PROCEDURE & BYLAWS REPORT

October 10, 2006
Kim Wislocky
Duties of Officers
Article VII:  Duties of Officers in our bylaws provided the job descriptions for President, Vice President, Treasurer and Secretaries.  It is important that all officers read all position descriptions.  While all of the descriptions are important to read and understand, the President and Vice President are fairly well understood.  The two offices descriptions that are noteworthy to read and understand are the Secretary and Treasurer.    If the Treasurer and the President read the Treasurer description, understood and implemented each step, every PTA would be on a firm financial footing. 
The Secretary position description is the one that would surprise people in the breadth of its responsibilities.  This is referring to the Recording Secretary position specifically, but if your PTA only has only one secretary, both these and the corresponding secretary’s duties would be combined and performed by the single secretary.  This is Section 3:
-The recording secretary shall record the minute of all meetings of the PTA and of the executive committee/board, 

-shall have a (the official) copy of the approved bylaws,

-and a membership list available at every meeting….

…-shall send the Annual Report of the Local PTA Officers the State office of the New Jersey PTA and the President of the County Council.

Is your PTA fully utilizing the secretary in his/her role?  They are the official record keeper of your PTA.  The secretary should have these documents at their disposal whenever they are performing their duties.  
If there are any other duties that your PTA has for any of the officer positions, they should generally be listed in Standing Rules, not added to the bylaws.  Additionally, there are guide books provided each year by NJPTA for the positions of president, secretary and treasurer.  Please pass these references onto the person performing these duties.   
Continued on page 2
MARK YOUR CALENDARS!

*Wednesday, October 18, 2006,  NJPTA Advocacy Day in Robbinsville, NJ.  The day begins at 9:30 and ends at 2.  Not only should your legislative chair be in attendance, but the education chair and health and welfare chair, at a minimum.  The deadline for registering is Wednesday, October 11, 2006.

*Wednesday, October 25, 2006, Camden County PTA Fall Council Dinner at the Pennsauken Campus of Camden County Technical Schools.  The registration form is in the upcoming Informer.  The topic will be running an efficient meeting including Parliamentary Procedure Basics presented by NJPTA Parliamentarian, Mary Scout.  
Friday, November 18 and Saturday, November 19.   NJPTA Convention returns to Atlantic City.  Look for info in the NJP-T.  Plan on attending NOW!  

*I have attached the registration flyer for both events to this report.  
Schedule of Bylaws Renewals
Knight - 11/20/06

Mann - 2/8/07

Beck - 2/11/07

Johnson - 3/22/07

Stockton - 3/27/07

SEPTA - 7/18/07

Paine - 8/30/07
Kilmer 8/30/07

Barclay - 11/8/07

Kingston - 1/21/08

Carusi - 6/10/08

Barton - 7/13/08

Woodcrest - 9/14/08

Rosa - 11/13/08

East - 3/17/09

Harte - 8/30/07


Cooper - 6/30/09

West - 6/30/09

Sharp - 6/30/09
