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I. Additional Duties of Officers 

A. Vice President shall also 

1. Arrange for the place of membership meetings and executive board meetings; 

2. Plan a social gathering of the incoming-outgoing executive board in May; 

3. Order and present the outgoing president’s pin; and 

4. Plan a retreat for the incoming executive board. 

B. Treasurer shall also 

1. Present the proposed budget to the executive board for its approval before its presentation 

to the membership; and 

2. Maintain financial records of expenditure and receipt to comply with IRS reporting 

requirements as outlined in Texas PTA’s Records Retention Policy for Local and Council 

PTAs. 

C. Parliamentarian shall also 

1. Serve as the point of contact for the nominating committee; 

2. Serve as point of contact for CFBISD Council Delegate; and 

3. Coordinate meals for members in need. 

 

II. Standing Committees 

The standing committees of this PTA shall be 

A. Community Outreach 

1. Plan an inspirational message for every meeting and lead the Pledge of Allegiance at all  

membership meetings; 

2. Coordinate local charitable activities;  

3. Serve as chair of grant subcommittee; and 

4. Complete Plan of Work with budget amounts per due diligence research. 

B. Publicity 

1. Provide publicity for the PTA’s membership drives, promotional events, and 

fundraising efforts; 

2. Maintain, create content, and moderate social media accounts; 

3. Serve as webmaster of the PTA’s website; and 

4. Complete Plan of Work with budget amounts per due diligence research. 

C. Fundraising 



1. Evaluate and implement viable fundraising opportunities; 

2. Seek out business sponsorships with local businesses; 

3. Establish and maintain terms of business sponsorships; 

4. Collaborate with the treasurer to maintain payments and online accounts (e.g. cash, check, 

PayPal, Venmo and Square); and 

5. Complete Plan of Work with budget amounts per due diligence research. 

D. Member Connection 

1. Serve as main point of contact for the Educational Socials and MNO; 

2. Coordinate seasonal and holiday children’s parties with playgroup coordinators; 

3. Coordinate year-round educational socials; and 

4. Complete Plan of Work with budget amounts per due diligence research. 

E. Membership 

1. Compile, write, edit and make available a directory for each PTA member; 

2. Enroll new members and compile a list to be sent to Texas PTA; 

3. Host a membership table with a book for guests and members to sign when they arrive at 

meetings; 

4. Send a welcome email to all new and renewing members; 

5. Coordinate quarterly membership events; 

6. Update guest and membership lists monthly; 

7. Maintain and moderate email lists and Facebook groups; 

8. Collaborate with the treasurer to maintain payments and online accounts (e.g. cash, check, 

PayPal, Venmo and Square); and 

9. Complete Plan of Work with budget amounts per due diligence research. 

F. Education 

1. Arrange setup, food, and nursery services for membership meetings; 

2. Arrange gifts for new members and new/expectant mothers; 

3. Arrange and introduce adult programs for the membership meetings; 

4. Arrange for children’s programs for the 3-5 year-old children for each membership meeting; 

5. Schedule speakers and arrange a time and place for parent education seminars during the 

year; 

6. Maintain the PTA’s library of educational materials; 

7. Maintain the Free Little Library located at Mary Heads Carter Park donated by the 

PTA; and 

8. Complete Plan of Work with budget amounts per due diligence research. 

G. Council Delegate 

1. One Council Delegate for the Carrollton-Farmers Branch Independent School District 

(CFBISD) Council of PTAs shall 

a) Attend all delegate meetings of the CFBISD Council of PTAs; 

b) Report announcements, important actions and the Council PTA programs 

to the membership and executive board; 

c) Seek information or approval from membership on matters referred from the Council 

PTA for such approval or information; and 

d) Report and/or vote as directed by the membership at the Council PTA meeting. 

H. Playgroup Chair 

1. Coordinate seasonal and holiday children’s parties with playgroup coordinators; 

2. Serve as main point of contact for the playgroup coordinators; 

3. Collaborate with the treasurer to maintain payments and online accounts (e.g. cash, check, 

PayPal, Venmo and Square); and 



4. Complete Plan of Work with budget amounts per due diligence research. 

 

III. Membership 

A. Parents may bring children into the membership meetings at their discretion, but as a courtesy to 

others may be asked to leave the room if a child becomes disruptive. 

B. A Nursery Liability Release Form shall be completed annually by each member or guardian for each 

child before that child can be admitted to the nursery. 

C. All benefits of membership, including attending playgroups, socials, outings, and parties are for 

dues-paying members as listed on a family’s official CECPTA roster entry. 

D. Members with disabilities will be accommodated as reasonably acceptable to be able to participate 

in PTA activities. 

IV.  Meeting Minutes 

A. The president shall appoint a committee of three members at the final membership meeting to 

approve the minutes of  the final membership meeting. 

V. Financial 

A. Checks of the Carrollton Early Childhood PTA treasury shall be signed by two persons, the 

treasurer and one of the following: president or vice president. 

1. For reimbursements made to the treasurer or relatives of the treasurer, the president and 

vice president must sign the checks. 

B. Reimbursements must be submitted no more than 90 days after purchase. 


