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Standing Rules for the Brentwood PTA 
 

I. MEETINGS 

A. Whenever feasible and as outlined in the budget, meetings will offer childcare and 

food. 

 

B.  The BPTA board will meet once a month from August to May. Board meetings will 

be held the week prior to the membership meetings, with additional meetings in January 

and March.  Additional planning meetings in the summer are recommended.  If a board 

member cannot attend, he/she must notify the president and provide a written report when 

necessary. 

 

C. If the membership meeting must be changed, the Recording Secretary will give 

sufficient notice, as per the BPTA bylaws, by posting notices on the BPTA bulletin 

board, in the Wednesday folder and in the Bulldog Bark e-mail newsletter. 

 

D. Instead of reading the minutes at the start of a meeting, executive board minutes will 

be posted on the BTPA website, and membership meeting minutes will be posted on the 

BPTA website and on the bulletin board at least one-week prior to the meeting for 

viewing.  Approval for the previous meeting minutes will be made at the beginning of the 

meeting.  Hard copies of the minutes will be available at the meetings upon request.   

 

E. At the joint board meeting in May, the outgoing President and the Principal will 

review the past year,  bylaws and standing rules, and clarify the roles and functions of 

board members and committee chairs with the incoming executive board. 

 

 

II. FINANCIAL PROCEDURES 

 

A. No officer shall approve or sign a check that is being issued to her/him. 

 

B. General liability, bonding, business property and officers liability insurance will be 

purchased each year. 

 

C. The BPTA will comply with all financial procedures recommended by Texas PTA. 

The Treasurer will keep a procedures book outlining how money is handled and recorded 

by the BPTA. 

 

D. A designated opener, that cannot be the Vice President or President, will open the 

bank statement each month and review it with the checklist to make sure it is accurate, 

then sign/initial it and give it to the Treasurer. 

 

E. The PTA President, or the designated alternate, will be reimbursed for expenses 

incurred in attending Texas PTA LAUNCH up to the amount in the budget. Other 
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attendees will be approved by the board. Requests for reimbursement should be made 

within 30 days of the event. For out of town events only, mileage and per diem will be 

paid at the current Texas PTA rate. 

 

F. Viewing Foundations Leader Orientation Training will be reimbursed. 

 

G. Checks returned from the bank for insufficient funds will be collected as per the 

current bounced check policy. The bounced check policy must be approved by the 

membership and should include additional amounts for charges incurred.   

 

H. All financial expenditures must be pre-approved by the BPTA board and then by the 

BPTA membership through the approval of the budget.  Receipts are required for all 

reimbursements. As a tax-exempt association, BPTA does not reimburse for sales tax. 

 

I. All receipts for reimbursements must be turned into the Treasurer no later than two 

weeks before the close of the fiscal year. 

 

J. In May, the current board will submit a budget to membership for approval.  Some of 

the items to consider for the budget include: Ordering t-shirts for beginning of school 

year sales, agenda/calendars for 2rd – 5th graders, , and summer TXPTA seminar fees, 

Any items that will be needed during of school year should be accounted for in the 

budget. 

 

K. All bank product decisions will be approved by the board and not made independently 

by the Treasurer. 

 

L.  The outgoing check signers will go to the bank with the incoming signers no later than 

July 31 to revise the signature card. 

 

M. All money must be counted by two people then given to the Treasurer, who will count 

it again in front of the counters.  Deposit forms should be given whenever money changes 

hands. This is a requirement of our bonding insurance policy. 

 

 

 

III. COMMUNICATION 

A. Brentwood Elementary news and PTA events are the priority focus of the Bulldog 

Bark.  Other events of interest to the Brentwood school community, but not affiliated 

with the school or PTA, may be published in the “Community Events” section of the 

newsletter. 

 

B. The Bulldog Bark e-mail newsletter will be distributed each Thursday to people who 

sign up to receive it. 

 

C. It is recommended that The Paw Print newsletter be distributed quarterly, if the Paw 

Print newsletter editor position is filled through the Wednesday folders and be posted on 

the BPTA bulletin board and website. The editor should schedule the printing to allow 

time to distribute the newsletters on the first Wednesday of each quarter.  

 

D. PTA information has priority in the newsletters, but other groups may submit items on 
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school-related topics, which will be printed if space is available and approved by the 

President. The editor retains the right to edit articles for length or content. 

 

E. Space will be made available to the Brentwood Principal to include a message if 

requested. 

 

F. The Brentwood School Directory will be distributed to each family at the school. 

 

G. All PTA materials and fliers for parents/guardians must include Spanish translation 

and be approved by the BPTA President and the Principal. Allow a week for the 

translation after the materials have been approved.  

 

 

 

IV. DUES 

 

A. The Treasurer and Membership Chair will work together to ensure that state and 

national portions of dues are submitted on a regular basis. 

 

B. When possible current members will be asked to sponsor a family in need. 

 

C. Membership drives will be held during the first three weeks of school and in the spring 

Membership drives will not be used as fundraisers. 

 

D. Each year, the Brentwood PTA will strive to increase membership by a sustainable 

number of adults or a minimum of 10%, whichever is greater. 

 

 

 

V. PARTNERS IN EDUCATION 

 

A. Through the Partners in Education program, Brentwood Elementary will maintain and 

continue to develop relationships with businesses in the surrounding community to 

support our school through monetary donations, products and volunteering assistance. 

This program will be pursued if the Partners in Education chair position is filled. 

 

B. Contact with all Partners shall be managed by the Partners in Education Chair in 

conjunction with the Fundraising Committee.  Partners will be provided with a 

fundraising letter which explains the purpose of the donation, and if needed a copy of our 

tax-exempt status letter. 

 

C. Partners will be recognized depending on the level at which they have agreed to 

provide support to the Brentwood Elementary PTA community.  The Partners in 

Education Chair in conjunction with the Fundraising Committee will set the levels for 

support, which must be approved by the executive board. 

 

 

VI. OFFICERS RESPONSIBILITIES 
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A. Committee chairs or coordinators must provide an invoice for a check to be written 

and signed for an expected expense.  No blank checks will be provided, and committee 

chairs and coordinators are strongly urged to not spend any of their own money with the 

expectation of being reimbursed for an unapproved expense. 

 

B.  Officers and committee chairs procedures notebooks will include the plan of work; 

records and evaluations of activities; minutes; correspondence; and any other materials 

helpful to the new person’s success. 

 

VII. CALENDAR 

 

A. In general, BPTA will follow this calendar, subject to any changes in the school 

calendar and/or bylaws:  

 

June:  New officers take over  at the end of the fiscal year.  Outgoing officers hand over 

procedures books at the end of the fiscal year. Fiscal year ends June 30.  New officers 

sign ethics policy.    

July:  Fiscal year begins July 1. Treasurer completes final financial report, turns over 

books to financial reconciliation committee. Financial reconciliation will be completed 

no later than July 31Financial Reconciliation committee turns over books to new 

Treasurer.  New officers go to bank to change signature card no later than July 31.  With 

input from the board, The President and Vice President in coordination with the Principal 

will set the draft for the meeting/event calendar for the year.  Determine needed volunteer 

positions. 

 

 

Aug: Officers and committee chairs submit plans of work. Budget committee drafts and 

board approves proposed budget for school year. Treasurer trains board members on 

financial procedures.  Summer seminar attendees report to Board with an update on the 

workshops they attended.  Recruit volunteers.  Finalize calendar 

 

Sept:  Membership approves budget for current year. Begin fall membership drive and t-

shirt sales. Participate in Meet the Teacher event. Provide “welcome back” meal for 

teachers. Recruit volunteers. 

 

Oct.:  Fall fundraising event. Deadline for officers’ leadership training is Oct. 15. 

 

Nov.:  Welcome walks for incoming/prospective students. 

 

Jan:  Welcome walks for incoming/prospective students.  Science Fair  

 

Feb:  Election of nominating committee.  Start spring membership drive. Welcome walks 

before transfer student deadline (first week of February). 

 

March:   

 

April:  Election for new board; financial reconciliation committee appointed. Spring 

fundraising event. 

 

May:  Joint meeting with outgoing and incoming board.  . Hold annual membership 
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meeting to approve budget.  Treasurer presents year to date financial report. 

Recruit volunteers. 

 

VIII. Brentwood Elementary PTA Returned Check Policy 

Should any checks payable to the BPTA be returned by the bank for insufficient funds, it 

is our policy to pursue collection as allowed by law.  The minimum check amount to 

pursue will be left to the discretion of the BPTA Executive Board. 

Check writers will be responsible for paying the amount of the check plus a $5 collection 

fee.  

The amount must be paid by cash or cashier’s check. Additional checks will not be 

accepted. 

Checks will not be submitted a second time to the bank because this greatly increases the 

fees we must pay. 

Membership dues included in a returned check must be paid in full, plus the collection 

fee, before a person is designated as a BPTA member. 

Procedures 

After the bank returns a check in the monthly statement, the treasurer will alert the 

responsible committee chair that the check was returned. 

It is the responsibility of the committee chair to attempt to collect the debt. 

If the debt is not paid within two weeks of notification of the committee chair, the 

treasurer will print out the TXPTA collection letter with the name of the person who 

owes the debt and its amount, and will mail the letter by certified mail, return receipt 

requested. 

If the debt is not paid within ten days after receipt of the letter, the treasurer will complete 

an Affidavit of Issuance of Bad Check and send it to the Justice of the Peace for 

prosecution. 

 

 

 


