________________ PTA

Meeting Date, time & Location
ASSOCIATION MEETING AGENDA

(Notes to conduct Elections at Open House)

Meeting Called to Order @ ________(insert time)

Introductions (Introduce yourself and your board. You can also use this opportunity to give thanks to board members or volunteers, etc.)

Secretary’s Report (Not minutes, this is a list of all motions since last Association meeting)
Secretary states,  “The Secretary’s report is posted (or distributed) around the room. I move to accept the Secretary’s report as posted (or distributed)”. (Someone seconds the motion.)                                                                                                President – It’s been moved & seconded to accept the Secretary’s report as posted (or distributed).  Are there any questions?  All in favor, say “Aye”.  Any opposed?  Motion is adopted.
Approval of Minutes 

President states that the minutes from the last Association meeting dated mm/dd/yy are posted (or distributed) around the room. Are there any corrections to these minutes? Seeing none these minutes are approved as posted (or distributed). 

Treasurer’s Report 

Treasurer reads the Treasurer’s Report. (Report must also be posted around the room)                                                        

President – Are there any questions? (Pause)  This report will be filed for audit.
Treasurer – I move to ratify checks #_____ to #____ totaling $_________ as listed on Treasurer’s report.                            (Someone seconds the motion.)                                   

President – It’s been moved & seconded to ratify checks #______ to #______ totaling $________ Are there any questions?  All in favor, say “Aye”.  Any opposed?  Motion is adopted.

Financial Review
Reviewer states - The financial review of mm/dd/yy has been posted around the room.  Reviewer states- I have examined the books of ____________________ PTA from mm/dd/yy through mm/dd/yy & find them to be correct or substantially correct or not correct.  Reviewer motions - I move to adopt the Audit report.  (Someone seconds the motion.)

President - It’s been moved & second to adopt the financial review.  Are there any questions?  All in favor, say “Aye”.  Any opposed?  Motion is adopted.

New Business – Elections

President asks the Parliamentarian to Read the bylaws: Article V Sections 1, 2, 4a, 4e, 5 to 8 and 11.

President then asks the Chairman of the Nominating Committee to read their report. Nominating Committee chairman states – The committee has meet and has proposed the following names for office, read all names and positions for executive board.
President thanks the Nominating Committee and proceeds with the elections. President states – “According to the bylaws the floor is now open for any additional nominations. President reads the following: (check your bylaws for your list of Executive Board positions)Ask nominees to please stand when you read their names.

For President: ____________are there other nominations from the floor? (Pause) Hearing none this position is closed.  

For 1st VP Membership: _____________ are there any other nominations from the floor? (Pause)  Hearing none this position is closed.  

For 2nd VP Ways and Means: ____________ are there any other nominations from the floor? (Pause) Hearing none this position is closed.

For 3rd VP Programs: _____________ are there any other nominations from the floor? (Pause) Hearing none, this position is closed.

For Secretary: _____________ are there any other nominations from the floor? (Pause) Hearing none this position is closed.

For Treasurer: _____________ are there any other nominations from the floor? (Pause) Hearing none this position is closed.  

For Historian: ____________ are there any nominations from the floor? (Pause) Hearing none, this position is closed.

For Auditor: ______________ are there any nominations from the floor? (Pause) Hearing none, this position is closed.
 Nominations are now all closed.

All those in favor to accept the 20xx-20xx Executive Board for ___________PTA say, “Aye”, any opposed?  Motion is adopted. Congratulations you have elected your new Executive Board Officers! (Ask them to please stand)

Someone makes a motion to remove the current check signers that were not elected to a financial office for the next year and add the new check signers (financial officers/check signers are listed in your bylaws).  Someone else seconds.  All in favor please say, “Aye”.  Any opposed?  Motion is adopted.

Bylaws if you received your updated Bylaws back from state, you need to post the changes for 30 days and vote them in. Have someone make a motion to accept the changes in the bylaws, get a second and vote. Sign ALL copies with date they were voted in and turn in one page to Council with a copy of the minutes showing they were voted in. 

IF you need to amend your budget and/or your calendar, you may also do so with 30 days posted and follow the same steps as above. 

 Announcements

Meeting Adjourned at __________ (insert time)


