
STANDING RULES 

Yale Elementary PTA 

 

Standing rules supplement the bylaws, are semi-permanent, and may be suspended, for a 

current session, by a majority vote.  A majority vote may amend them with 30 days previous 

notice or by a two-thirds vote without prior notice.  No standing rule may conflict with the 

bylaws. 

It is recommended that the officers and standing committee chairs attend the Richardson ISD 

Council Officer and Chair training annually. 

RULE I: BASIC POLICIES OF EXECUTIVE BOARD 

A.  General Duties of Executive Board Members 

All officers and chairs will take responsibility for reading the bylaws and standing rules of this 

organization to understand the duties of their positions and the methods by which the Board 

operates.  

B.  Board Emergency Voting (e-voting) 

1. Action may be taken on the motion after the vote is declared true and accurate based 

on the procedure stated in the Bylaws. 

2. The Board will not consider a motion outside of their scope of responsibilities as defined 

in the bylaws and standing rules. 

RULE II: FINANCIAL 

A.  Bank Statements 

With the Executive Board's approval, the President will appoint a board member who is not 

authorized to sign checks to open and review the monthly bank statements.  Bank statements 

may be reviewed online.  The non-signer reviewer must print a copy of the statement to be 

signed once reviewed and give the signed copy of the bank statement to the Treasurer. 

B.  Reimbursement Procedure 

1. The Treasurer will reimburse allowable, budgeted expenses to members who submit 

receipts with proper documentation to the Treasurer within thirty (30) days of the event or by 

May 20, whichever comes first. 

2. Only expenses within the approved budget line item will be reimbursed. 

3. Sales tax will only be reimbursed if the purchase place requires a paid membership and 

will not recognize the tax-exempt status of the PTA. 

4. Yale Elementary PTA shall reimburse tips for catered PTA sponsored luncheons up to 

20% of the total bill within the budget limits. 

C.  Online Payment Collection Systems 



1. The PTA membership must approve the use of an online payment collection system.  

2. The online payment collection system (PayPal/Square, etc.) must be in the PTA's name.  

3. Associated fees are budgeted as an expense line item and must be accounted for and 

reported on the financial statement.  

4. The PTA must ensure that they are checking for these fees often to ensure that the 

financial statement is accurate. 

5. All revenue must be accounted for and reported in every financial report in the 

budgeted income category. 

6. Bank reconciliations must occur monthly, and a manual transfer is required from the 

third-party processing company; documentation of the transfer should be filed with the bank 

reconciliation. 

7. Accept payments by credit card. 

8. The third-party processing company (PayPal/Square, etc.) account must 

be in the PTA’s name.  

9. Third-party processing company (PayPal/Square, etc.) statements must be clear and 

detailed, and accessible on a real-time basis. The PTA must have immediate access to know 

who has paid, the purpose of the payments, and the expected cash transfer amount.  

10. The third-party processing company (PayPal/Square, etc.) must be Certified Compliant 

with the Payment Card Industry Data Security Standards (PCI DSS). Reference the Discover, 

MasterCard, and Visa List of Compliant Service Providers before the PTA signs the agreement.  

11. Third-party deposits are processed the same as a traditional bank deposit.  Proper 

documentation is required for each deposit.  The documentation need not have counters’ 

signatures as you are receiving a bulk deposit.  Document on the deposit form the amount of 

the deposit and which budget lines are impacted.  Attach a copy of the online transaction to the 

deposit form.  For daily deposits, a weekly summary may be documented on a single deposit 

form. 

12. Associated fees are budgeted as an expense line item and reported on the financial 

report.  

13. For swiped transactions, the PTA will receive training from your third-party processing 

company on handling cards that do not read correctly.  

14. Card numbers must not be written down for any reason. Only swiped transactions that 

are immediately authorized (via the Internet or phone access) will be accepted.  

15. The PTA will not swipe or store transactions for later settlement.  

D.  Uncollectable Funds 

1. Any check payable to PTA that is returned as NSF will be re-deposited one time.  Any 

charges incurred by the PTA because of insufficient funds shall be charged to the check writer.  

The PTA reserves the right to refuse subsequent checks from the check writer. 



2. After repeated attempts, checks or charges that are not collectible will be considered 

bad debt, and adjustments will be made accordingly to the financial records. 

E.  Insurance 

Yale Elementary PTA will carry the following insurance: 

1. Commercial General Liability containing a liability portion, which comes into effect for a 

lawsuit in which the PTA is being sued for bodily injury or property damage, and a medical 

payments portion, which comes into effect for any minor medical injury that is sustained at a 

PTA-sponsored event; 

2. Accident Medical, which helps to deter lawsuits and covers some out of pocket medical 

expenses when General Liability policy does not; 

3. Blanket Bonding, which covers anyone the PTA entrusts with PTA's money, including but 

not limited to PTA Officers, PTA Volunteers, and Couriers, so long as the PTA conducts an 

annual financial review and monthly bank statements are reviewed and signed by someone 

who does not have the authorization to sign checks;  

4. Officers Liability, which protects the way officers manage the PTA and the Board's 

decisions; this coverage excludes criminal and knowingly wrongful acts, among other things. 

F.  Carry Forward 

As funds allow, a maximum of $7000.00 will be retained in the bank account at the end of the 

fiscal year. 

G.  Check Signers 

Two authorized signers will sign all checks of this association. 

RULE III: ADDITIONAL OFFICER DUTIES 

A.  First Vice President will: 

1. Coordinate with committee chairs to ensure PTA programs and events are adequately 

staffed with volunteers. 

2. Compile and report the volunteer hours at Yale Elementary to the Richardson ISD 

Council of PTAs. 

3. Be an authorized signer on all bank accounts. 

4. Plan the board holiday and year-end parties. 

5. Represent the PTA at the request of the President. 

B.  Second Vice President will: 

Plan and promote PTA programs. 

C.  Third Vice President will: 

1. Provide marketing materials to promote an active and continuing membership of the 

association. 



2. Serve as chair of the Recognitions Committee.  

3. Report new memberships to Texas PTA. 

4. Request and submit checks monthly for dues to Texas PTA. 

D.  Fourth Vice President will: 

1. Plan, organize, and promote all PTA fundraisers. 

2. May be an authorized signer on all bank accounts. 

E.  Secretary will: 

1. Not be appointed as a check signer on the PTA account(s). 

2. Not be appointed to review the monthly bank statements; 

3. Write the necessary letter of signatory name change to the unit's banks carrying 

accounts in May. This letter will be given to the Treasurer for delivery with a copy of the 

minutes from the election meeting; and 

4. Write any correspondence necessary. 

F.  Treasurer will: 

1. Assume responsibility for changing the signatory names on all bank accounts at the 

close of the Treasurer's term. 

2. Prepare a draft of the IRS Form 990 for the tax year ending June 30, prior to releasing 

financial records to the new Treasurer. 

3. Proof the IRS 990 form prepared by the outgoing Treasurer for accuracy, and submit it 

by its due date for the previous fiscal year. 

4. Prepare the Texas Sales Tax form and submit it in accordance with the law. 

5. Chair the disbursement committee. 

6. Ensure that fundraisers are approved by the voting body, either through approval of the 

budget that includes them or through a special vote if added after the budget has been 

adopted. 

RULE IV: STANDING COMMITTEE CHAIRS 

A.  A standing committee serves throughout the school year, managed by a plan of work and a 

budget.  At the end of the school year, each standing committee chair will submit an end of the 

year report in a procedure book to be given to their successor. 

B.  Refer to their duties in these Standing Rules, procedure notebooks, Texas and National PTA 

handbooks and guidelines for officers and chairs; 

C.  Communicate with their Council and state counterpart, where applicable; 

D.  Notify the President of all meetings of the committee; and 

E.  Have the privileges of debate, making motions, and voting. 



 

RULE V: STANDING COMMITTEES AND THEIR DUTIES 

A.  Arts in Education Committee will: 

1. Encourage and coordinate the Reflections project local entries by publicizing, receiving, 

and forwarding winning entries in each category to the Richardson ISD Council of PTAs. 

2. Enlist judges for local unit entries. 

3. Assist Richardson ISD Council of PTAs with the Reflections program where necessary. 

B.  Citizenship & Legislation Committee will: 

1. Stimulate interest in rights and privileges of good citizenship and strive to carry out the 

third object of PTA "to secure adequate laws for the care and protection of children and youth."  

2. Keep the PTA advised on the actions of the Richardson ISD Board of Trustees, 

Richardson Council of PTAs, and the Texas State Legislature. 

C.  Clothes Closet Committee will: 

1. Arrange for volunteers to represent Yale Elementary PTA at the Richardson ISD Council 

of PTAs Clothes Closet. 

2. Collect and deliver donations of clothing. 

3.  Publicize needed items for the Richardson ISD Council Clothes Closet. 

D.  Hospitality Committee will: 

1. Organize a monthly appreciation for teachers that falls within the budget 

2. Recruit assistants to help execute appreciation events 

E.  Teacher Appreciation & Birthday Committee will: 

1. Plan and coordinate activities for each day of Teacher Appreciation Week. 

2. Select a birthday gift that will be the same for each teacher and deliver it in the month 

of their birthday.  Summer birthdays will be delivered at the beginning of the school year. 

F.  Webmaster Committee will: 

1. Maintain and update the Yale Elementary PTA website.  

2. Assist in publicizing and promoting all meetings, projects, activities, and events of Yale 

Elementary PTA through all approved media outlets. 

G.  Clinic Committee will: 

1. Coordinate volunteers when requested by the school nurse for vision and/or hearing screening. 

2. Set up snacks and or a catered meal for the nurses and volunteers if the budget allows. 

H.  Environmental Services Committee will: 



1. Serve as liaison between Yale PTA and school administration regarding all 

environmental activities and any recycling programs. 

I.  Library Committee will: 

1. Coordinate library volunteer schedules and training with the Librarian.  

2. Assist the Librarian in coordinating volunteers for the Book Fair. 

J.  Parent Education Committee will: 

1. Work with the school Counselor in planning and promoting educational programs for 

parents. 

2. Work with the school Counselor to coordinate activities for Red Ribbon Week. 

K.  Room Representative Committee will:  

1. Coordinate and appoint room representatives for each classroom. 

2. Arrange and facilitate a meeting for room representatives to discuss the two class 

parties. 

3. Send a request to parents/guardians for party money. 

L.  Youth Protection Committee will: 

1. Work with the Safety Patrol Coordinator To provide treats for safety patrol students 

once every nine weeks. 

2. be the named representative for the PTA Parent Safety Committee for Richardson ISD 

M.  ACME Committee will: 

1. Recruit and coordinate volunteers to assist with teachers' extra clerical work. 

N.  Welcoming Committee will: 

1. Coordinate and present PTA information at Kindergarten Round-Up and curriculum 

night to new parents. 

O.  Spirit Wear Committee will: 

1. Coordinate the design of school PTA t-shirts for teachers, parents, and students. 

2. Coordinate a spirit wear fundraiser if approved by the Executive Board. 

P.  Yearbook Committee will: 

1. Collect photos of students, teachers, and events to create the annual yearbook. 

2. Design the yearbook yearly. 

3. Coordinate the promotion and sale of the yearbook. 

 

RULE VI: SPECIAL COMMITTEES 



A.  A special committee serves a single purpose.  A special committee ceases to exist after the 

goal is accomplished, and a final report is given to the assembly. 

B.  Special committee chairs have a right to attend meetings and speak, but not to make 

motions or vote.  

 

RULE VII: SPECIAL COMMITTEES AND THEIR DUTIES 

A.  Recognitions Special Committee will: 

1. The third vice president (membership)will serve as the chair of this committee.  The 

President will appoint a committee of three (3) members with the Executive Board's approval. 

2. Be responsible for considering qualifications, selecting and bestowing the Yale 

Elementary PTA Volunteer of the Year Award, Yale Elementary PTA Teacher of the Year Award, 

and Texas PTA Honorary Life Membership Award. 

3. Award each recipient a certificate and memento, if deemed appropriate and as budget 

allows, in accordance with their level of recognition. 

B.  Budget Committee will: 

1. Consist of up to six (6) members, including the Treasurer, incoming Treasurer, President, 

incoming President, and at least two (2) other PTA members at large, to be appointed by the 

President with approval of the Board. 

2. Be responsible for creating a preliminary budget to be presented to the Executive Board 

during the May board meeting. 

C.  Disbursements Committee will: 

1. Consist of the Treasurer, President, one other PTA member appointed by the President, 

the Principal or Assistant Principal, one teacher to represent Kindergarten to 3rd grade, one 

teacher to represent 4th grade to 6th grade, one Special Area teacher, and one Resource 

teacher.  The Principal will select teachers who are PTA members. 

2. Be chaired by the Treasurer. 

3. Prepare a recommendation for the disbursement of excessive funds of the association. 

4. Determine if items or services selected fulfill the PTA mission.  

5. May meet twice per year and as requested by the Executive Board. 

D.  Nominating Committee will: 

1. Solicit interest from the general membership to serve on the Executive Board through 

all approved media outlets. 

2. Replace any member who cannot attend the first meeting with an alternate 

3. Keep discussions confidential 

4. Slate executive board roles, as defined in the bylaws, for approval by the general 

membership 



5. Publicize slate to the general membership at intervals specified in the bylaws 

6. Follow guidelines outlined in these rules, the bylaws, and nominating committee 

notebook, as obtained by the parliamentarian chair. 

Scholarship Special Committee will:  

1. Be responsible for the application process and awarding of The Yale Elementary PTA 

Scholarship(s) to a graduating senior or seniors at any RISD High School who previously 

attended Yale Elementary for at least four academic years. 

2. Consist of the President, one PTA board member appointed by the PTA president with 

approval by the Executive Board, the Principal (or his/her designee), and one teacher appointed 

by the Principal.  

Scholarship Guidelines 

A.  Scholarship Fund:  

The Yale Elementary PTA will include the Yale Elementary PTA Scholarship Fund as a line item in 

the annual budget.   

B.  Scholarship Committee: 

1. The Scholarship Committee will be responsible for the application process and awarding 

the Yale Elementary PTA Scholarship(s). 

2. The committee will maintain a Scholarship Guidelines and Procedure notebook with 

relevant information, history of recipients, and award amounts. This notebook will be kept and 

updated by the President.  All scholarship applications and supporting documentation will be 

maintained for four (4) years and then securely destroyed by shredding. 

3. Should a committee member be unable to serve, the President may appoint a 

replacement subject to the remaining committee members' approval. 

C.  Scholarship Amounts: 

1. Yale Elementary PTA will award a minimum of one $500 scholarship per year, providing 

funds are available.  

2. The Yale Elementary PTA Disbursements Committee will recommend for approval, by 

the Executive Board and the general membership, the amount of any additional money from 

the Yale PTA disbursement fund that is to be made available for scholarship(s) in the following 

academic year. 

3. The Scholarship Committee will recommend the number and amount of scholarship 

awards for the Executive Board's approval. 

4. The scholarship amount will be a minimum of $500. If multiple scholarship awards are 

made, they will be of equal value (example: If $1,000 is available, then there may be two 

scholarships of $500 each). 

5. The Scholarship Committee is not required to award the entire amount of funds 

available and may set aside any remaining un-awarded funds in the Yale Elementary PTA 

Scholarship Fund. 



D.  Scholarship Eligibility: 

1. Graduating high school seniors that attend any RISD high school and have attended Yale 

Elementary for at least four academic years are eligible to apply. 

2. Applicants must be planning to attend an accredited college, university, or vocational 

school. 

3. Applicants must have a current high school GPA of 80 or better. 

4. No relative of a scholarship committee member or person living in a committee 

member’s home is eligible to apply. 

E.  Scholarship Procedures: 

1. The President and appointed PTA board member will review and approve the 

scholarship application annually. 

2. The committee will work with RISD high school counselors to publicize and make 

available the scholarship application 45 days before the scholarship deadline. 

3. Selection will be based on criteria including good character, academic ability, extra-

curricular activities, community service, an essay, and a letter of recommendation. 

4. Completed student applications will be returned to the senior counselor's office in a 

sealed envelope by the published deadline.  The committee will not accept applications past 

the posted deadline.  

5. Committee members will collect each high school's applications, copy and distribute 

them to all committee members. 

6. Scholarship monies will be dispensed to an accredited college, university, or vocational 

school upon receiving proof of enrollment by the recipient. 

7. Total scholarship amount will be sent, by the President, to the designated school on 

behalf of the scholarship recipient enrolled and in good standing, paid in one lump sum by June 

30. 

8. Scholarships will not limit students' choice of accredited schools, either in or out of 

state.  

9. The scholarship committee will have the final decision on the selection of recipients.  

10. Any funds that are not claimed will be returned to the Yale Elementary PTA Scholarship 

fund account. 

11. The President will invite the scholarship award recipient(s) to a Yale Elementary PTA 

event and/or publicize the award in the school newsletter and local community media outlets 

to recognize the recipient(s). 

 

RULE VIII: OTHER BOARD POSITIONS  

A.  Teacher Representative will: 



1. Be a teacher representative assigned by the Principal to serve as a voting member of the 

Yale Elementary PTA board.   

2. Advise the Executive Board of the association on matters of concern to Yale 

Elementary's faculty. 

B.  Richardson ISD Council of PTA Delegates 

Delegate 1 will: 

1. Attend all Richardson Council of PTAs meetings as a voting delegate.  

2. Be a voting member of the Yale Elementary PTA board; 

3. Collect, count, and prepare necessary documents for the RISD Council of PTAs for the 

plays and concerts attended by the Yale Elementary students. Submit documents and deposits 

to the Treasurer. 

4. Organize the Yale Elementary PTA Volunteers to fulfill usher positions during these 

activities. 

Delegate 2 will: 

1. Attend all Richardson Council of PTAs meetings as a voting delegate.  

2. be a voting member of the Yale Elementary PTA board; 

3. Organize the Yale Elementary PTA collections and processing of the books for the RISD 

Council of PTAs’ Used Book Fair. 

4. Organize the Yale Elementary PTA Volunteers to fulfill designated shifts at the Used 

Book Fair. 


