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PURPOSE OF TRAINING

* Overview of key responsibilities
* Understanding the PTA mission and your role as the driving force

 Compliance basics
* Leadership tips for success, including how to run effective meetings

* How to carry out the mission

)
Use Q&A for
guestions during
this session ==
—
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PRESENTERS

Ben Pearson-Nelson Lauren Klute Meta Viers
Virginia PTA President Virginia PTA President-Elect Virginia PTA VP of Leadership Development
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PRESIDENT'S ROLE

Summary:

* Lead and preside over all PTA meetings while  setion 1. The president shail
coordinating officers and committees to A. Preside at all meetings of this Local / Council PTA.
advance the PTA’s purposes. B. Coordinate the work of the officers and committees of this Local / Council PTA in

order that the purposes in Article 1 may be promoted.

i SU bm |t req ul red Ofﬂce r COnta Ct | nfO d nd E I N C. Submit this Local / Council PTA officers’ contact information form and verification of

to V|rg| nia PTA promptly after electi ons a nd Fhis Loc.al / Council PTA'.s employfar identification number (EIN) to the Virginia PTA
h .. f V|r inia and National immediately upon election of officers annually.
su pport t € missions o g D. Support the mission of the Virginia PTA and National PTA.
PTA E. (For Council PTAs) Support the work of the Local PTAs within this Council PTA’s
. e boundary.
* Serve as an ex-officio member of all g | | |
. . . F. Serve as an ex-officio member of all committees of this Local / Council PTA except the
committees (except nominations) and nominations committee.
perform other duties as outlined in the G. Perform such other duties as may be prescribed in these bylaws.
bylaws.
i’;ﬁ.ﬁ Virginia PTA - Local/Council PTA Uniform
gy W N AW Byla ws, page 15



A PRESIDENT IS ALSO...

A Key Leader in PTA Success!

* Visionary for your PTA Identity— The President focuses the work of
the PTA on the mission at their school and connects the PTA across
geographic lines.

* Part of the Team — The President works closely with officers and
committees to keep the PTA focused and moving forward.

* Ownership of Compliance — The President ensures all required
documents are submitted on time: bylaws, financial reviews, officer\
lists, and more.

* Financial Oversight — While the Treasurer handles financial details,
the President guides the budget’s priorities and
keeps the PTA’s financial health in check at a high level. This builds
trust, protects funding sources, and strengthens the PTA’s mission
impact. You are a 501c(3) nonprofit organization.

Virginia




LEADING WITH PURPOSE

* Inspire & Motivate - Energize members
and volunteers to get involved and stay
engaged with the mission

 Communicate Clearly - Keep the school
community informed and connected

* Collaborate Effectively - Build strong
partnerships with your officers, your school

community, and other PTAs

e Connect - Link your PTA to other PTAs;
including your Council, the Virginia PTA,
and the National PTA
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TIPS FOR SUCCESS

e Develop your budget early and with key input:
outgoing and incoming officers, your principal

* Organize membership drives to grow your PTA:
everyone should be encouraging membership

* Encourage participation from the entire school
community

* Host school and community events to build
lasting relationships

 |dentify key issues and opportunities for
advocacy work: fully fund our schools
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RUNNING AN EFFECTIVE MEETING

Schedule monthly meetings with agendas shared in advance. Consider in-person and
virtual options

Start/end on time
Include updates from the principal or staff

Create a welcoming environment by greeting attendees, use name tags or labels,
encourage mingling, share celebrations and challenges, and provide childcare,
translation, or snacks as needed

Keep meetings organized and try to make participation equal by applying Robert’s
Rules

Properly record decisions. Along with the secretary and treasurer, document meeting
decisions, motions, budget approvals, attendees; get board approval and distribute
minutes promptly. Use technology to help, not as a substitute.

Virginia
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

1 - Consult With
Leaders

e

Talk to your fellow
board members and
your principal for
advice

PTA PROBLEM SOLVING 101

2 - Check the Bylaws

Take the emotion out
of it. What do the rules
say? Consult the
bylaws,
organizational
structure form,
standing rules

3 - Reach Out to Your

Council

Councils are full of
experienced leaders
who have been in
your shoes. They can
also connect your to
other local leaders
that can help

4 -Let Your 5 - Contact VAPTA
Membership

Weigh-In

A membership vote When all else fails,
can decide to change contact VAPTA for
a leader, a policy support

position, or a standing
rule impacting your
PTA



SOA LETTER REQUIREMENTS

e Upload Required Documents
* Proof of Insurance
 PTA name, policy #, dates of coverage, at least liability coverage
* 990 Filing
 MUST show return was “Accepted” by the IRS
* Financial Review
 Completed by at LEAST 2 non-signers or a certified CPA
* Signed at the bottom by the incoming President & Treasurer
* Organizational Structure Form
e Should have all boxes filled out including the date approved by your membership

* Once all 4 documents have been uploaded AND you have made your first dues payment of
the year the VAPTA office will upload your SOA form withing 3-5 business days

VAPTA is responsible for ensuring over 900 PTAs are in compliance every year!
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COMMON COMPLIANCE SUBMISSION ERRORS

'
%
LNy
WAKE EVERY CHILD'S
FOTENTIALA REALITY,

everyehild. onevoice.d® / \daptil Ig UI |if0r| “ BylaWS

Date Approved by Membership: May 1, 2025

TAX ID NUMBER 12-3456789

PTA INFORMATION

Name of PTA Unit: Best PTA Ever Middle School
Mailing Address: 123 Main St, Anytown, USA 12345
PTA Type (Check One) ‘ PTA [J pTsa [ sepTA [ council Virginia PTA Region: Central

School District: Chesterfield County
Annual Membership Dues charged to your Members (Includes both $1.50 to Virginia PTA and National PTA dues)
Individuals: 10 Students: 10 Teachers: 5 Other:

ELECTED OFFICERS

List Vice President Position Titles: (Add positions as applicable. Please do not list the names of individuals.)

Virginia PTA Council: Chesterfield County Council

1tyvp of Programs 4™ VP of
President, .
Treasurer, 2" VP of Membership 5t vp of
Secretary, 3 VP of 6" VP of
Additional Positions:
Number of Officer Term Length (Check one):
Vice Presidents: 2
1 year term with 2 consecutive terms v 1 year term with 4 consecutive terms
1 year term with 3 consecutive terms 2 year term with 2 consecutive terms

EXECUTIVE COMMITTEE MEETINGS (Elected Officers. Meets at the call of the President)

Meetings per year: 2 Days Notice: 7 Days Notice:
(Minimum) (Regular Meeting) (Emergency Meetmg)

EXECUTIVE BOARD MEETINGS (This includes Elected Officers, Principal, and Standing Committee Chairs)

Meetings per year: ° Days Notice: 7 Days Notice:
(Minimum) (Regular Meeting) (Emergency Meetmg)

GENERAL MEMBERSHIP MEETINGS (Quorum is 10. Minimum Notice for Regular is 14. Recommended 5-7 meetings/year)

Days Notice:
(Emergency Meetmg)
NOMINATIONS & ELECTIONS

Nominations Committee should be elected 2 months before election. Must have odd number and no less than 3 people.

Meetings per year: 7 Days Notice: 14
(Minimum) (Regular Meeting)

Mnnth Membership Elects Officers: (Check one) Officer Transition: (Check one)
v May June Last day of the school year v Last day of the fiscal year (June 30)
Virginia
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VIRGINIA PTA
APPROVAL OF LOCAL / COUNCIL PTA UNIFORM BYLAWS

This Local / Council PTA is organized under the authority of the Virginia Congress of Parents and
Teachers (hereinafter “Virginia PTA”), a branch of the National Congress of Parents and
Teachers (hereinafter “National PTA”).

Name of Local / Council PTA: Best PTA Ever Elementary PTA

Address: 123 Main St

City: Anytown State: VA Zip: 12345

Employer Identification Number (EIN): 12-345678

These uniform bylaws were adopted under the direction of the Virginia PTA Board of Directors
by voting delegates at the Virginia PTA Annual Meeting on May 17, 2025, and shall be kept with
the permanent records of this Local / Council PTA.

Approved on behalf of the Board of Directors of the Virginia PTA:

v
State President Signature

UNIFORM BYLAWS

State %:retary Signature

7/1/2025

Date



COMMON 990 SUBMISSION ERRORS

CORRECT VS INCORRECT 990
SUBMISSIONS

GRS

Confirmation

Your Form 990-N(e-Postcard) has been submitted to the IRS

«  Organization Name: JAMES RIVER HIGH SCHOOL PTSA
o (EIN: 123456789

« Tax Year: 2023

Tax Year Start Date: 07-01-2023

Tax Year End Date: 06-30-2024

Submission ID: 1006552025

. : Filing Status Date: 06-05-2025
. : Filing Status: Accepted =

MANAGE FORM 990-N SUBMISSIONS

CORRECT

Electronic Notice (e-Postcard) OMB No. 1

for Tax-Exempt Organization not Required to File Form 990 or $90-EZ 20.
«

Open 1o Publ

W, of tax year beginning 2024-07-01 and encing 2025-06-30

C Name of Organization: VIRGINIA CONGRESS OF PARENTS D Employes loel
AND TEACHERS Number 54-123¢
123 Main Street

Anytown , VA, US, 12345

| $50.000 or less

F Name of Poncipal Officer: PTA Presidont
123 Main st Anytown,
VA._US, 12345

* Reduction Act Notice: We ask for the information on this form 10 camy out the Intemal Revenue laws of 1
w information. We need # to ensure that you aré complying with these laws

ired to provide information requestied.on a form that is subject to the Paperwork Reduction Act uniess the
‘0oks or records refating to a farm orits instructions must be retained as long as their contents may becom
Revenue law, The ruies governing the confidentiality of the Form €80-N s covered in code section 6104

= and file this form and related schedules will vary dependng on the ir dual o wes. The

ad for your records only. Do Not mall this page to the IRS. The IRS will not accept this filing via pape
rd) electronically.

INCORRECT




THE MISSION OF PTA

To make every child’s
potential a reality by
engaging and empowering
families and communities to
advocate for all children

Learn more at vapta.org/vision-mission-and-values/ e
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https://vapta.org/vision-mission-and-values/
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YOUR LEADERSHIP DRIVES OUR MISSION

Champion PTA’s Core Values — Inclusivity, collaboration, and
dedication to every child’s success

Create Meaningful Impact — Lead advocacy efforts that
shape education policies and support families

Build Strong Connections — Engage families and community
members to foster a supportive school environment and
connect across PTAs

Empower Voices — Amplify the concerns and ideas of
students, parents, and educators

: Virginia
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

OUR ADVOCACY
CAMPAIGN: FULLY FUND
OUR SCHOOLS

New Award: Voice for Children Award P U B LIC
Connect to your elected representatives—
Meet and greet
Invite your representatives to a PTA sc H oo Ls
meeting
Connect your officers and members to the
campaign Vlrgll‘lla
Share information about the high costs of ‘/\' Pm
defunding schools —
Share advocacy alerts and actions
Encourage all officers and members
to create one email
Attend PTA Day at the General Assembly
Attend the annual Virginia PTA meeting


https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

PTA AND ADVOCACY

We are non-partisan, not apolitical.

Local PTAs can and should advocate—as long as efforts align with the PTA Mission,
Values, and Legislative Priorities.

Share advocacy calls to action from Council, Virginia PTA, or National PTA

Engage locally (ex: school board, Board of Supervisors) when issues connect to PTA
priorities

I. Discuss and take a membership vote before making public statements, writing
letters, or issuing new positions/resolutions

Remember: No officer should speak “on behalf of the PTA” without approval.

Virginia

. Pm Review our Non-Partisan Advocacy Guidance e
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ADVOCACY DO'S AND DON'TS

Do:

* Engage with elected officials and invite them to your PTA meetings
e Collaborate with Council or Virginia PTA on advocacy issues

* Ground advocacy in PTA resolutions, positions, and priorities

e Appoint an advocacy chair to be a member of your Executive Board
* Highlight that every PTA officer and member is an advocate

e Speak at local meetings to advance PTA’s mission (when authorized)

Don’t:

* Endorse candidates or parties (PTA is always non-partisan)

* Share or sign onto non-PTA policy letters without approval

* Use your officer title if speaking as an individual community member

Virginia

. PTI"’ Check vapta.org/take-action-23/ for more guidance



https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

JOIN US FOR VIRGINIA CAPITOL DAY IN JANUARY!
January 23rd, Richmond, VA 8am-2pm

Meet your legislators in Richmond

Share your personal experiences

Virtual training ahead of time- no experience
needed!

Kids are welcome to attend with their
parents/guardians

Prime the pump: Email/phone call campaign JAN 5-

Virginia
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23rd #TakeAction4Kids

Capitol Day

Engage. Empower. Advocate.

**Budget for this expense now**

Virginia
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

JOIN US FOR THE ANNUAL MEETING
*June 5-6, 2026, Richmond, VA

*Training Sessions

*Awards Ceremony

Inspiration and Collaboration with other PTA leaders from across the
Commonwealth

VIRGINIA PTA

* Every unit should be represented | A““"Al_ “EET'“G

s for a day of inspir networking and PTA business!

** . **
Budget for this expense now SAVE THE DATE

JUNE 5-6, 2026

¢ Vote on PTA Business

Virginia
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

- ACTION ITEMS: TODAY

e Add a focus on the mission to your next
meeting agenda: Voice for Children Award

7‘ * Ask you principal to talk about how
O bc increasing school funding would benefit

your students

* Add budget lines for PTA Capitol Day and
the Annual Meeting

* Engage your elected officials: Book your
delegate candidates

e Connect and share:

 Virginia PTA Facebook, Virginia PTA
Local Leaders Group

e Sign up for future Virginia PTA training

£\


https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409
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THANKYOU

DAl TRAINING@VAPTA.ORG

: : WWW.VAPTA.ORG
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