Responsibilities of Committee and Commissions: 

1. Present special projects not included in the budget and plans of work for the executive committee for approval, 

2. Prepare articles for Arizona PTA publications and submit to the news report editor, 

3. Conduct the business of the committee,

4. Conduct a workshop at the state convention and Leadership Academy if so requested, 

5. Maintain and up to date procedure book, 

6. Assure minutes are taken at all meetings and copies distributed to the president, president-elect, and vice-president and all committee members within two weeks of meeting. 

7. Council Presidents may serve on Commissions and Committees

	Commission on Education
	A Commission on Education shall coordinate the activities of the following committees; Arts in Education (Reflections), Parent Involvement, and Scholarship.
	

	Commission on Leadership
	A Commission on Leadership shall coordinate the activities of the following committees; Convention, Leadership Development, Long Range Planning, Youth, and the special committees of Nomination and Election


	

	Commission on Marketing
	A Commission on Marketing shall coordinate the activities of the following committees; Hospitality and Protocol, Membership, and Public Relations.
	

	Commission on Health and Welfare
	A Commission on Health and Welfare shall coordinate the activities of the following committees; Safety Issues. 


	

	The AZ PTA provides for the following Special Committees:

	Nominating Committee
	The Nominating Committee, consisting of seven (7) members of the Board of Managers, no more than two (2) of whom shall reside in the same region, shall be elected by ballot by the Board of Managers at their first Board meeting following the annual convention. When only seven (7) persons are nominated, the election may be by voice vote. It shall be the duty of this committee to nominate one eligible person for each state office to be filled at the next convention. Region directors shall be nominated by members residing in their respective regions.

The Nominating Chairxe "President" is appointed by the members of the Nominating Committee following election.


	1. Conduct first meeting prior to adjournment of the Board of Managers meeting, 

2. Report selected candidates to the convention body on the first day of convention. 



	Election Committee
	The Election Committee shall be composed of three (3) members of the Board of Managers who shall be elected by the Board of Managers at the regular meeting preceding distribution of the call to convention. No candidate for any office at the convention shall serve on the Election Committee. This committee shall serve from the date of its election until the convention adjourns. This committee shall notify each candidate about the rules for distribution of campaign materials as soon as possible after February 1.
	The committee shall conduct the election in accordance with the bylaws of the Arizona PTA, the standing rules and the parliamentary authority.

1. Conduct the election and balloting during the annual convention. 

2. Tally and report election results to the general membership during a general meeting of the convention delegates. 



	The AZ PTA provides for the following Standing Committees:

	Membership Committee
	The Membership Chairxe "President" is appointed by the President with approval of the Executive Committee and serves a 2 year term. The primary focus of the Membership Committee is to increase membership statewide


	1.  Copy and put together a folder to hand out at workshops.

2.  Count membership cards that are to be given to each local unit and over see the distribution of cards.

3.  Keep track of monthly reports that are sent to National.

4.  Send out monthly reports to Region Directors.

5.  Promote Friends of Arizona PTA to local businesses.

6.  Send out reminder notices to local units as needed.

7.  Answer phone messages and e mails in a timely manner.

8.  Order certificates, folders, ribbons and whatever else may be needed for membership awards.

9.  Present membership awards at state convention.

10.  Track and report membership credentials at state convention.

11.  Assist in the efforts to recruit new local PTA units.

	Bylaws Committee
	The Bylaws Chairxe "President" is appointed by the President with approval of the Executive Committee. The President shall appoint five (5) members to the Bylaws committee promptly after the annual convention. The members shall serve one year.
	1. Review the Arizona PTA bylaws annually and submit proposed amendments to the Board of Managers.

2. Review and determine the acceptability of the bylaws of the Arizona PTA constituent organizations.



	State And Local Relations Committee
	The State and Local Relations Chairxe "President" is appointed by the President with approval of the Executive Committee. The Committee of State and Local Relations shall consist of five (5) members of the Board of Managers, at least two (2) of whom shall be region directors. The Arizona PTA shall be responsible for compliance by the local PTA units within its area with the bylaws of the National PTA, the bylaws of the Arizona PTA, and the bylaws of the local PTA unit.


	1. This committee shall review any alleged violations by local PTA units of the National Bylaws, the Arizona PTA Bylaws, their own bylaws or other practices and activities of local PTA units that may tend to defeat the Objects and basic policies of the Arizona PTA or the National PTA, and shall make a prompt report to the Board of Managers of the results of such review and of its recommendations for action.

2. The Board of Managers shall give due consideration to the report of the committee and shall accord the local PTA unit an opportunity to be heard and to respond to the report. If upon such consideration and hearing the Board of Managers finds a violation by the local PTA unit, it may, by two-thirds (2/3) vote of all its members then in office, require the local PTA unit to take appropriate action within a period of time stipulated by the Board of Managers. When such a requirement has been made by the Board of Managers and the recommended action is not taken by the local PTA unit within the allotted time, the Board of Managers may, by a two-thirds (2/3) vote of all its members then in office, grant the local PTA unit an extension of time of not more than six (6) months in which to achieve satisfactory compliance with the action required by the Board of Managers

	Legislative Issues Committee 
	The Legislative Issues Chairxe "President" is appointed by the President with approval of the Executive Committee. The Legislative Issues Committee shall include the Legislative Issues Chair, the president-elect or 1st vice president (whenever applicable), and others as stated in the Board of Managers Standing Rules.


	1. A local PTA unit may bring matters that require legislative action to the attention of the Legislative Issues Committee or the Legislative Issues Chair.

2. The standing legislative program of the Arizona PTA shall consist of those proposals of the legislative program of the National PTA which have been approved by the Board of Managers, and annually by the convention body or by a poll of the local units; those resolutions requiring legislative action which have been adopted by the convention body; and the Arizona PTA Legislative Platform Priorities presented for adoption at the annual convention.

3. The Legislative Issues Chair shall be empowered to speak on issues requiring action but not indicated among the action items or on the legislative platform, following a poll of the Legislative Issues Committee (the majority responding favorably), provided said issue is not in conflict with the standing legislative program, adopted resolutions, or the Objects and policies of the PTA. The Legislative Issues Chair is empowered to designate a representative if unable to speak on an issue requiring action.

4. RESOLUTIONS SUBCOMMITTEE The Legislative Issues Chair, with approval of the state president, shall appoint no less than three (3) members to the resolutions subcommittee. This subcommittee shall implement the provisions of Article XVI. of these bylaws.

	Convention Committee 
	The Convention Committee Chair is appointed by the President with approval of the Executive Committee. 


	Convention Committee shall be responsible for the management of the convention.

The Site Selection Committee and the Awards Committee are subcommittees to the Convention Committee. 

	News Report Editor 
	The News Report Editor is appointed by the President with approval of the Executive Committee. 


	1. Gather all articles from BOM and also from National PTA (via e-mails & 

internet)

2. Retype or insert them into a publisher newsletter.

3. Send copy off to President and at least two other people for corrections.

4. Make necessary corrections, and print final copy.

5. Print address labels for Local Unit President's, State PTA Offices, & BOM

6. Print, collate and fold newsletter.  

7.  Seal, attach address labels and bulk mail. (Epihab has done this for us.)



	
	
	


The AZ PTA provides for the following standing committees: 

Safety Issues Committee

The Safety Issues Committee Chair is appointed by the President with approval of the Executive Committee.

Public Relations Committee

The Public Relations Committee Chair is appointed by the President with approval of the Executive Committee.

Parent Involvement Committee

The Parent Involvement Committee Chair is appointed by the President with approval of the Executive Committee.

Leadership Development Committee

The Leadership Development Committee Chair is appointed by the President with approval of the Executive Committee.

Youth Representative

The Youth Representative Chair is appointed by the President with approval of the Executive Committee. 


