President

The president is elected by the local unit members to direct the affairs of the association in cooperation with the other members of the executive committee/board.

As presiding officer, the president does the following:

• Determines the agenda in cooperation with the secretary.

• If a quorum is present, calls the meeting to order at the designated time and proceeds with the business.

• Maintains a fair and impartial position at all times and encourages members to participate.

• Takes no part in any discussion while presiding, refrains from expressing a personal opinion on any question before the body, and avoids personal bias when giving information to the association.

• States each motion clearly after it has been seconded before allowing discussion. (Motions from committee do not require a second.)

• Declares the result of every vote taken.

• Calls upon the vice-president to preside when wishing to speak to a motion or to leave the chair. The president then has all the privileges of a member; addressing the officer temporarily presiding in the same manner as any other member and returns to the chair only after the vote has been announced.

• May vote when voting is by ballot; in other cases, may cast a vote to create or break a tie if the result is in the best interest of the association.

• Recognizes a member who has not previously spoken to the question in preference to one who has already spoken.

As administrative officer, the president does the following:

• Develops a good working relationship with the principal and staff on behalf of PTA

• Conducts meetings of the executive committee/board to discuss and distribute material promptly to the appropriate officers and committee chairmen.

• Calls upon each chair to prepare a plan of work. These plans are presented at a meeting of the

executive board in advance of the first regular association meeting; they should be thoroughly discussed and, if found acceptable, approved.

• Ensures that all required reports have been filed in a timely manner at the Oregon PTA office.

• Delegates to the vice-president(s) certain administrative duties.

• Serves ex-officio on all committees, except the nominating committee, and should not seek to

influence the nominating process in any way.

• Calls for required reports at a specified time and in accordance with specified procedures.

• Consults the officers and chairs before each meeting to ensure that details of the meeting are ready as planned.

• It is the responsibility of the president to make certain that their unit is represented at the annual PTA Convention and (if their PTA unit is a member of a Council) at any Council meetings.
• Represents PTA at necessary meetings.

• Signs all contracts, orders, and vouchers.

• Completes agenda, showing the order in which business should come before the group.

• Reads or distributes printed copies of the minutes of any previous meeting.

• Counts a rising vote when requested by the presiding officer.

• Acts as custodian of all records and promptly delivers all records to their successor.

• Completes online reporting of Membership and any changes to Officers List on Oregon PTA website.

• Sends copies of required documents to Oregon PTA office.

• Certifies delegates.

Vice-President

The vice-president, who may be called upon at any time to temporarily assume the place of the president, should make a thorough study of the president’s duties and responsibilities, and be familiar with the work of the association. The vice-president does the following:

• Presides at meetings in the absence of the president or upon the inability of the president to serve.

• Assumes the duties of the president in the event of the president’s resignation until the position is filled in accordance with the bylaws.

• Acts as an aide to the president and assumes responsibility for duties assigned by the president.

• Performs any other specific duties that may be provided for in the bylaws or standing rules.

• Represents the president upon request.

• May assume other duties as outlined in Local Unit’s Standing Rules.

Secretary

The secretary is responsible for keeping accurate records of the proceedings of the association. The secretary does the following:

• Maintains an accurate record of PTA memberships as received from the membership chairman or committee.

• Records all business transacted at each meeting of the association as well as meetings of the executive committee/board and presents the minutes for approval at the next meeting of that same body.

• Has on hand for reference at each meeting a copy of the local bylaws and standing rules; the agenda; the minutes of previous meetings, including treasurer’s reports; a list of committees, including names of member of committees; and a list of the membership.

• In consultation with and at the request of the president, may prepare in advance of each meeting a

May assume these additional duties:

• Conducts the correspondence of the association.

• Sends to the state PTA office the names and addresses of newly elected officers and those officers serving a second term.

• Sends out notices of executive committee/ board and general membership meetings.

Treasurer

The treasurer, as the authorized custodian of the funds of the association, receives and disburses all money as prescribed in the bylaws and standing rules and as authorized by action of the association, and should be bonded.

The treasurer works cooperatively with all officers and chairs to ensure that money is counted, deposited immediately, and appropriate accounting is completed:

• At least two people should always be given the task of counting money, and both should sign a form verifying the amount. Money collected should be turned over to the treasurer with the form. The treasurer should deposit the money without delay. All bills are to be paid by check, never by cash.

