
ALL PTA BOARD POSITIONS OPEN FOR NOMINATION 
 

Interested in the PTA? 
Want to join in and do your part? 
Interested in a board position? 

 

Board positions are open to all current members of the Larson PTA.  Nominations for all 
positions will be accepted the week of April 3rd through April 7th. 

     
 All individuals nominated MUST give consent for the nomination to be valid. 
Please review the following information about each of the board positions 

 
President: 

a. Shall preside at all meetings of the membership and of the Board; 
b. May appoint a parliamentarian, subject to the approval of the Board; 
c. Shall perform such other duties as may be prescribed in these bylaws or assigned by the 

membership, and 
d. Shall be a member ex-officio of all committees except the Nominating committee. 

 
Vice-President  

a. shall act as an aide to the President.  
b. In the absence of the president, the Vice-President shall assume the duties of the President.  
c. The order and duties of the Vice-President shall be determined by the Board.  (The specific 

duties of various vice-presidents shall be included here with a section devoted to each Vice-
President.)  

d. Assist in developing PTA policy; 
e. Help formulate the Larson PTA long-range plan; 
f. Act as committee chair of fundraising; 
g. Ensure goals are met by membership and Larson PTA as set forth by the board and president.  

 
 Secretary  

a. Call the meetings to order in the absence of the President or Vice-President; 
b. Record the minutes of all membership and Board meetings and read or present typed minutes 

for approval at the next scheduled meeting;  
c. File all records, including a current copy of the bylaws and a current membership list, which 

includes names, addresses, phone numbers, and email addresses; 
d. Announce how many people are in attendance and that a quorum is present;  
e. Notify each committee chairman of his appointment; 
f. Respond to correspondence delegated to him; and 
g. Perform other duties as may be delegated. 

 
Treasurer 

a. Be the custodian for all the funds of the PTA and ensure all checks are signed by two (2) 
authorized signatories approved by the board; 

b. Maintain the debit card associated with the account and ensure that all purchased are approved 
by the board; 



c. Collect and keep a full and accurate account of receipts and expenditures in books belonging 
to the PTA; 

d. Present a written financial report at every membership meeting of the PTA, as well as at every 
meeting of the Board;  

e. Present an annual audit report to the PTA at the annual membership meeting; and 
f. Present all reports, books and other necessary documents to an auditor or the auditing 

committee if the treasurer resigns or is removed from office before the term is complete, or 
before the successor treasurer takes office and assumes the duties. 

 
Membership Coordinator  

a. Reach out, connect, and promote PTA goals, membership and activities as a PTA officer. 
b. Maintain a spreadsheet and document each membership received, including name, child’s name, 

classroom/teacher, method of payment, etc. for preparation of submission to Alaska PTA. 
c. Work with the PTA president, principal and teachers to coordinate volunteer assignments at 

the school to support student success. 
d. Collaborate with other PTA board members to assess and identify how parents/guardians and 

community members can get more involved at school as volunteers. 
e. Oversee volunteer recruitment, training and assignments as designated by the PTA board 

members. 
  

Please use the following area below for nominations.  Return the bottom portion of this 
with all nominations to the office. 
 
_________________________________________________________________ 
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