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Executive Committee/Board

Unit in Good Standing Checklist

Unified Local Unit Bylaws (on Resources page of Oregon PTA website)

Unified Bylaws for Council (on Resources page of Oregon PTA website)

Standing Rules Templates

Instructions for Updating Leadership List Online
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E-learning Instructions for National PTA

Oregon PTA Privacy Policy and Non-Discrimination Statement

Social Media Guidelines
Financial Forms

Budget Samples #1 and #2

Check Request Form

Cash Count Form

Cash Box Request Form

Fundraiser Checklist

Monthly Audit Checklist

Annual Audit Checklist

Sample Treasurer Report

End of Year Report & Tax Worksheet

Fundraising - Comparison Worksheet

Hold Harmless Agreement (for giving equipment to schools)

Grant Agreement (for granting money to schools)

National PTA Partnership Definitions (sponsor, partner, etc)
Membership

Sample Membership Forms

Instructions for Entering Membership Online & Printing Membership Cards
Committees

Assignment Sheet

Plan of Work/Action Plan

Final Report (Evaluation Form & Financial Statement)
Legislative Action

Resolution Action Cover Sheet

Oregon PTA Resolution Process

National PTA Resolution Process
Programs

Oregon PTA Reflections Official Entry Form

Oregon PTA Reflections School Entry Submission Form
Awards

LUV Notification Form

Membership Awards Application Cover Sheet

Service Award Application (Student Service, Champion for Children, Local Unit Leader of the Year)

Classified Staff Hero of the Year Award Application

Teacher of the Year Award Application

Advocate for Children Award Application

Local Unit/Program of the Year Award Application
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« Adhere to and promotes the Mission and Values, and basic policies of National PTA.
«  Operate in compliance with the Unified Local Unit B ylaws of Oregon PTA.

- Enter new members online and remit Oregon PTA portion of dues to Oregon PTA monthly.
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« Practice responsible financial practices and proced ures as referenced in the Oregon PTA Money
Matters chapter of this guide.

- Demonstrate a commitment to the ideals of PTA and the promotion of parent, school, and community
involvement through consistent yearly membership enroliment efforts.

« Understand the value of training and avail itself of the workshops, conferences, resources, and
opportunities for leadership development offered by council, region, state, & national levels of PTA.

«  Project a positive influence in its school and community.
« NEW UNITS shall set a minimum first year membership goal of 25 members.

Detailed instructions on how to complete each of these bolded items is included in this guide. If you are
unsure how to complete a step or are not sure if a step is done contact your Region Director/Council
President or the Oregon PTA Office.
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Standing Rules Template

Name of Unit
EIN (from IRS) National PTA Number
Council Affiliation: Oregon PTA Region #:

State & National PTA Affiliation Statement - (Unit name) is affiliated with National PTA and Oregon PTA and as such is
governed by the Unified Local Unit Bylaws and the Oregon PTA Bylaws.

Annual Dues - Annual local unit dues shall be which includes $2.25 to National PTA,
$7.25 to Oregon PTA, and to the local unit.

Fiscal Year - July 1st to June 30t

Quorum - Quorum for each general meeting shall be voting members. Quorum for each board meeting
shall be
Meetings - Regular (general) meetings of this association shall be held (day of each month)
at (time). Executive board/committee meetings of this association shall be held

(day of each month) at (time).

Order of Business - List the general order of business for meetings of this association.

Executive Committee - The executive committee shall consist of the elected officers of your unit. Define what officers
your unit will have including details about their job duties, when they take office, etc. Units are required to have a
President, Secretary and Treasurer but can add as many others as needed such as Vice Presidents, President Elect, etc.

Standing Committees - The standing committees created by the executive board of this association are:
. Chairs of Standing Commit tees will be elected by the Executive Committee and will

serve on the Board of Directors.

Board of Directors - Elected Officers (Executive Committee) and Standing Committee Chairs. All board members must
be members in order to be elected and serve.

Special Committees - The President of this association may, with the approval of the Executive Board, appoint special
committee as deemed appropriate. Special committees go out of existence when the work is completed and the final
report is received by the board.

Nominating Committee - The Nominating Committee of this association shall consist of _ (number) members
and shall be elected by the general membership at the (month) meeting. (Suggested: Members elected
this year are ineligible to serve for (number) year(s).) The report of the Nominating Committee is required at the

(month) meeting of the executive committee/board. Once that report has been received, the work of the
committee is complete.

Convention Delegates - Delegates (voting representatives) from this association attending the annual meeting of Oregon
PTA (convention) shall be (elected OR appointed) at a meeting of the (general membership OR board of directors OR
executive committee) in (month).

Financial Procedures - Include information regarding all your set financial policies and Procedures. Include: who the
signers will be on the bank accounts (also include in meeting minutes), process for reimbursements, process for deposits,
who will review monthly bank statements if treasurer is a signer, Event Cash Box procedures. Contingency fund for
emergency situations such as the board can adjust up to $____ between meetings but must present such action to
members at the following general meeting. Fundraising policies. Non-Sufficient fund check policies and requests for
refunds policies. PTA only safe policies and who has access if you have a PTA only safe.

Reimbursement policies (receipts necessary, time limit for requests, list of bank signers (not related or living in the same
household), Number of signatures on checks (including who may sign whose checks — banks will often ask for the
minutes showing this), Dual custody of cash, Procedures for counting cash, Review of bank statements, Contingency fund
for emergency situations, Fundraiser policies: number to be held, why you'll hold them, etc, NSF (non-sufficient funds)
check policies

New Business - Consider adding information on how membership should bring up new business or suggestions. Can it
be anytime or do you have a process.

Procedure Books - consider adding a statement regarding each officer/committee chair shall keep a procedure book that
is the property of the association and should be handed to the next officer/committee chair as they take office.

Other Policies - Consider including any policies your school has for volunteers, p olices put in place specific to your unit,
etc.
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Oregon PTA Instructions for
Updating your Leadership List Online

Navigate to Oregon PTA web page at www.oregonpta.org.
Scroll down to the bottom of the page and click on the link as directed to log in.

Enter the members-only user name (Diversity) and password (Means).

Click on “Officer List.”

a. Enter your local unit National ID number, leaders password, local unit mailing address, and
submitter’s name and phone number. (If you do not know your password, contact last year’s
unit president or secretary, your region director, or the Oregon PTA Office.)

b. Be sure the school year is listed correctly.

C. Click the “Submit” button.

Enter each officer.

a. Enter the full name, phone number, email address, and mailing address. Please do not use
the school address.

b. Select the Leadership Position from choices offered.

C. Complete the box if position is “Other.”

d. Click the Add Leader button.

€. Repeat the above for each officer.

Select the “Display Leaders” button.

a. Print a copy for yourself.

b. Print a copy for your secretary.

At any time you can click “Display Leader List” to check for errors and edit as necessary.

Update the list as necessary if officers and/or leaders change during the year. Use the “Edit”

function to delete names of people who no longer hold the office. This is only necessary when

you make changes during the year, not when you enter your officers for the first time each year.

Contact your region director or the Oregon PTA office with any questions and/or for assistance.



PTA Records Retention Schedule

Retention Retention
FERT Period RERT Period
Accident reports & claims (settled 7 Invoices 7 years
cases) years
Journals Permanently
Accounts payable records 7 years
Minutes books of directors & P i
Articles of Incorporation Permanently committees ermanently
Annual audit reports Permanently PTA charter Permanently
Bank reconciliations 1 year Petty cash vouchers 3 years
Bylaws,including all amendments Permanently Purchase orders 7 years
Cash receipt records 7 years Record retention policy Permanently
Checks (canceled, see exception) 7 years Sales records 7 years
Checks (canceled, for important Standing rules (current) Permanently
payments i.e. taxes, special contracts, p i
etc. checks should be filed with the ermanently Tax exempt status documents -
papers pertaining to the transaction) including
] I Application for tax exemption (federal
Contracts and leases (expired) 7 years and state)
Contracts and leases still in effect Permanently ! Letter of determination (recognition)
of tax exempt status (federal and
Corporation reports filed with the P i state)
Secretary of State ermanenty I Group tax exemption documents
) I Articles of Incorporation and CT 12
Correspondence with customers or o
vendors 1year ! Letter assigning IRS employee Permanently
identification number (EIN)
Correspondence (general) 3 years I Form 990/990EZ and Schedule A, as
filed with IRS
Correspondence (legal) Permanently 1 State tax information returns, as filed
Duplicate deposit slips 1 year ! Form 990T, as filed with IRS
I Correspondence with IRS
Employee records (post termination) 3 years 1 Other information returns filed with
_— government bodies
Employment applications 3 years ) o o
I Charitable Solicitation Registration
Equipment owned by PTA Permanently
Trademark registration Permanently
Financial statements (year end and
budget) 10 years Vouchers for payments to vendors, officers,
etc. (includes allowances & reimbursements 7 vears
Grant award letters of agreement 10 years to officers, members, etc., for travel & other y
expenses)
Insurance policies and certificates
. 3 years
(expired)
Make sure all records are kept
Insurance records, accident reports, Permanently organized and in a safe place where
claims, policies, certificates (current)
they can be passed along to the next
Inventory (products and materials) 7 years group of leaders.




E-Learning through National PTAls Web-Site

As a volunteer, you lead a busy life. E-Learning provides a solution for PTA Unit
leaders and members looking to learn more in less time. This is also a step toward
achieving PTAs goal of making all members informed advocates by 2020.

Each E-Learning course takes about 45 - 50 minutes to complete and counts as
one-half of a training credit for your Unit.

Go online at www.pta.org

Click on Leadership Resources

Click on Leadership Training

Click on E-Learning . You will need the members-only username and
password here. The username is: Diversity. The pa ssword is: Means.
Choose your course and begin.

When you finish the course, print out your certifi cate. Fill in your name.

On the back, put your Unit name and the date you ¢ ompleted the course. Tell
us what you learned from and/or felt about the cour se. Please list both positive and
not-so-positive opinions.

To have your training credit recorded toward unit in good standing recognition,

email a copy to office@oregonpta.com, fax to 503-234-6024, or snail mail a copy of
the certificate (front and back) to:

Oregon PTA
4506 SE Belmont St., Suite 108-B
Portland, OR 97215-1658



Oregon PTA Privacy Policy

Oregon PTA requests personal contact information (address, telephone, e-mail) in order
to compile accurate officer and membership lists. This data is gathered to provide PTA with

correct membership numbers and to best provide information to members in an efficient
manner.

Oregon PTA respects the privacy of its members. Oregon PTA does not share, sell or
rent member information to other organizations, telemarketers, mailing list brokers, or any other
companies. Oregon PTA may, however, disclose personal information when required to do so
by law or when such action is necessary or appropriate to comply with legal process served on
Oregon PTA, to protect and defend the rights or property of Oregon PTA, or to protect the
personal safety of users of www.oregonpta.org. We reserve the right to contact the appropriate
authorities in our discretion when visitoris activities appear to be illegal or inconsistent with our
policies.

Finally, Oregon PTA may sometimes share aggregate statistics and non-personal
information with the media, government agencies, advertisers, and other third parties. For
example, we may publish statistics on the number of members in particular areas of the state, or

the number of visitors to www.oregonpta.org. These aggregate statistics do not allow anyone to
identify member names or other personal information.

Adopted by the Oregon PTA
Board of Directors
July 15, 2007

Non-discrimination statement for
Oregon PTA local unit/council use:

[Insert your PTA name here], as an affiliated constituent of Oregon PTA, pledges that
membership in PTA shall be open, without discrimination, to anyone who believes in and
supports the mission and purposes of National PTA.

Note: Itis recommended that this be printed in italics and no smaller than a six (6) point font.



PTA Social Media Guidelines

These are the official guidelines for social media at Oregon PTA. If you're an Oregon PTA
employee or volunteer creating or contributing to blogs, wikis, social networks, virtual worlds, or
any other kind of social media both on and off oregonpta.org - these guidelines are for you. This
policy establishes guidelines for the use of social media in order to ensure that the Oregon
PTAls social media messaging is consistent and in line with the organizationis values and
mission.

We expect all who participate in social media on behalf of Oregon PTA to be trained, to
understand, and to follow these guidelines. Failure to do so could put your future participation at
risk. These guidelines will continually evolve as new technologies and social networking tools
emergeNso check back once in awhile to make sure you're up to date.

When You Engage

Emerging platforms for online collaboration are fundamentally changing the way we work,
offering new ways to engage with members, partners, and the world at large. It's a new model
for interaction and we believe social computing can help you to build stronger, more successful
business relationships. And it's a way for you to take part in global conversations related to the
work we are doing at Oregon PTA and the things we care about.

If you participate in social media, please follow these guiding principles:

* Stick to your area of expertise and provide unigue, individual perspectives on what's
going on at Oregon PTA and in the world.

*  Post meaningful, respectful commentsNin other words, no spam and no remarks that
are off-topic or offensive.

* Always pause and think before posting. That said, reply to comments in a timely manner,
when a response is appropriate.

* Respect proprietary information and content, and confidentiality.
* When disagreeing with others' opinions, keep it appropriate and polite.

* Know and follow the Oregon PTA privacy policy (Chapter 2,,page 5) and the Oregon
PTA code of conduct.

Rules of Engagement

Be transparent. Your honestyNor dishonestyNwill be quickly noticed in the social media
environment. If you are blogging about your work at Oregon PTA, use your real name, identify
that you work or volunteer for Oregon PTA, and be clear about your role. If you have a stake in
something you are discussing, be the first to point it out. Transparency is about your identity and
relationship to Oregon PTA. You still need to keep confidentiality around proprietary information
and content.

Be judicious. Make sure your efforts to be transparent don't violate Oregon PTAis privacy,
confidentiality, and legal guidelines for external commercial speech. Ask permission to publish
or report on conversations that are meant to be private or internal to Oregon PTA. All statements
must be true and not misleading and all claims must be substantiated and approved. Please

Oregon PTA Page 1



never comment on anything related to legal matters, litigation, or any parties we are in litigation
with without the appropriate approval. If you want to write about the competition, make sure you
know what you are talking about and that you have the appropriate permission. Also be smart
about protecting yourself, your privacy, and Oregon PTA confidential information. What you
publish is widely accessible and will be around for a long time, so consider the content carefully.

Write what you know. Make sure you write and post about your areas of expertise, especially
as related to Oregon PTA. If you are writing about a topic that Oregon PTA is involved with but
you are not the Oregon PTA expert on the topic, you should make this clear to your readers.
And write in the first person. If you publish to a website outside Oregon PTA, please use a
disclaimer something like this: "The postings on this site are my own and don't necessarily
represent Oregon PTAJs positions, strategies, or opinions."

Perception is reality. In online social networks, the lines between public and private, personal
and professional are blurred. Just by identifying yourself as an Oregon PTA employee or
volunteer, you are creating perceptions about your expertise and about Oregon PTA by our
coalition partners, local units, members and the general public - and perceptions about you by
your colleagues. Do us all proud. Be sure that all content associated with you is consistent with
your work and with Oregon PTAls values and professional standards.

It's a conversation. Talk to your readers like you would talk to real people in professional
situations. In other words, avoid overly pedantic or "composed" language. Don't be afraid to
bring in your own personality and say what's on your mind. Consider content that's open-ended
and invites response. Encourage comments. You can also broaden the conversation by citing
others who are blogging about the same topic and allowing your content to be shared or
syndicated.

Are you adding value? There are millions of words out there. The best way to get yours read is
to write things that people will value. Social communication from Oregon PTA should help our
members. It should be thought-provoking and build a sense of community. If it helps people
improve knowledge or skills, build up their local units, do their jobs, encourage their advocacy,
solve problems, or understand Oregon PTA betterNthen it is adding value.

Your Responsibility: What you write is ultimately your responsibility. Participation in social
networking on behalf of Oregon PTA is not a right but an opportunity, so please treat it seriously
and with respect. Failure to abide by these guidelines could put your participation at risk.

Be a Leader. There can be a fine line between healthy debate and incendiary reaction. Do not
denigrate our members or coalition partners. Nor do you need to respond to every criticism or
barb. Try to frame what you write to invite differing points of view without inflaming others. Some
topicsNlike politics or religionNslide more easily into sensitive territory. So be careful and
considerate. Once the words are out there, you can't really get them back. And once an
inflammatory discussion gets going, it's hard to stop.

Did you screw up? If you make a mistake, admit it. Be upfront and be quick with your
correction. If you're posting to a blog, you may choose to modify an earlier postNjust make it
clear that you have done so.

If it gives you pause, pause. If you're about to publish something that makes you even the
slightest bit uncomfortable, don't shrug it off and hit 'send." Take a minute to review these
guidelines and try to figure out what's bothering you, then fix it. If you're still unsure, you might

Oregon PTA Page 2



want to discuss it with your president or executive director. Ultimately, what you publish is yours
Nas is the responsibility. So be sure.

Contractors & Endorsements

Oregon PTA supports transparency. We are committed to ensuring that our social media
practitioners (including blogs, Twitter*, forums and any other social media) clearly disclose
relationships and endorsements, and that statements about Oregon PTA are truthful and
substantiated.

Moderation Guidelines

Moderation is the act of reviewing and approving content before it's published on the site. This
applies to social media content written on behalf of Oregon PTA. Oregon PTA does not endorse
or take responsibility for content posted by third parties, referred to as user generated content
(UGC). This includes text input and uploaded files (video, images, audio, executables, and
documents). While we strongly encourage user participation, there are some guidelines we ask
you to follow to keep it safe for everyone.

Pre-moderation. Even when a site requires the user to register before posting, simple user
name and email entry doesn't really validate the person. So to ensure least risk/most security,
we require moderation of all UGC posts before they are published (pre-moderation).

Community moderation. For established, healthy communities, group moderation by regular
users can work well. This will sometimes be allowed to take the place of pre-moderationNit
must be applied for and approved.

Balanced online dialogue. Whether content is pre-moderated or community moderated, follow
these three principles: the Good, the Bad, but not the Ugly. If the content is positive or negative
and in context to the conversation, then we approve the content, regardless of whether it's
favorable or unfavorable to Oregon PTA. But if the content is ugly, offensive, denigrating and
completely out of context, then we reject the content.

Oregon PTA Page 3



Budget Sample #1
ABC PTA Budget for 2015-16

Membership allows for the board to make a $300 adjustment to the budget between meetings however
the board must present such adjustments to members at the following meeting.

Carryover balance from prior year $ 3000

Income Expense Net
Membership Dues based on 60 members! ! 600! ! 570! ! ! 30
($10/member - $9.50 OPTA/National PTA portion)
Grants/Donations! ! ! ! ! 500! ! o ! ! 500
Programs/Project/Events
Family Fun Night Carnival! ! ! ! 2000 ! 5000 ! ! -300
Family Reading Challenge! ! ! ! o! ! 3000 ! ! -300
Classroom Supply Funds! ! ! ! 0] ! 2000! ! ! -2000
Movie Night!! ! ! ! ! 300! ! 500! ! ! -200
Art Showcase Event & Ice Cream Social! ! 300! ! 700! ! ! -400
Field Day! ! ! ! ! ! o! ! 500! ! ! -500
PE Supplies!! ! ! ! ! 0] ! 300! ! ! -300
Clothes Closet! ! ! ! ! o! ! 200! ! ! -200
Assemblies! ! ! ! ! ! o ! 1000! ! ! -1000
Volunteer Appreciation! ! ! ! o ! 500! ! ! -500
Teacher/Staff Appreciation! ! ! ! 0] ! 600! ! ! -600
Fundraisers
Jogathon! ! ! ! ! ! 8000! ! 1000! ! ! 7000
Wreath Sale!! ! ! ! ! 2000! ! 1000! ! ! 1000
Readathon! ! ! ! ! ! 4000! ! 1500! ! ! 2500
Administrative Costs
Postage! ! ! ! ! ! o! ! 50! ! ! -50
Printing! ! ! ! ! ! o! ! 8oor ! ! -800
Insurance! ! ! ! ! ! 0] ! 200! ! ! -200
Bank Fees! ! ! ! ! ! 0] ! 150! ! ! -150
Accounting Software !l ! ! ! o! ! 140! ! ! -140
State of Oregon Fees (CT-12, Incorporation)! ! 0] ! 100! ! ! -100
Convention Delegates! ! ! ! o! ! 600! ! ! -600
Training! ! ! ! ! ! o! ! 100! ! ! -100
Meeting Expense! ! ! ! ! 0! ! 300! ! ! -300
Incidentals! ! ! ! ! ! 0] ! 300! ! ! -300
Totals! ! ! ! ! ! ! $15,900! $13,310! ! $2,590

Carry over balance for next bscal year = $5,590

Membership Approved with marked changes on:

President: Treasurer:




PTA Budget Sample #2

SAMPLE BUDGET FORM

Budget of PTA

Fiscal Year

Anticipated Revenue Based on 800 Members

Balance from Previous Year EEEEEEEEEEEEE.EEEEE. $ 550

RECEIPTS

Membership Dues

(800 Members at $1.00 9 local portion only)EEEEEEEE E.  $ 800
Fund Raising (or any means of income)

Fall Festival EEEEEEEEEEEEEEEEEEEEEEE. .E. 2,600

Local Corporate Sponsors EEEEEEEEEEEEEEEEE. 950
TOTAL RECEIPTS EEEEEEEEEEEEEEEEEEE..E.EE..  $4, 900
EXPENSES
Leadership Development EEEEEEEEEEEEEEE. $ 600
Membership Promotion EEEEEEEEEEEEEEEEE., 200
Programs EEEEEEEEEEEEEEEEEEEEEEEEEE 600
Reflection EEEEEEEEEEEEEEEEEEEEEEEEE. 500
District/Council Conferences EEEEEEEEEEEEE.. 300
Convention (State & National) EEEEEEEEEEEEE 400
Newsletter and Publicity EEEEEEEEEEEEEEEE. 150
Our Children EEEEEEEEEEEEEEEEEEEEEEE.. 200
Officers0 Reimbursement (telephone, stamps, etc) .. 200
Committee Chair(s Expense Reimbursement EEEEE 150
Past Presidentls Pin EEEEEEEEEEEEEEEEEEE. 40
Scholarship EEEEEEEEEEEEEEEEEEEEEEEE. 200
Bonding/Liability Insurance EEEEEEEEEEEEEE. 300
Supplies EEEEEEEEEEEEEEEEEEEEEEEEEE. 200
Mailing Permit EEEEEEEEEEEEEEEEEEEEEE. 60
Postage EEEEEEEEEEEEEEEEEEEEEEEEEE. 300
TOTAL EXPENSES EEEEEEEEEEEEEEEEEEE $4,400
UNALLOCATED RESERVES EEEEEEEEEEEEEEE $ 500

(Leave a balance of sufficient funds to get the new PTA year
off to a good start. This could include monies nee ded for
workshops, annual state conference and convention,
etc.)
Total $4900

Adopted by

Date:




PTA Check Request Form

All check requests should be for funds already budgeted for in the Holcomb PTA budget
approved by membership. If you would like to request funding for an item that is not currently in
our budget you must submit a proposal for funding request not a check request form. Holcomb
PTA will not reimburse for spending above our approved budget so if you need to check your
available spending balance contact the Holcomb PTA treasurer or a board member for help.

Request Date: Amount of Check: $

Make Check Payable to:

Purpose/Budget Category: Please specify if total is to be divided between different budget categories.

Printed Name of Requester:

Signature of Requester:

Receipt(s) and/or invoice(s) must be attached
TO THE BACK of this form before a check will be issued.

Please note: Spending beyond approved budgets will not be reimbursed.

OFFICER USE ONLY:

Date check issued: Check Number

Budget Item: =

Budget Item: =

Budget Item: =

@ B B &

Budget Item: =

Special Notes:

Recorded in Financials: by




Money Counting Worksheet

Date:
Event(s): Name: Phone:
Deposits should be made as soon as possible, no later than TWO business days after event.
Coins
Counter #1
Pennies # @ $0.01
Nickels # @ $0.05 Print Name
Dimes # @ $0.10
Signature
Quarters # @ $0.25
Counter #2
$.50 Coin # @ $0.50
$1 .00 Coin # @ $1 .00 Print Name
Total Coin:
Signature

Currency
Ones @ $1.00

If Petty Cash (that is, change)
Twos @ $2.00 was brought in by someone to

start the event, please fill out
Fives @ $5.00 the following. Thank you!
Tens @ $10.00
Twenties @ $20.00 Name of Petty Cash Provider
Fifties @ $50.00 Roll Pennies @ $0.50:
Hundreds @ $1000O Roll Nickels @ $200

Total Currency:

Checks (Use space below or back of sheet to itemize checks.)

# of Checks:

Total $ Checks:

Grand Total for Deposit:

Coin Currency Checks Total Deposit

Roll Dimes @ $5.00:

Roll Quarters @ $10.00:

Ones: Fives:
Tens: 20s:
Total Value:

Cash Verified by:

+ + =

After completion of this form, keep it SEPARATE from the funds in a secure

location for the Treasurer. If desired, scan/copy a second form to keep with funds.

Print Name

Signature




PTA Cash Box Request Form

This form should only be used when it is necessary to have a cash box at an event. It is best practices to
have your membership vote on this request and have it noted in the meeting minutes that this was
approved by members however that may not always be possible. It must be signed by the person who
will be receiving the check, that is the person going to the bank to get the cash for the cash box and
bringing it to the event. Once all but the bottom box is completed, it should be copied. One copy should
be attached to a check request form and the second copy should go with person getting the cash. The
bottom box should be completed by two people verifying the cash when it is brought to the event. This
second copy should stay with the money so it is available for preparing the deposit. Once the deposit is
completed, it should be filed with the check request form for the Cash Box. * Two people always refers
to two individuals who are not related or living in the same household.

Event: Event Start Time:

Make Check Payable to:

Denominations requested:

Coins Currency

Pennies # @ $0.01 ones #_ @#$1.00
Nickels # @ $0.05 twos # @ $2.00
Dimes # @ $0.10 fives # @ $5.00
Quarters# @ $0.25 tens #___ @ $10.00
Total Coin: $ Total Currency: $

Total Cash + Coin needed = Check amount of:

l, (printed name of check payee), will be responsible for
cashlng this check into the denominations listed above and will bring the cash to the event 30 minutes
prior to the event start time. | will have the amount verified when | arrive with the cash and will have
those verifying the amount complete the box at the bottom of this form. If | do not bring the cash on time
or at all | will be responsible for paying the money back to the PTA.

Signature (che ck payee who is bringing cash to event)

Approved by membership: (date) - not required but recommended
Is the Committee Chair aware of this request? Y or N
Approved by: (2 people not related, living in the same household or listed as the payee of the check above)

Board Member #1: Boar d Member #2:

(signature) (signature)
Copy once board members sign - one copy with person getting cash and one with a Check Request Form.

Complete this area when money arrives at the event.
| verify that the amount of cash brought for the cash box to this event equals the amount listed above for
the check and that it is in the denominations listed above. | have noted and initialed any differences.

Counter #1: Counter # 2:
! ! I (Signature)! ! ! ! ! (Signature)

Note: Counters can not be related or living in the same household. Place this form with the cash so it is noticed when completing the event deposit.

Recorded in Financials: by




FUND RAISING CHECKLIST

A Tool for Evaluating Fund Raising Companies

List Candidate Companies:

A wide variety of programs, products and services are
available in product fundraising today. Use this
checklist to compare fundraising companies and make
an informed decision. Please note: not all of the
criteria may apply to your organization's needs.

A. RATE THE FOLLOWING ON ASCALEOF1-5

(with 5 = excellent and 1 = poor) or NA for not applicable

Product Quality

Product retail prices (i.e. Do they represent a fair value for
consumers?)

Incentive program quality/appropriateness

Caliber of company materials, brochures,
promotional materials

Professionalism of company of representative*

Educational value to students/volunteers (example:
enhances presentation skills)

B. PROVIDE A NUMERICAL RESPONSE TO THE FOLLOWING QUESTIONS:

Number of years company has been in the fund-
raising business

Number of years representative has been in the fund-
raising business*

What are the projected total net profits to your
organization?

C. USE A CHECK MARK IF THE FOLLOWING SERVICES ARE INCLUDED IN THE

COST OF THE PROGRAM.

Use a plus sign if the service is available, but cost extra. Use NA if the service is not applicable or not available.

Organization
Order form tallying
Individual orders separated per classroom



Products pre-packaged per student

Computerized printout itemizing student sales
Freight/Shipping

Instructions for record-keeping and other logistics

Communication/Promotion Tools
Kick-off assembly presentation and/or video
Poster, product display

Parent letter

Take-home packets

Incentive or prize program

D. THE FOLLOWING QUESTIONS SHOULD BE ANSWERED WITH (Y) FOR "YES"
OR (N) FOR "NO."

Are product samples available?

Is the company a member of the Association of
Fund-Raising Distributors & Suppliers?

Does the company understand and comply with your
state sales tax requirements?

Is a company representative accessible, day and
night?

Does the program stress child safety and adult
supervision?

*May not apply when evaluating mail order/catalog companies and programs.

FUND RAISING CHECKLIST

Other important points to consider as you meet with Ask for and check references.
fund-raising companies. Here are some questions to ask.
What is the turn-around time for replacing incorrect or Did the company deliver on promises?
damaged shipments? Did the school or group reach its goal?
Will out of stock items be back ordered or will substitutions Would the group work with the company
be made? How quickly? or its representative again?

What are the terms for payment?
What is the return policy for unsold products?

© Copyright 2005 the Association of Fund-Raising Distributors & Suppliers



Monthly Audit Checklist

Your books must be reviewed monthly per your bond insurance. This must be completed by someone
who is not a signer on any of your accounts. The treasurer can complete it if they are not a signer. If the
treasurer is a signer, someone else must review the books monthly. You do not have to use this form but
it is designed to help you go through the steps necessary in the monthly financial review. Feel free to
customize the form or use one your software uses for reconciliation but be sure it the reviewer is looking
at all these items.

Checklist - Circle Y for Yes and N for No

Y orN
YorN
YorN
YorN
Y orN
YorN
YorN

Do all checks have two signatures?

Do all checks have supporting documentation of expenses?

Was cash counted by two people for each deposit (not related or living in the same household) ?
Were deposits made timely?

Was the Bank account(s) reconciled accurately ?

Did Treasurer supply a report this month?

Are all items within the budget?

Explain any answers that are marked N above:

Are the Books as a whole for this month? (check one)

[ correct

[J Incomplete
[] Substantially correct with the following adjustments

Review Completed by: (must not be a signer on the account)

Name:

Phone/Email:

Signature:

Date:

Attach this form to the bank reconciliation and file with all supporting documents for the month.



PTA Annual Audit Checklist

To be completed by two individuals who are: not signers on any of the unitls bank accounts, not related and not living
in the same household. Must be completed annually and a copy must be sent to Oregon PTA by November 30th
each year.

Name of PTA/PTSA:
Fiscal Year: Oregon PTA Region #

BUDGET:
1. Date prior year(s fiscal year audit approved by membership:

If not approved, explain:

2. Was a copy of the budget provided to the auditor? Yes/No

If no, explain:

FINANCIAL REPORTS:

1. Did the treasurer prepare a detailed, written financial report for each of the 12 months? Yes/No
If no, explain:

2. Was a detailed, written financial report presented at every Board of Directors meeting? Yes/No
If no, explain:

3. Did the treasurers) report show, in detail, the source(s) of all income and expenses? Yes/No
If no, explain:

4. Was there any period of time which exceeded sixty (60) days when no written Yes/No

treasurers report was provided?
If no, explain:

5. Did the treasurer prepare an annual year-end detailed, written financial report? Yes/No
If no, explain:

FINANCIAL PROCEDURES/CONTROLS:

1. Were PTA funds always deposited promptly into the PTA bank accounts? Yes/No
If no, explain:
2. Were PTA funds ever deposited into a personal account? Yes/No

If yes, explain:

3. Were PTA funds ever deposited into a school account? Yes/No
If yes, explain:
4.  Were PTA funds ever placed in a school building safe? Yes/No

If yes, explain:

5. Did two (2) or more people always count the funds? Yes/No
If no, explain:

6. Was there a proper invoice/receipt for each expenditure? Yes/No
If no, explain:

Page 1



PTA Annual Audit Checklist

BANK ACCOUNTS:

1.

Does the PTA have more than one checking account?
If yes, are you auditing that account also?
If no, explain:

Were all checks properly signed by two (2) officers?
If no, list checks:

Are all checks accounted for including VOIDED checks?
If no, explain:

Is there a PTA savings account or Certificate of Deposit account?
If yes, are you auditing those accounts?

If no, explain:

List officers who are signers on PTA checking account(s):

1. 2.
3. 4.
5. 6.

(You will be able to verify that Officers are signing the checks.)

NONPROFIT CORPORATION:

1.

Is the PTA incorporated?
If yes, was the fee paid before expiration date?
If no, explain:

INTERNAL REVENUE SERVICE:

1.

Was the proper tax form(s) filed when due?
Did they file: 990EZ: 990: E-card:

BANK RECONCILIATION:

1.

Was the bank account reconciled with the bank statement within ten (10) days after

receipt of the bank statement?
If no, explain:

Did the monthly, written financial reports balance with the bank statement?
If no, explain:

Did the year end financial report reconcile with the bank statement?
If no, explain:

At the time of the audit, had all checks cleared the bank?
If no, list check numbers that have not cleared:

Yes/No
Yes/No

Yes/No

Yes/No

Yes/No
Yes/No

Yes/No
Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Page 2



PTA Annual Audit Checklist

EXAMINATION OF BOOKS AND RECORDS:

1.  Were there any checks written for (cash(? Yes/No
If yes, explain:

2. Were any checks made payable to one of the two (2) officers signing that particular check? Yes/No
If yes, list checks:

3. Have all the financial obligations of the PTA been paid in full? Yes/No
If no, explain:
OTHER:
1. Was the treasurer cooperative during the audit process? Yes/No
2. Were there questions that could not be answered solely by an examination of the books Yes/No
and records and required additional information from the treasurer or another person?
If yes, explain:
3. Were the books and records kept in an orderly/organized fashion? Yes/No
Were minutes from all general meetings and board meetings available for audit? Yes/No
If no, explain:
Auditor #1

Recommendations and comments:

Name: Signature: Date:

Auditor # 2

Recommendations and comments:

Name: Signature: Date:

Page 3



Sample Treasurerls Report
for

BALANCE ON HAND:1/31/20 = $2.,75001

INCOME Monthly YTD Budget Variance
1. Local Membership Dues (@ $6*) .......cccocvvvvniiiiiennns 300.00 1,200.00 1,260.00 (60.00)
2. Investment (CD @ Bank on $2,500) ......ccccooverrinieriiieniinenne 8.33 83.33 100.00 (16.67)
3. Donations from PTA parents .....ccccccoeevveeiioeeiiieneennns 1,000.00 1,000.00 - 1,000.00

4. Fund-Raising Projects -

(O 121177 | SRS . 1,700.00 1,500.00 200.00
45614 600.00 (143.86)
$4,439.47 $3,460.00 $979.47

EXPENSES

1. Administration
SUPPHES e 25.00 155.00 200.00 45.00
Past President's PiN ... 25.00 25.00 5000 25.00
PrINtING oo 0.00 100.00 100.00
Mailing Permit/Postage 700.00 750.00 50.00
Liability Insurance 125.00 300.00 175.00
Bonding Insurance 75.00 15000 75.00

2. Leadership Education
District/Council CONfErENCES ......vvveviiiieeiiieieeieeee e 10.00 30.00 60.00 30.00
State PTA CONVENLION .......vvvieiiiiie e 0.00 245.00 30000 55.00
Publications/Brochures/Our Children ..........ccccoviiiiiiiiiiiiiinne.n. .40.00 110.00

200.00 90.00

3. Committees
MEMDBDEISNIP <eeviieiiiie e 20.00 130.00 225.00 95.00
Programs ........cccooeciiiiiiiiii 20.00 17618 200.00 23.82

4. Volunteer Recognition
AWATAS (3) oot e 0.00 0.00 50.00 50.00
Special Appreciation AWArdS ...........ceeeeeeeiiiiiimeeeeeeessniieeeeeeenans 0.00 0.00 50.00 50.00

5. Projects
[OF- 11 01177 | SR 0.00 251.63 300.00 48.37
BOOK SIE ...ttt 0.00 1%.00 200.00 75.00
REFIECHIONS ..o 0.00 18.00 245.00 60.00
Parent Education 356.00 20.00 (156.00)
Student Enrichment Grants ..........cccccveviiivniiceiiienieeecc 0.00 275.00 300.00 2500
Self-ESteem Program .........oooccuieeiieeeesaiiiiiiee e eeieeeee e e e e 0.00 179.00 190.00 11.00
Reading Scholarships ........coooviiiiiiie e 0.00 185.00 200.00 15.00

TOTAL EXPENSES.: ........cccoeeinmenrnennsrsnsnsmse s sssn s sssessnes $205.00 $3,427.81 $4,270.00 $842.19



Oregon PTA End of Fiscal Year Report & Tax Worksheet

Local Unit:
Fiscal Year Dates: to
Opening Balance (first day of fiscal year) (990EZ, line 19 and 22A) $
Income:
Membership (990EZ, line 3) $
Contributions, gifts, grants, etc., received (990EZ, linel) $

(any amounts over $250 must be acknowledged to donor
WITH YOUR TAX ID NUMBER CLEARLY LISTED,

any over$5000 are considered substantial and must

be separately reported on IRS form 990/990EZ, Schedule B)

Investment Income/Interest (990EZ, line 4) $
Fundraisers: (list each fundraiser with GROSS Income amounts)

& H P BB

Total Fundraising $

Total Income (990EZ, line 9) $

Expense
Misc. grants & similar amounts paid (add additional sheets if needed)

$
$
$

Total, all grants & similar amounts paid (990EZ, line 10) $

Printing, publications, postage, shipping (990EZ, line 15) $

Other misc. operating expenses (990EZ, line 16) $

Fundraiser Expenses (amounts paid to fundraising companies)

$
$
$
$
$
Total, all fundraising amounts paid (990EZ, line 7b) $

Total Expense (990EZ, line 17)  $

Ending Balance (last day of fiscal year) (990EZ, lines 21 and 27B) $

Completed by: Date:




Fundraiser Comparison Worksheet

Selecting a Fundraiser

When deciding between fundraising ideas, chart out how each fundraiser compares in
each of these areas. On a blank paper, list out pros and cons of each fundraiser you
looking at to bnd the one that best bts your needs.

Rate them on the following:

Volunteer Time

How much volunteer time will it take to process order, collect money, hold an event,
distribute product, give prizes, etc. Will this be something your volunteers will want
to help with? Do you have enough volunteers to run this fundraiser?

Probt Margin

The difference between the income and expenses. For product sales, 40-50% is
good. For a community partner nights, 10-30% is good. For 0athons( like
Jogathons, 80-95% is good. How much do you really need to raise? Is it likely you
will raise it with this program?

Estimated Risk

Do you have to purchase anything ahead? Will you be stuck with product you can!t
sell? Is there large amounts of cash being handled for low probt margin (consider
what a loss or misplace item/order could cost you)? Can you afford the risk?

Student/Family Interest

Is this something your students/families will be excited to participate in or will very
few students/families participate? Are there incentives for students who participate?
Who pays for the incentives and how much do they cost?

Vision, Mission and Values of PTA
How does this fundraiser bt into the vision, mission and values of PTA? Isitonly a
means to make money or can it be used to further the purposes of PTA?

If using a company,...

How reputable is the company? What is the quality of their product compared to
others? Is the representative helpful and available to help with the fundraiser
(assembly, promotional materials, etc)? Who pays shipping? Timelines for orders,
delivery times, etc.

During/After the Fundraiser

Keep records of orders/donations/prizes awarded in a procedure book so you will have
it for next time (or can show why you are not doing it again). Make sure you evaluate
the fundraisers you decide to do and see how they added up to your expectations.
Make notes of successes and challenges to pass on for next year.



Hold Harmless Agreement

The PTA

presents to the School

District the following described equipment:

The School District hereby agrees to:

1) Accept ownership of the above-described equipment.

2) Accept responsibility for the installation, operation and maintenance of the
above-described equipment.

3) Hold the PTA harmless from any claim or lawsuit arising from the damages
caused by or from the use of said equipment.

4) Keep the above-described equipment at

for a period of no less than years.
Date: PTA Officer:
PTA Oficer:
Date: Superintendent:
Principd:

If a school district has its own hold harmless agreement, please send a copy to the
Oregon PTA Office for review.



Grant Agreement

The PTA hereby
gives to the School District
a monetary grant (check # ) in the amount of $ for the sole

and express purpose of:

It is agreed between the parties that the grant will be expended by the School District on
or before

Any unused portion of the grant will be returned to PTA.

It is further agreed that failure by the district to fulfill the terms of this grant specified
herein and by the date stated herein will result in the grant returned in full to
PTA.

Date:

PTA Officer

PTA Officer
Date:

Superintendent
Date:

Principal



National PTA Partnership Definitions

Approved by National PTA Resource Development Committee 4/6/2006

Sponsors (Proud Community Partner, Proud Sponsor, Program Sponsor, Convention Sponsor,
Special Event Sponsor, etc.) —

is a funding mechanism in which an outside party, usually a corporation, provides cash or in-kind
contributions to support the mission, a program, special event, a resource, or the good work of a non-
profit organization. It is distinguished from a charitable contribution in that a corporate sponsor is typically
motivated by a desire to receive a public acknowledgement for its support. Sponsorships are not
endorsements of a company, its programs or products. However, a sponsor can receive a variety of
benefits and recognition opportunities, which are negotiated and specified as terms of a contract.

Proud Member Benefits Provider —

is an affinity relationship between an outside party, usually a corporation, and an association. The outside
party offers a special discount on its products or services to the association’s members, and the
association receives a royalty income generated from sales of the discounted item. These relationships
are not an endorsement of the company or its products. However, the outside party receives negotiated
rights to market the discount program to members of the association.

Partners —

are formalized relationships between National PTA and non-profit organizations; whereas each
organization received reciprocal benefits, including negotiated opportunities to promote programs to each
organizations’ members, content sharing possibilities, and development of co-branded resources.

Strategic Alliances —

are informal relationships with non-profit organizations that share one or more public policy or program
foci with National PTA, characterized by a sharing of information, development of joint strategies to reach
common goals, sharing of resources such as publications, research, advocacy activities (letters to
Congress, fact sheets, advocacy alerts, visits to members of Congress). Strategic alliances are generally
short term and/or informal relationships that can function without a structure and require minimal
planning, effort, or staff time. Each organization retains authority and keeps resources separate.

Grants -

are funds sought by National PTA for which there is a formal application process, a designated use for the
funds identified by National PTA as part of the grant application process and within the parameters of the
grant making guidelines of the public agency/organization/foundation.

National PTA Privacy Policy

Protecting Your Privacy: PTA Privacy Policy for Members

Policy Summary

National PTA does not sell or rent member information to anyone.

To help provide more value for PTA membership, sponsors and member benefit providers do receive
limited and restricted opportunities to communicate special offers to our members.

All mailings are reviewed and approved by PTA and sent through a 3™ party mail house. The 3 party
mail house is required to sign a confidentiality statement that the lists will be used for a one-time mailing
and cannot be shared with anyone.

Our sponsors and member benefit providers never see the list or have direct access to it.

PTA does not allow sponsors or members benefit providers to solicit members under the age of 18, when
designated as such.

PTA uses state-of-the-art technologies and processes to protect and secure any information it collects.

Information PTA collects

When you apply for membership, PTA asks for basic information, such as your name, street address, and
email address. Your participation in PTA activities and member services also is tracked to help PTA better
understand member interests and evaluate the effectiveness of our offerings. PTA also collects
demographic information from other sources to learn more about member characteristics and needs. As
explained in the Questions and Answers below, PTA may ask for additional information when you visit
www.pta.org. All of this information helps PTA better serve members and improve programs.
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Oregon PTA Instructions for Entering Membership
Online and Printing Membership Cards

Printing template cards

Print cards onto business card template paper (10 per page) or heavy card stock paper that you cut
yourself later. The template to print can be found on the Oregon PTA website under membership,
membership chair. Once your template cards are printed you will enter your members in the Oregon PTA
online membership database (see below) and feed the paper back through, printing over the templates to
add member information after entering members.

Entering Member Information Online

1. Go to the Oregon PTA web page at www.oregonpta.org.

2. Scroll to the bottom of the page and click on Local Unit Leaders Log-in.

3. Enter the members-only username (Diversity), and password (Means).

4. Click on 00Online Membershipo.

a. Enter your local unit National 1.D. number, membership password, local unit mailing address,
and membership contact person and phone number. If you do not know your membership
password, contact last year{s unit president or secretary, your region director, or the Oregon
PTA Office.

b. Click the 0Submit) button.

5. The first time you sign in each fiscal year you will be asked the amount of your dues. Input the
amount your unit charges for dues (this figure is used to charge members who join your PTA
using the Oregon PTA Join Now feature of the web site).

6. Enter each new member.

a. Select the type: Parent, Teacher, Staff, Community, Student, etc.

b. Enter the INDIVIDUALIS full name, phone number, e-mail address, and home mailing
address.

c. Click the 0Add member0 button only once.

d. Repeat the above for each new member.

7. Select the 0Roster0 button.

a. Print a copy for yourself

b. Print a copy for your secretary

c. Print a copy for the Treasurer

8. Select the 0Remittance Form0 button.

a. Always select INew Form0. (The dated forms will be your past entries and are available for
your review, for reconciliation, and/or tracking purposes.)

b. Print a copy for your records and one for your treasurer.

9. Remit payment, as indicated on the remittance form, to the Oregon PTA office by the last
business day of the month.

a. The program calculates the number of members and the amount that should be sent in. The
split amounts that print on the bottom of the form are for internal use of Oregon PTA.

10. To print the individual information onto your membership card templates you made
previously, select OPrint Membership Cards0 and feed the templates though your printer
as you would letterhead.

Reconcile total membership numbers to membership dues remitted at least monthly by clicking on the
ORoster0 button. Here you will see when each member was entered into your database and on what date
the membership dues payment was received. Remember, for local unit award purposes, membership
dues payments must be received by the last business day of each month.

Contact your Region Director or the Oregon PTA office with any questions and/or for assistance.



PTA Committee Assignment Sheet

To:

Thank you for your willingness to serve PTA as chair of the Committee.

The Committee has been assigned the following task/responsibility:

The Following people have been assigned to or expressed an interest in serving on the committee:
Name Phone

These committees DOES/DOES NOT have an established Procedure Book. If a Procedure Book is not
available, please start one by saving useful information and materials for next year{s chair.

Meet with the committee to develop a proposed Plan of Work/Action Plan to submit for approval. The
Plan must be approved before work begins.

Please present your proposal (using a Plan of Work/Action Plan form) to the Executive Committee/Board
by (Date).

PTA President Name Signature

Email Phone



PTA Committee Plan of Work/Action Plan

Name of Committee:

Committeels Goal/Task:

Plan to accomplish Goal/Task:

Estimated expenses:

@ B H &P

Total estimated expense $

Requested Budget: $
Committee Members:

Name Phone/Email:

Committee Chair:

Name: Signature:

Email: Phone:

Date submitted to Executive Committee/Board:

Executive Committee/Board

Additions/Changes:
Plan approved: (date)
Budget approved: (date)

Presidentls initials: (date)




PTA Committee Final Report

Complete Part 1: Committee Evaluation Form and Part 2: Financial Statement. Submit
them together to the executive committee/board as your final committee report.

Part 1: Committee Evaluation Form

Name of Committee:

Name of Chair: Phone:

Description of Committeels Job:

Describe Plan of Work:

Committee Members:

Was committee size adequate? Y or N
Recommended size: Why?

Committee budget: $ Was budget adequate? Y or N

If not, explain:

Briefly evaluate committeels work (were goals met, successes, challenges, etc.):

Recommendations for next chair:

Date: Submitted by:



PTA Committee Final Report

Part 2: PTA Committee Financial Statement

Committee:

Approved Budget: $

Income (if applicable):

B B B B B BH

Total Income $
Expenses:

©“ B B B B B

Total Expenses $

Net Profit (unused funds): $

Submitted By: Date:

Committee Chair



Oregon PTA
Resolution Action Cover Sheet

For Use in Submitting Resolutions

This cover sheet MUST accompany any resolution proposed for action by delegates to the Oregon PTA
Conference and Convention.

DEADLINE: All resolutions must be postmarked no later than December 31st, and mailed to the Oregon
PTA Office for review by the Oregon PTA Resolutions Committee.

Submitting Group:

Check one: Local PTA/PTSA Unit Council Region Committee
Name:
Was the resolution voted on by the General Membership of your group? Yes No

If not, what Governing body approved the Resolution for submission?

Please give the name of the person to contact if the Oregon PTA Resolutions Committee wishes to get in
touch with submitting group/

Name

Address

City State Zip

Phone Email:

CHECKLIST:

Is the proposed action: Yes No

¥ In accordance with PTA Objects and policies?

¥ Related to the education, health, or welfare of children and youth?

¥ Accompanied by background data, table of contents and reference
sheet, pages numbered consecutively?

¥ Signed by the groupls president and secretary?

¥ (If legislative) Related to state or federal rules, regulations,
agencies, or congressional action?

Signature of President Date

Signature of Secretary Date

Please mail, fax, or email this form to:
Oregon PTA, 4506 SE Belmont, Suite 108B, Portland, OR 97215
Fax: 503-234-6024 or email: office@oregonpta.org




Oregon PTA Convention Resolution Process

To be considered for presentation to the convention delegates, a resolution must be developed by and originate
within a local unit, council, or the Oregon PTA board of Directors, ort Executive Committee.

Local Unit Council Oregon PTA Oregon PTA
Board of Directors Executive Committee

Oregon PTA Resolutions Committee

If rejected; Returned to If approved; Forwarded to
originator with explanation ) Oregon PTA Board of Directors

A Proposed Resolution
rejected in this process may If approved; Forwarded to
be brought to the convention Oregon PTA Convention
floor following approval by Delegates

2/3 vote of the convention
delegates to consider the

resolution

v

If approved; Referred to

appropriate state PTA body

If rejected on the convention for action.

floor; the resolution is dropped

This process presupposes all rules, guidelines, and procedures as
established by Oregon PTA, have been followed.

10



National PTA Convention Resolution Process

Resolution developed and adopted by
local unit, council, district, or state PTA

Cover Sheet to
State President for Signature

Received by NPTA no later than

2 weeks after state connection or

by January 15" if submitted by local,
council, district, or state board.

l Send to:

State PTAIs Resolutions Committee for

Consideration

!

!

Reject

Forward to State Convention

4 v

Adopted Not Adopted

“

Resolution, Background Material,
Cover Sheet to NPTA

'

NPTA Resolutions Committee

reviews resolutions

/’

Resolutions with Legislative Intent to
Legislative Committee for review.

Legislation Committee

’

Forward to Convention

Reject

According to NPTA Standing Rules, the

4 recommends Convention Resolution Committee imust include
To Board of Directors with each resolution a recommendation to
approve or disapprove, or may present
/ l resolutions with recommendation.T
Reject Forward to Convention |— 3 Convention Body

/

Resolution Not Adopted

Resolution Adopted

Board of Directors for Review

4/ L v

Not Ratified

Ratified Amended & Ratified

NPTA Positionj

Group submitting the resolution is notified of action by the Resolutions Committee. Notification to states with fall conventions and other groups

that must submit resolutions by January 15" will be sent after the February-March meeting of the Resolutions Committee. Any group submitting

a resolution with legislative intent will NOT be notified until the pre-convention board meeting in June. States submitting resolutions from spring
conventions will be notified after the Resolutions Committeeis pre-convention meeting in June.
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OREGON PTA REFLECTIONS PROGRAM
OFFICIAL ENTRY FORM

Directions: PrA REELVE FIONS

This form must be filled out, front and back, in its entirety, including the required signatures
before submission. Please print clearly.

Studentls Name: First Middle Initial Last

Address

City Zip plus 4

Phone Email

School Grade Age Gender (circle) Male or Female
GRADE DIVISION (check one) ART AREA (check one)

___ Primary (Preschool - 2) Dance/choreography Photography
____Intermediate (3, 4 & 5) Film Production Theatre **
___Middle/Jdunior (6, 7 & 8) Literature Visual Arts
____Senior (9-12) Music Composition (includes 3D)
__ Special Artist ** denotes Oregon-specific category

Title of Work - REQUIRED

Artist Statement - REQUIRED (min. one sentence. Max. - 100 words. Attach extra page, if necessary)

| grant Oregon PTAincluding Regions, Councils and Local PTA/PTSA Units, permission to use my work(s)
for commercial or noncommercial use, including but not limited to public presentation of the work and reproduction of
the work in print, electronic and multimedia format to promote the Reflections Program. Oregon PTA may continue to
use my work as long as it has access to an archived copy. Oregon PTA is not responsible for lost or damaged works.
Entries may not be returned. | understand that | must participate in the Reflections Program through a qualifying
PTA/PTSA. | affirm that this is my own original work. | understand that the submission of my entry in the Reflections
Program constitutes the above conditions.

Student Signature Parent/legal guardian - REQUIRED if student is under 18

NOTE: Form continues on BACK. Form must be completed on both sides by entrant.

To be completed by local PTA/PTSA Unit

PTA/PTSA Name Councll Region
Unit Address City Zip Plus 4

Local Unit National PTA ID Number (8 Digits)
Local Unit Reflections Chair Name:

Phone ( ) - Email

Form revised July 2015 Pagel




ARTS CATEGORY

SPECIFIC QUESTIONS

PrA REEFLTE FIONS

Entrants must answer the following questions for the category relevant to their submission.

Dance choreography

What is the title of the dance music?

Who is the performing artist or musical group?

Who is the composer? Who wrote the lyrics?

Film Production

What are the brand and model of the camera you used?

If you used editing software, what kind did you use?

If you used background music, what is the title?

Who is the performing artist or musical group?

Who is the composer? Who wrote the lyrics?

List the names of the people who appeared in this film

Music Composition

Are there singers? If so, how many and what are their names?

Are their instruments? If so, what instruments?

If you used music composition software, what kind did you use?

Photography

What brand and model of camera did you use?

What kind of process did you use to prepare your photograph?

Dimensions of picture? Dimension with matting (no frame)

Visual Arts including Three-Dimensional Visual Arts

Describe the medium or type of visual art you developed (example - clay, fabric, wood).

Dimensions of work?  Height Width Length

BE SURE TO COMPLETE BOTH SIDES OF THIS FORM CAREFULLY BEFORE SUBMITTING

Form revised July 2015 Page?2
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acher of the Year
Application Application Cover

Purpose:

her that does an exceptional job of supporting their local PTA and National PTA’s
vision, mission and values.

- To support and speak on behalf of children and youth in the school, in the community, and
before governmental bodies and other organizations that make decisions regarding children.

- To assist parents in developing the skills they need to raise and protect their children.
- To encourage parent and public involvement in the public schools of this nation.
Submission:

PTA unit leaders complete this Teacher of the Year Application Cover and the following required
recommendations. Make multiple copies of the Recommendation Form as needed.

- A student recommendation
- A staff member recommendation
- A community member recommendation
- A parent recommendation
- A principal recommendation
Selection:

The Oregon State Board of Directors Awards Committee will review the nominations and will select the
Oregon PTA Teacher of the year.

Application Cover Information:

Teacher Information:

Full Name:

School:

Subject/grade:

Phone: Email:

PTA Unit Leader Submitting Application:

Name: Position:
PTA unit: PTA Region #:
Phone: Email:

Signature: Date:




REGON PTA Teacher of the Year

Recommendation Form

Teacher: School:

Check One and complete the section below to answer the question.

Check Type Question
One

Student

Staff

Community
Member

Parent

Principal

Answer to above Questions in 100 words or less: (continue on another page if necessary)

Printed Name: Phone/email:

Signature: Date:




To recognize

1
1] #
1o
$ %
1] &
1] #
%
wr $
%

%

%

)% *(

% , %

% - % %
% 1

%%

% %

%



504 / 1 )

% t
% , %
L 0
0
% 0
0
% % - L 34 555555 55555
% $ 3 4 55555 55555
0
% 0
0
% - L 34 55555 55555
7 % %%
0 0
0
0 |
89:; "1 # " )I<#
-=>?0)9
!
' (



Oregon

PTR
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Unit Nomination Application
DUE: March 1st, 2015

Units may nominate themselves or be nominated by a Region Director or OPTA State Board Member.
Please submit a separate application for each award nominee/winner.
Mail applications to: Oregon PTA Office, 4506 Belmont, Suite 108B, Portland, OR 97215 or Email to:
office@oregonpta.org or Fax to: 503-234-6024

Award Category: Please place an X in front of ONE award:

Award for Unit Excellence

Program of the Year

Unit Information:

Unit Name: Region:

Unit President: Email:

Will someone from this PTA unit be attending the Oregon PTA Annual Leadership Conference? .

Why should this unit be considered for this award? (Attach pages as needed)

Contact Submitting Application:

Name: PTA Position:

Email: Phone:
6




