
Standing Rules 
Washington Congress of Parents, Teachers Association 

Stevenson Elementary PTA 2.3.90 
For the 2019-2020 school year 

Approved at the April 27, 2020 General Meeting 
These guidelines govern the operation of the Stevenson Elementary PTA and are approved annually by 

The General Membership. 
Article I. Name 

1. The name of this organization shall be Stevenson Elementary PTA 2.3.90 organized under the authority of the Washington State PTA, a branch of the 
National PTA.  

2. This PTA serves the children and families of Stevenson Elementary School. 
Article II: Corporate Status 

1. This unit is a non-profit corporation recognized by the State of Washington.  This PTA was incorporated on March 3 1980 and assigned UBI 601 854 125 
and City of Bellevue License number. 

2. The Treasurer is responsible for filling a Non Profit Annual Corporation Report prior to March 30th each year. The registered agent for this corporation is 
Washington State PTA. The unit’s Employer Identification Number (EIN) is 23-7438715 on file in the Legal Documents Notebook. 

3. This PTA is registered under the Charitable Solicitations Act.  This PTA will comply with the Washington Charitable Solicitations Act through registering 
annually if required or by using the optional registration process if registration process is not required. The Treasurer is responsible for determining 
whether registration is required and for filing the annual renewal by May 31st each year to avoid penalties. 

4. On April 3rd 1986 the IRS recognized this unit as a tax-exempt charitable organization under Section 501 (c) (3). A copy of the Letter of Determination is 
filed on the Legal Documents Notebook. 

5. The Treasurer, with the assistance from the past Treasurer, is responsible for filling a Return of Organization Exempt from income Tax IRS Form 990, Form 
990 EZ, or Form 990-N prior to November 15 of each year. Copies of the current and past years’ returns are located in the Legal Documents Notebook. 

6. This PTA has designated the WSPTA as its registered agent with the Washington Secretary of State’s Office, the Washington Department of Revenue, and 
the United States Internal Revenue Services. 

7. Per the WSPTA Uniform Bylaws, we will annually review the Washington State PTA Standards of Affiliation agreement in its entirely and we agree to abide 
by all requirements and to uphold the ethics, policies, and principals of PTA. 

8. The PTA will keep at least One (1) physical copy and one (1) electronic copy of its Legal Documents Notebook. The original copy of all documents is to 
remain with the Secretary. 

 Article III. Meetings 
1. General meetings of this PTA shall be held a minimum of three times per year, with the day, time and place to be set as the discretion of the Board with a 

minimum of 10 days advance notice. Notice can be given by calendar announcement, digital communication, school signage, paper communication or any 
combination of these. 

2. Adoption of the budget, adoption of standing rules, election of the nominating committee, report of the financial review committee, and election of 
officers shall take place at general membership meetings.  Each member would receive written notice of the place, date, and time of the meeting not less 
than ten nor more than fifty days prior to the date of the meeting. Meeting notice will be given as described in Article III.1. At least 10 members must be 
present to conduct business. 

3. The quorum shall consist of a minimum of 10 voting members (for general meetings) or a simple majority of the Board (for meetings of the Board).  
4. Voting members are defined as current paid members of the Stevenson PTA for the purposes of General Membership Meetings, and Board Members at 

Board Meetings. 
5. A motion must pass with a simple majority vote. 
6. The Board of Directors of the PTA are authorized to make non-monetary decisions via e-mail communication. All such communication must be included in 

the secretary and treasurer records. All discussions should be completed within a 24 hour period. Final vote and action should be taken within the next 24 
hour period. 

Article IV: Membership & Service Fee 
1. Stevenson Elementary PTA is a member of the Bellevue PTA Council, WSPTA and National PTA. Membership service fees are due each year and are 

determined on an annual basis through the WSPTA Office. 
2. Voting membership dues in this PTA shall not exceed $25.00. 
3. Membership in the Stevenson PTA shall be open to all people without discrimination. Membership is open to all Teacher/Staff Members, Grandparents, 

Guardians, Community Members, or Corporate Members, and any other persons that support and encourage the purposes of PTA. 
4. Community and Corporate memberships can pay per membership but have no vote, no voice and no privileges of holding office.  
5. All students of Stevenson Elementary School shall be considered honorary members without a vote, or the privilege of holding office. 

Article V: Elected Officers, Committees, and the Board of Directors: 
1. The elected officers of this PTA shall be the President(s), Vice-president(s), Secretary(ies), Treasurer(s), and an optional Officer-At-Large. The Executive 

Committee will consist of these elected officers. 
2. These officers will be elected by the General Membership by the last membership meeting of the year and assume office on July 1st. The term of office 

shall be one year, and no longer than two consecutive years. All Executive Committee members must be members of the Stevenson Elementary PTA. 
Executive Committee positions can be shared by two people and each person will have a vote. In the case of Co-Presidents, the presiding President has 
only a tie-breaking vote.   

3. All Executive Committee Members are required to attend at least one (1) WSPTA approved  training session during their elected term. Failure to attend 
training will result in the officer being asked to resign. A minimum of two (2) elected officers are required to attend PTA and the Law training each year. All 
officers are encouraged to take PTA and the Law. 

4. There may be the following standing committees: Communications, Events, Volunteers, Financial Review, Fundraising, Reflections, Staff Appreciation, 
Yearbook, and other like committees as established by the Board of Directors as the need arises. 

5. The Board of Directors ( referred to as the ‘Board’) of this PTA shall consist of the Executive Committee,  and may include the designated chairs of the 
following committees: Fundraising, Communications, Events and a Member –at-Large. 

6. If an elected officer cannot fulfill the obligations of their office, they must submit their resignation in writing to the Board to be accepted by the members 
at the next general membership meeting. 

7. An office shall be declared vacant if the person misses three (3) meetings unless excused by the President, according to WSPTA Bylaws. They will be 
notified by the President that their position is in jeopardy and asked to fulfill their obligations or resign. 

8. The Nominating Committee shall be elected by General Membership in accordance with WSPTA Bylaws. Members of the Nominating Committee shall not 
serve more than two consecutive years. The Nominating Committee will assist in identifying candidates for elected board positions only. 



9. The voting delegate(s) to the Bellevue PTA Council shall be appointed by the President, with approval from the Board. 
10. The vote on this PTA for the WSPTA Area Vice President shall be by Presidential action, with approval from the Board. 
11. The voting delegates to the Annual State PTA Convention shall be appointed by the President, with approval from the Board 
12. The voting delegates to the Legislative Assembly shall be appointed by the President, with approval from the Board.  
13.  In the event that there is no president on the Nominating Committee slate, then the first Vice President is president by default, and will take on all 

functions of the role.  The next president will then be elected at the first meeting in the fall of the next school year. 
 Article VI: Organization 

1. Information in the directories, newsletters, website, or membership lists published by Stevenson Elementary PTA may not be used for the purpose of 
solicitation, commercial, political, or ideological purposes, or for any purpose not consistent with the Washington State PTA Bylaws. 

2. Each Committee Chair shall keep a record of activities and recommendations for future chairs and submit a final report to the Board. Copies of any 
committee correspondence, information and handouts shall also be saved. 

3. Each Committee Chair will submit a Committee Plan of Action to be approved by the Board before spending any funds for their program.   
4. The budget shall be drafted by the Budget Committee chaired by the Treasurer and presented to the membership for approval at the last general meeting 

of the school year (for the following year’s budget) and at the first general meeting of the school year. The approved budget must include adequate 
reserves to cover the minimum membership fee to remain a PTA in good standing, allotments which become available when the budget passes, and 
annual fees for legal filings and organizational insurance. 

5. Golden Acorn Awards can be presented annually to outstanding volunteer(s). Additionally, the Outstanding Advocate and Outstanding Educator awards 
can be presented annually as deemed appropriate. 

6. Parental or guardian written permission is required before posting pictures or names of students on the PTA website unless covered by general waiver at 
PTA event. Names of children will not be included with pictures unless consent specifically given. 

Article VII. Finances 
1. All reimbursement requests must include a receipt and shall be submitted to the Treasurer within 60 days of purchase. All requests for reimbursement 

must be received by June 29th of each year. 
2. Should the PTA receives an NSF check, a $20 fee will be charged. If the NSF check or checks are not paid for by June 1st, then the PTA will not accept any 

checks from this individual in the future. 
3. Money for all fundraising activities must be counted and verified by at least two members. Money must be deposited within 24 hours of the next business 

day of the event. Detailed reports of all receipts expenditures and profits from the project must be completed prior to the Board meeting following the 
event. Reports must be presented in writing form to the Board. 

4. Committee Chairpersons must bring any budget line adjustment requests to the Board for approval.  
5. The Board may not approve any budget adjustment which will decrease the organization’s reserves, but may reallocate line item adjustments and 

increased income. Any fund allocations requests over $250.00  that fall under PTA Funded Programs can be presented to and voted on by either the Board 
or General Membership.  

6. The PTA shall conduct a mid-year audit in January and an annual financial review at the end of the fiscal year. 
7. The Board of Directors are authorized to reallocate budget items under $250.00 at board meetings or as designated on Article III. 6 
8. All contracts must be signed by two members of the Board of Directors, according to WSPTA Bylaws, with the availability to have up to three members 

eligible to sign. One of these members must be the PTA President.  
9. The budget shall be prepared by a committee consisting of the Treasurer and at least two (2) other members.  The board shall approve the annual 

operating budget for the upcoming school year by the last membership meeting each year.   
10. A Financial Review committee, with a minimum of three (3) members appointed by the president, will review the financial books at least once per year, 

not later than August 31st.  Members of this committee shall not include the treasurer, or any person authorized to sign the PTA bank accounts for the 
period that is being reviewed, or any individuals, living in their households.    

11. This PTA maintains a bank checking account.  This account and any other accounts shall require the signatures of at least two (2) elected officers to make a 
withdrawal.   

12. The board of directors  shall determine which officers shall have signing authority on the PTA bank account, and maintain a copy of the signature card in 
the legal documents notebook.  

13. The PTA’s monthly bank account statements shall be provided unopened to a person appointed by the board of directors.  Such person will be appointed 
by the board at the start of the fiscal year, and shall not be a signer on the account.  The reviewer shall promptly report any concerns or discrepancies 
identified in the review to the executive committee.  If there are no concerns or apparent discrepancies, the reviewer shall initial  and date the account 
statements and provide them to the treasurer.  

14. This PTA maintains password controlled online accounts.  The board of directors shall determine which officers have online viewing authority, and 
maintain the login and password information in the legal documents notebook.  The passwords will be changed annually, no later than July 31st.   

15. All contracts for service, including building use forms, require the signatures of two (2) elected officers.  All notices, flyers and correspondence shall be 
reviewed by two (2) elected officers prior to distribution.  

Article VIII. Amendments 
1. The standing rules shall be reviewed each school year and approved by the membership at a general membership meeting. 
2. These Standing Rules may be amended at any General Membership meeting by two-thirds (2/3) vote or if previous notice is given, by a majority vote. 

 


