
OPEN EXECUTIVE BOARD POSITIONS AS OF JULY 1, 2020  

 

President (Two Year Term):  

The president is the presiding officer and the official spokesperson of the local PTA. The 

president presides at all meetings and plans the meeting agenda with the PTA secretary, 

utilizing input from others. The president must remain impartial when serving as the 

presiding officer at meetings and be knowledgeable of basic parliamentary procedure. 

The president should become familiar with the purposes of PTA, Local PTA Bylaws, NJPTA 

Standards of Affiliation, local PTA standing rules, and also be aware of and utilize PTA 

resources from the council, state, and National PTA.  

 

With approval of the executive committee, the president makes two-year appointments to 

positions and committees as specified in the local PTA or council bylaws and standing rules. 

The president should make sure that officers’ names and contact information are entered 

into NJPTA’s membership enrollment database or sent to the NJPTA office when officers 

are elected in the spring. Throughout the year, updates should be entered or sent to the 

NJPTA office whenever there is a change in officer positions or contact information.  

 

It is important that the president delegate responsibility by empowering others and 

acknowledging their efforts. He or she should communicate regularly with officers and 

chairs and be available to members. The president ensures that all officers, chairs, and 

committee members are current PTA members. The president serves as an ex officio 

member of all committees except the nominating committee and internal audit committee.  

 

The president should have a positive relationship with the principal and staff and should 

encourage PTA members to do the same. He or she should promote a positive image of PTA 

within the community.  

 

It is important that the president be aware of and communicate to the board all required 

deadlines for the payment of membership dues, registration for New Jersey PTA 

workshops and conferences, as well as for submission of award applications, the PTA’s 

annual corporation report, charitable registration annual renewal, President’s Handbook– 

Page 3 New Jersey PTA insurance renewal, and federal tax filings. 

 

 

Vice President (Two Year Term): 

The vice president’s duties are to preside at meetings in the absence of the president and 

to act as assistant to the president.The position of the vice president can be adapted to 

the needs of each individual PTA.  

 

 

 

 

 

 

 

 

 



Treasurer (Two Year Term): 

The treasurer is elected by the members to be the authorized custodian to manage the 

funds of the PTA on behalf of the membership and the board of directors. The funds, as 

well as the books and record- keeping materials, are the property of the PTA. The 

treasurer shall serve as an active participant on the board of directors and executive 

committee and attend all meetings of each body. The treasurer should serve as chair of 

the budget committee and present the budget to the board and membership. The 

treasurer should read and understand all references to finances and membership service 

fees that can be found in the local PTA’s bylaws, the PTA’s standing rules, and State PTA 

materials.  

 

The specific duties and responsibilities of the treasurer include:  

● Assuring all PTA funds are promptly deposited into one or more bank accounts 

where PTA funds are maintained separate from funds of any other organization.  

● Keeping an accurate and very detailed account of all funds received and all funds 

disbursed. 

● Paying all authorized financial obligations of the PTA, including dues to the council 

and the State PTA, in a timely manner. 

● Preparing and filing the appropriate federal tax forms (990N, 990EZ or 990) in a 

timely manner. 

● Preserving all receipts, invoices, bank statements, canceled checks, and other 

financial records as specified in the records retention timetable. 

● Submitting a detailed, written monthly financial report at each meeting of the PTA 

membership and each meeting of the board of directors. 

● Submitting written reports by mail or email to the board during months when no 

meetings are held. 

● Developing and presenting, with support of the budget committee, the budget for 

the following year. 

● Submitting a final annual report prior to the end of the fiscal year. 

● Prior to delivering the books to the successor treasurer, submitting the current 

year’s records to an internal audit committee. 

 

Corresponding Secretary (Two Year Term): 

The corresponding secretary will help compose and type outgoing correspondence at the 

president’s request (Milnes Memo, Remind Texts, Emails to PTA members as needed). The 

corresponding secretary will also work with the Milnes Website Committee to supplement, 

enhance, and maintain the PTA website with up to date information. The corresponding 

secretary should read important correspondence received by the local PTA to the 

members, at the president’s request.  

 

The corresponding secretary is responsible for maintaining a cordial and professional 

relationship with the office staff, as well as the general staff of the school. They may 

serve as a liaison between the PTA Board, Committee and Event Chairs, and office staff to 

communicate important dates, event information, emergencies, and fundraisers to the 

Milnes families. This includes providing the Principal with information for the weekly 

Milnes Memo, as well as future events for the coming months. This could further include 

answering emails about the various events you communicate out or assist in directing 

questions to the appropriate parties. Additionally, part of your responsibilities will be to 



commemorate the major life events (deaths, births, Teacher and Educational Specialist of 

the Year) of the staff at Milnes School. This can include purchasing gifts, cards, etc. for 

the staff, as well as distribution of Holiday and End of Year gifts to various members of 

the Milnes Staff and Community. The corresponding secretary will be provided with details 

and a budget to adhere to.   

 

Potential Nominees: 

❏ Must be a paid PTA member. 

❏ Must be willing to receive and attend required PTA training for the position to 

which he or she will be elected. 

❏ Must be enthusiastic and supportive of the local PTA or council. 

❏ Must believe in the purposes of PTA and believe that PTA is the best association 

for working for children and youth. 

❏ Should have previous experience in PTA, though other association work may 

also be considered. 

❏ Should have knowledge of the PTA association and its role in the school and 

community. 

❏ Should be relied upon to give PTA a satisfactory level of priority and commitment. 

❏ Should have good relationships with people. 

❏ Must be fair and objective and able to subordinate personal interests to the 

interests and well-being of the local PTA. 

 


