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Updating Unit 2024 Bylaws in the Thirty-Third District PTA (checklist) 
 

COVER PAGE 
 
(Copy from current bylaws and/or Bylaws Worksheet with no changes to this information, except 
for grade level starting at TK, if applicable) 

o National PTA Identification Number 
o California State PTA Identification Number 
o Name of Association (full name of the association) 
o Council PTA (name) 
o District PTA:  Thirty-Third 
o Address of School – Street 
o City – Zip Code 
o Grades in School 
o Organization Date of This Association 
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ARTICLE 1 - NAME: 
Paragraph 1: 

o Line 1: Name of this PTA association 
o Line 3: City that the unit is in 
o Line 3: Name of Council PTA 
o Line 4: Name of District PTA:  Thirty-Third 
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ARTICLE IV – MEMBERSHIP AND DUES 

o Section 4a: Enter the full amount of dues collected per member (fill in all blanks – 
first two blanks should have numbers spelled out and the third blank should have 
numbers, example: Ten dollars and _____ cents ($10.00)) 

o Section 4b, 3 (District dues): Should be filled out as “------ dollars and fifty 
cents ($0.50) annually.” 

o Section 4b, 5 (Council dues): Should be filled out similar to Section 4b, 3 with 
the information for the council dues 
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ARTICLE V – OFFICERS AND THEIR ELECTION 

o Section 2: Strike through any positions that are not officers in your association 
o Section 2: Enter the number of Vice President positions (number spelled out and 

then actual number – example: four (4) vice presidents) 
o Section 4c: Enter the composition of the nominating committee (example: ... shall 

be composed of five (5) members, with two (2) alternate(s)) 
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PAGE 5 
 
ARTICLE V (continued) 

o Section 7: Enter the month of the annual election meeting (usually February, 
March, April) 

o Section 8c: Enter the date that the officers assume office (usually July 1) 
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ARTICLE VI – DUTIES OF OFFICERS AND CHAIRS 

o Section 4:  Additional authorized check signers - fill in one or two elected officers, 
other than the secretary or financial reviewer 
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ARTICLE VII – ASSOCIATION MEETINGS 

o Section 2: Enter the month of the annual election meeting (Same as PAGE 5, 
Article V, Section 7) 

o Section 4a: Enter the number of members to call for a special meeting by written 
request (example: three (3) members) 
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ARTICLE VII (continued) 

o Section 5b: Enter the number of association members establishing quorum 
(usually the number of PTA officers + 4 (minimum of 11) example: Thirteen (13) 
members) 

o Section 8: Strike through if association members are NOT allowed to participate 
via teleconferencing 
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ARTICLE VIII – EXECUTIVE BOARD 

o Section 2g: Enter the month of the meeting that the financial reviewer will be 
appointed and ratified. The financial reviewer shall not be an officer of the association 
or a member of the executive board. [Use only if a financial reviewer is NOT among the 
elected officers in ARTICLE V, Section 2, otherwise strike through] – usually at the first 
meeting in August or September. 

o Section 2l: Strike through if the association is not incorporated 
o Section 5: Enter the number of members to call for a special meeting by written 

request (example: three (3) members) 
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ARTICLE VIII (continued) 

o Section 6b: Enter the number of association members establishing quorum 
(usually the number of officers + principal + teacher rep divided by 2 and rounded up to 
the next whole number or +1 (minimum of 5) - example: Seven (7) members) 

o Section 8: Strike through if executive board members are NOT allowed to 
participate via teleconferencing 

 
ARTICLE IX – COUNCIL MEMBERSHIP 
This information must match information contained in the council bylaws (ARTICLE V – Council 
Voting Body) 

o Section 1a: Enter the name of council 
o Section 1a: Enter the number of additional delegates or alternates select by the 

association prior to the first council meeting (example: two (2) delegates or 
alternates)  

o Section 1b: Click on “appointed” to select whether the delegates are appointed 
or elected. 
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ARTICLE XII – ARTICLES OF ORGANIZATION 

o If the association is incorporated, strike through the first paragraph 
o If the association is NOT incorporated, strike through the second paragraph 
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ARTICLE XIII – IDENTIFICATION NUMBERS AND FISCAL YEAR 
Copy from current bylaws and/or Bylaws Worksheet with no changes to this information 

o Section 1: California State PTA Identification Number 
o Section 2: National PTA Identification Number 
o Section 3: Internal Revenue Service Employer Identification Number (EIN) 
o Section 4: Franchise Tax Board (FTB) entity number 
o Section 5: Registry of Charities and Fundraisers number (formerly the charitable 

trust number assigned by the California State Office of the Attorney General) 
o Section 6: If the association is incorporated, enter the corporation number 
o Section 6:  If the association is NOT incorporated, strike through entire section 
o Section 7: Enter the fiscal year of the association (usually: ...shall begin July 1 and 

end June 30.  -  Copy from current bylaws) 
 
ARTICLE XIV – PARLIAMENTARY AUTHORITY 

o If the association is incorporated, enter the name of the PTA unit 
o If the association is NOT incorporated strike through: “the Articles of 

Incorporation of the _____________” 
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SIGNATURES 

o Line 1: Enter the full name of the Association (copy from current bylaws) 
o Line 2: Enter the name of the of PTA Council 
o Line 3: Enter the name of the District PTA – Thirty-Third 
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STANDING RULES 

o Number 3 – Board Roster: Enter the deadline for the officer information to be 
submitted to council (copy from existing bylaws) 

o Number 4 – Vice Presidents: Strike through whichever officer (executive vice 
president or first vice president) does NOT serve as primary aide to the president 

o Number 4 – Vice Presidents: Enter the title of each vice president (example: The 
first vice president shall serve as Leadership Chair; The second vice president shall 
serve as Membership Chair) 

o Number 5 – Association Meeting Dates: Click on “First Monday” to select the 
day of the month that the association meetings will be held (example: Second 
Tuesday) 

o Number 5 – Association Meeting Dates: list ALL months that of the association 
meetings throughout the school year 

o Number 9 – Executive Board Meeting Date: Click on “fourth Saturday” to 
select the day of the month that the executive board meetings will be held 
(example: Second Friday) 
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STANDING RULES (continued) 

o Number 11 – Authorization for Expenditures: Enter the amount that the 
executive board is authorized to pay association bills between association 
meetings. For units with:  

8 or more association meetings can be up to $500 
5 to 7 association meetings can be up to $750 
4 or fewer association meetings can be up to $1,000 

(example: seven hundred fifty dollars ($750.00) between meetings) 
o Number 14:  Strike through if committee members may NOT participate in 

meetings via teleconferencing 
o Number 16 – Standing Committees: List the names of the standing committees 

(that function all year long) if applicable (example: hospitality) 
o Number 17 – Council Assessment: Enter the council assessment fee 

information (must match the council assessment fee and due date listed in the Council 
Bylaws. (example: This association shall pay an annual assessment fee of three 
hundred dollars and ________ cents ($300.00) to the [council name] Council by 
December 1) 
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