5/25/2017

Updating and amending
your bylaws

Bruce A. Bergman
Ninth District Parliamentarian
National Association of Parliamentarians

Why | think you're here

91 &6 AT180 AAAI Ul 6O
how your unit operates today

You think some changes are needed to your
bylaws or standing rules
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necessitate a bylaws change.
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Why are you here?
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Who, what, where, when, why, and how of
amending your bylaws.
Audience:

Parliamentarians
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Board members and other interested parties
Build a checklist as we go

I APPAOEAT AA xEOE 2
Ask questions anytime yowish!

Three main phases

1- Review
and
identify
changes

37Get
adopted by
Association

2 - Prepare
documents
and submit

Detalls Details

Our actual process...

Bylaws Review and Approval

Unit

State Parll | Distict HQ | District Paril | Council Pari
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Why amend your bylaws?

Bylaws are a living document. Standing Rules
even more so, since they are more procedurg
in nature.Review both annually.

Bylawswill need to be updated every-2
years,even if no changes.

Bylaws should always accurately reflect how
your unit operates on a daily basis. If not,
then they should be updated to match

More reasons why

Operational changes:
dues changes
meeting date changes
standing committee changes
structural or title changes
Changes of status:
name (including PTAPTSA, for example)
grade range
fiscal year
council

Checklist —step 1

Bylaws Amendment Checklist

[ Are any changss nesded or warranted?

Are changes needed? Common scenarios:
President creates committee to review and decide

10 0AOI EAI AT OAOEAT h UT O
match the practice of the uniMake a motion.
Your unit has an operational or statukange

Has it been more than 3 years?

Is there a need? If natfop here.




When should you attempt this?

Start early!
In the fall, turraround time is usually quicker
than in spring, just due to CAPTA workload.

3-6 weeks 5-8 weeks
4EAGB80 111U A 0 OEA bDH
and assuming there aneoissues or concerns.

Trying to get bylaws revised and approved in
spring is usually not successfithy?
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When...continued

Atypical scheduleould be:

273 months forworst casescenario

Checklist — step 2

Bylaws Amendment Checklist

] Are any changes needed or warranted?

[[] Are we starting early encugh to finish successtully?

Plan to start early in new school year
Allow sufficient time to get adopted

Is there enough time? If not, refer ®lan B:
Delay until next yearor-
If possible, schedule a special meeting for adoption




Who is involved — at unit level?

President

Executive Board

Parliamentarian(s)

Unit Association

Parliamentarian

Appoints bylaws review committesf desired

BylawsReview Committee Reviews bylaws and proposes changes (if any)

Reviews proposal and votés adopt or reject

Prepares changes ieBylaws prepares cover sheet:
and change sheets, prints and attacheiseck, and
sends toCouncilto begin offsite process.

(see next slide)

Receives lisof approved amendments, and votes t
adopt or reject approved amendments.

President and Secretary  Sign and date legal copieReturn one to District.

Makes sure all Executive Board members have cc
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Who is involved - at other levels?

Council Parliamentarian  Receives packet fromnit, reviews and forwards if

approving proposed changes.

District Parliamentarian Receivegacket from Council, reviews, processes

paperwork and check, and forwards to CAPTA.

CAPTA Parliamentarian ~ Receives packerom District, reviews, makes

changes at state level and approves or rejects.

anddate of adoption, interprets any action items,
forwards back to Council.

Council Parliamentarian  Receivegacket from District, notifies unit

-

District Parliamentarian ~ Receives packet from CAPTA, processes signatur -

—
-

Internal processes more complex

Bylaws Review and Approval

Uni

Council Parll

State Parll | Districi HQ | District Parli




Checklist —step 3
Bylaws Amendment Checklist
[ Are any changes nesded or wamantsd?
[] Ave we staring eary snough to finish succsssily?

] Are all the right people engaged?

Make sure everyone knows their part in the upcoming effort

a
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Where should you start?

From within the Unit:
Initiated by President, Executive Board (anyone) or
Parliamentarian
President can convene a Bylaws Review Committee
Executive Board can move to create a committee or review
Parliamentarian can initiate a review and make a motion
Once a motion is before the Board, it must vote
On each motion, or as a group, if no objection
Majority adopts the motion
Each motion is tdorward the proposal to amend

Example wording to get started

I move toforward to the California State PTA
Parliamentarian for approval, a propoteamend
Article VI, Section 5, inserting the section
describing the duties of the Financial Secretary, as
provided by the California State PTéylaws.

I move toforward to the California State PTA
Parliamentarian for approval, a propossamend
OEA 30ATAEILC 201 AOh YXd
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Where do you go next?

Parliamentarian
UseeBylawsto make changes
Prints out new bylaws

Fills out all required paperwork
Submits through channels

Council/District/ CAPTA

4EA ET EAT T OO O"1 AAE (T1A
Association meeting (regular or special)

Final adoption of the amended bylaw2/3 vote)

Signed by President and Secretary, and one returned
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Checklist - step 4

Bylaws Amendment Checklist

[ re sny changss nssded or wamamiea?
[ Ave we staring sary enougn to fnsn successhuay?
[0 Ane s the right pecple engagea?

[ Am i fotowing the comect process?

Follow the process. Steps listed in your
bylaws, Preamble section, pagethroughiiv.

How do | make the changes?

Executive Board adopts proposed amendments
Again, follow pages-iv, and process from cover sheet
Use a paper copy to write in changeséeded
There is a Spanish version of paper bylaws
Best tool: UseeBylaws

Submit
Fill out cover sheet, change list, attach COS (if used)
Print out one doublesided copy, 5 signature pages
Send packet to council with $4 check




Forms — Cover Sheet

5/25/2017

Forms — Changes Sheet/List

Page# |Article# |Section# | Proposed changes (Please attachadditional pages if necessary.)

Forms — Change of Status




How do | make the changes?

eBylaws
Despite some flaws, it is the best route to success
Does about 90% of the work for you

Access frontapta.orgsite
y A U0 AiT180 ETIT x AR
from the same page ¢B days).
Use the system and fill in where you want changes
LeteBylawsguide you andet it correctyou
-AEA OOOA £EET Al Ai DU AT A

[le]]

b3
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Where eBylaws won't help

If you want to do anything unusual, or want
to change some prevritten bylaws element.
Add another named board member (emeritus)
Have tiered dues structure
Add unique responsibilities for some roles
417 ci 100 1 &£ OEA Al @
bylaws after printing. Or use Standing Rules.

eBylawsdoesNOTfile/submit your changes!

Recommendations

30AU AO i BAE OET 6 OE
like with an IRS audit, your chances of
rejection go up the more you deviate from
the standard California State format.

Where you have unusual requirements, put
those in the Standing Rulesgbssible.

Add additional pages/writéns as needed




Screenshots from eBylaws

Bylaws - Shoal Creek PTA
Unit Information

Unit Name | Shoal Creek PTA Fiscal Year start % July 1 (Arvcie x1v)
FleMaker 10| 0R2201% Fiscal Year End # June 30 (artce X1v)
@ rma O prsa Grages In School | Kingergarten-Fiftn Grades
&) InCounall () Out of Councl Natlonal PTA 1D % 0003434
Dilct PTA % lNmn |
i Calfornia State PTA 10 #5350
Counl PTA  palomar - N
RS Federal EIN + 330808625 (article X1v)
School Address = 11775 Shoal Creek Drive T T
FTB Entity Number 8026987 (artice XIv)
City, Zp Cote % San Diego 52128 _— .
Charitable Trust Number | CTO181841 (aricie XIV)
Organization Date | June ¢, 1988 _— N
; Corporatian Number (At XIv)

Bylaws Information is Complete Next
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Screenshots from eBylaws

Article VII - Association Meetings

Meetings Held On | First Wednesday | v
Of *| september | v || February - v |
( vl -l v)
( vl -l v)
( vl v
And x| April v
Annual Election Meeting Month s April v
Saard Members o Call a Specil Meatng % 5 |5
Number of Members In a Quorum | 15 @

Screenshots from eBylaws

Article VI - Duties Of Officers

Officers' Reports Flled With () President (2) Historlan
Vice President Treasurer
First VP Shall Serve As = Chalrman of Programs Additionsl Check Signers (Any Two} +
Second P Shall Serve As | Chalrman of Membersh L st e [ ] Second ve
O mrave [ Fou
Tird VP Shall Serve As = | Chalrman of Ways & Means
Fourth VP Shal Serve As » | Chalrman of Valunteers [V] Finandal Secretary
L] Historian

Financial Secretary

Remit Monies Recelved to Treasurer?  (+) Yes () No

10



Worksheet (capta.org)
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Paper worksheet (capta.org)

Checklist — step 5
Bylaws Amendment Checklist
[ Are any changes needed or warranted?
[] Are we starting sarly encugh to finish successfully?
[] Are all the right people engagsd?
D Am | following the correct process?

] Did 1 complete all changes properly and record in the proper place?

Followall procedures, submit!

11
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What can you change?

Any filkin field

Has to be an appropriate value, though

#A1 60 OOA OG4"3$06 10 OAC
3O0OEEA 10 Al EI ET AOGA
Use numbers or titles appropriate for unit
Pick dates and times that work best for you

Must comply with rules on pagéisiv

What shouldn’t you change?

First page of important account numbers
Most should be protected anyhow

Suggested dates froneBylaws(gap spacing

Dues structure breakdown for all Units,

Councils and Districts.

Standard California State bylaws wording,

AOPAAEAI T U Oged 10O O

Mustcomply with rules on pagesiv

What are some examples?

Quorum requirements are calculated by
eBylawsand cannot be set below minimum.
Secondary check signers must be only from
an approved list of options.

Dates between audit reports must be within a
minimum number of days.

Elections must occur on an Association
meeting date, and provide ample time for
delivery of report

Special meetings require no less than 3

12
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What are some examples?

Putnon-standard staff faculty or student
dues right below regular dues.

000 OOEI O1 Ao AT A OAE
in Standing Rules document.

Refer to additional duties for officers in
Standing Rules document.

What to do when done?

0OOET O A&£ET Al OAOOET TN
eBylawsautomatically saves it

Must be printed doublesided

Attach additional Standing Rules, if any

Prepare cover sheet and COS, if used
Prepare list of amendments made
Print 5 signature pages. Include check.

What next?

Send entire packet to Council for review
Wait for processing cycle to complete

When received back, schedule special
Association meeting (30 day notice), or use
next regularlyscheduled meeting date.
Association adopts amendments (2/3 vote)

Sign all marked sections, return one copy

13
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Forms —What you'll see next

What typically causes delays?

Cover not filled out properly or missing info
COS not done and signed beforehand
Getting too far out of the box

$A0AO OEAO Ai180 ATE
Generic information (titles, vague numbers)
Not doublesided, not printed correctly
Missing information on whathanged
Removing certain roles

Checklist — step 6 —full list

Bylaws Amendment Checklist

[ Ave any changes needed or warranted?

[] Are we starting early enough to finish successfully?

Are all the right people engaged?

Am | following the correct process?

Did | complete all changes properly and record In the proper place?

OO 0o

Did | fil out sverything and comply with all pracedurss?

14



Tracking progress

http://helpdesk.parliamentarypro.com

Shows status of all bylaws coming through Ninth District PTA, and where they
are headed next. Shows dates of various stages involved.

71160 EAIi D Ui O xEAT OEEITCO Cci O #!
where ‘hings are.
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Resources [ References

CAPTA Toolkit:

http ://toolkit.capta.org/runningyour-pta/
http://toolkit.capta.org/job-descriptior
http //toolkit.capta.org/runningyour-pta
http://toolkit.capta.org/running-your-pta
http ://toolkit.capta.org/runningyour-| Uld

tings/parliamentaryprocedure
rliamentarian/

awspoliciesor-procedure¢

CAPTA Website:
http://capta.org/pta-leaders/runyour-pta/bylawsand-standing rules
http://capta.or unyour-pta/parliamentaryprocedure
http://capta.org/pta-leaders/services/ebylawsi IMPORTANT!

External Websites:

org/
mm distr r(ma org pP leaders/runningpta/parliamentariar
parliamentarypro.com

tact Information

Bruce A. Bergman
district9@parliamentarypro.com

http://helpdesk.parliamentarypro.com

Voice: 858829-2456
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