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Bruce A. Bergman 
Ninth District Parliamentarian 
National Association of Parliamentarians 

Á9ÏÕ ÄÏÎȭÔ ÆÅÅÌ ÙÏÕÒ ÃÕÒÒÅÎÔ ÂÙÌÁ×Ó ÒÅÆÌÅÃÔ 
how your unit operates today. 
 
ÁYou think some changes are needed to your 

bylaws or standing rules. 
 
Á9ÏÕȭÖÅ ÈÁÄ ÓÏÍÅ ÉÓÓÕÅÓ ÉÎ ÔÈÅ ÐÁÓÔ ×ÈÉÃÈ 

necessitate a bylaws change. 
 
Á9ÏÕȭÒÅ ÄÏÉÎÇ Á ÒÅÇÕÌÁÒ ÒÅÖÉÅ× ÏÆ ÙÏÕÒ bylaws 
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ÁWho, what, where, when, why, and how of 
amending your bylaws. 
ÁAudience: 

ÁParliamentarians 

Á0ÒÅÓÉÄÅÎÔÓȟ 60ȭÓ ÁÎÄ 3ÅÃÒÅÔÁÒÉÅÓ 

ÁBoard members and other interested parties 

ÁBuild a checklist as we go 
Á.Ï ÅØÐÅÒÉÅÎÃÅ ×ÉÔÈ 2ÏÂÅÒÔȭÓ 2ÕÌÅÓ ÒÅÑÕÉÒÅÄ 
ÁAsk questions anytime you wish! 

1 - Review 
and 

identify 
changes 

2 - Prepare 
documents 
and submit 

3 ɀ Get 
adopted by 
Association 
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ÁBylaws are a living document. Standing Rules 
even more so, since they are more procedural 
in nature. Review both annually. 
ÁBylaws will need to be updated every 2-3 

years, even if no changes. 
ÁBylaws should always accurately reflect how 

your unit operates on a daily basis. If not, 
then they should be updated to match. 

ÁOperational changes: 
Ádues changes 

Ámeeting date changes 

Ástanding committee changes 

Ástructural or title changes 
ÁChanges of status: 
Áname (including PTA->PTSA, for example) 

Ágrade range 

Áfiscal year 

Ácouncil 
 

ÁAre changes needed? Common scenarios: 
ÁPresident creates committee to review and decide 
Á!Ó 0ÁÒÌÉÁÍÅÎÔÁÒÉÁÎȟ ÙÏÕ ÎÏÔÉÃÅ ÔÈÁÔ ÔÈÅ ÂÙÌÁ×Ó ÄÏÎȭÔ 

match the practice of the unit. Make a motion. 
ÁYour unit has an operational or status change 
ÁHas it been more than 3 years? 

 
ÁIs there a need? If not, stop here. 
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ÁStart early! 
ÁIn the fall, turn-around time is usually quicker 

than in spring, just due to CAPTA workload. 
 
 
 

Á4ÈÁÔȭÓ ÏÎÌÙ ÆÏÒ ÔÈÅ ÐÈÙÓÉÃÁÌ ÐÁÐÅÒ ÍÏÖÅÍÅÎÔȟ 
and assuming there are no issues or concerns. 

ÁTrying to get bylaws revised and approved in 
spring is usually not successful. Why? 
 

Fall turn-around time (avg) Spring turn-around time (avg) 

3-6 weeks 5-8 weeks 

ÁA typical schedule could be: 
 
 
 
 
 
 
 
 
2 ɀ 3 months for worst case scenario 

ÁPlan to start early in new school year 
ÁAllow sufficient time to get adopted 

 
ÁIs there enough time? If not, refer to Plan B: 
ÁDelay until next year, -or- 

ÁIf possible, schedule a special meeting for adoption 
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Who What 

President Appoints bylaws review committee, if desired 

Bylaws Review Committee Reviews bylaws and proposes changes (if any) 

Executive Board Reviews proposal and votes to adopt or reject 

Parliamentarian(s) Prepares changes in eBylaws, prepares cover sheets 
and change sheets, prints and attaches check, and 
sends to Council to begin off-site process. 

(see next slide) 

Unit Association Receives list of approved amendments, and votes to 
adopt or reject approved amendments. 

President and Secretary Sign and date legal copies. Return one to District. 

Parliamentarian Makes sure all Executive Board members have copy 

Who What 

Council Parliamentarian Receives packet from unit, reviews and forwards if 
approving proposed changes. 

District Parliamentarian Receives packet from Council, reviews, processes 
paperwork and check, and forwards to CAPTA. 

CAPTA Parliamentarian Receives packet from District, reviews, makes 
changes at state level and approves or rejects. 

District Parliamentarian Receives packet from CAPTA, processes signature 
and date of adoption, interprets any action items, 
forwards back to Council. 

Council Parliamentarian Receives packet from District, notifies unit 
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Make sure everyone knows their part in the upcoming effort 

ÁFrom within the Unit: 

ÁInitiated by President, Executive Board (anyone) or 
Parliamentarian 

ǐPresident can convene a Bylaws Review Committee 

ǐExecutive Board can move to create a committee or review 

ǐParliamentarian can initiate a review and make a motion 

ÁOnce a motion is before the Board, it must vote 

ǐOn each motion, or as a group, if no objection 

ǐMajority adopts the motion 

ǐEach motion is to forward the proposal to amend 

I move to forward to the California State PTA 
Parliamentarian for approval, a proposal to amend 
Article VI, Section 5, inserting the section 
describing the duties of the Financial Secretary, as 
provided by the California State PTA bylaws.  
 
I move to forward to the California State PTA 
Parliamentarian for approval, a proposal to amend 
ÔÈÅ 3ÔÁÎÄÉÎÇ 2ÕÌÅÓȟ ΥΧΦȟ ÓÔÒÉËÉÎÇ ÏÕÔ ȰÔÈÉÒÄȱ ÁÎÄ 
ÉÎÓÅÒÔÉÎÇ ȰÆÉÒÓÔȱȢ 
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ÁParliamentarian 
ÁUse eBylaws to make changes 

ÁPrints out new bylaws 

ÁFills out all required paperwork 

ÁSubmits through channels 
ÁCouncil/District/CAPTA 
Á4ÈÅ ÉÎÆÁÍÏÕÓ Ȱ"ÌÁÃË (ÏÌÅȱ 

ÁAssociation meeting (regular or special) 
ÁFinal adoption of the amended bylaws (2/3 vote) 

ÁSigned by President and Secretary, and one returned 

ÁFollow the process. Steps listed in your 
bylaws, Preamble section, pages i through iv. 

ÁExecutive Board adopts proposed amendments 

ÁAgain, follow pages i-iv, and process from cover sheet 

ÁUse a paper copy to write in changes if needed 

ÁThere is a Spanish version of paper bylaws 

ÁBest tool: Use eBylaws! 

ÁSubmit 

ÁFill out cover sheet, change list, attach COS (if used) 

ÁPrint out one double-sided copy, 5 signature pages 

ÁSend packet to council with $4 check 
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ÁeBylaws 
ÁGetting us into the 20th ÃÅÎÔÕÒÙȣ 

ÁDespite some flaws, it is the best route to success 

ÁDoes about 90% of the work for you 
ÁAccess from capta.org site 
Á)Æ ÙÏÕ ÄÏÎȭÔ ËÎÏ× ÁÃÃÏÕÎÔ ÄÅÔÁÉÌÓȟ ÒÅÑÕÅÓÔ ÁÎ ÁÃÃÏÕÎÔ 

from the same page (1-3 days). 

ÁUse the system and fill in where you want changes 

ÁLet eBylaws guide you and let it correct you 

Á-ÁËÅ ÓÕÒÅ ÆÉÎÁÌ ÃÏÐÙ ÄÏÅÓ ./4 ÓÁÙ Ȱ$2!&4ȱ 

ÁIf you want to do anything unusual, or want 
to change some pre-written bylaws element. 

ÁAdd another named board member (emeritus) 

ÁHave tiered dues structure 

ÁAdd unique responsibilities for some roles 

Á4Ï ÇÏ ÏÕÔ ÏÆ ÔÈÅ ÂÏØȟ ÙÏÕȭÌÌ ÎÅÅÄ ÔÏ ÍÁÒË ÕÐ 
bylaws after printing. Or use Standing Rules. 
 
ÁeBylaws does NOT file/submit your changes! 

Á3ÔÁÙ ÁÓ ÍÕÃÈ ȰÉÎȱ ÔÈÅ ÂÏØ ÁÓ ÐÏÓÓÉÂÌÅȢ *ÕÓÔ 
like with an IRS audit, your chances of 
rejection go up the more you deviate from 
the standard California State format. 
 
ÁWhere you have unusual requirements, put 

those in the Standing Rules if possible. 
 
ÁAdd additional pages/write-ins as needed 
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ÁFollow all procedures, submit! 
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ÁAny fill-in field 

ÁHas to be an appropriate value, though 

Á#ÁÎȭÔ ÕÓÅ Ȱ4"$ȱ ÏÒ ÖÁÇÕÅ ÎÁÍÅÓ ɉȰÃÈÁÉÒÐÅÒÓÏÎȱɊ 

Á3ÔÒÉËÅ ÏÒ ÅÌÉÍÉÎÁÔÅ ÓÅÃÔÉÏÎÓ ÔÈÁÔ ÄÏÎȭÔ ÁÐÐÌÙ 
ÁUse numbers or titles appropriate for unit 
ÁPick dates and times that work best for you 

 
Must comply with rules on pages ii-iv 

ÁFirst page of important account numbers 

ÁMost should be protected anyhow 

ÁSuggested dates from eBylaws (gap spacing) 
ÁDues structure breakdown for all Units, 

Councils and Districts. 
ÁStandard California State bylaws wording, 
ÅÓÐÅÃÉÁÌÌÙ Ȱɕɕȱ ÏÒ Ȱɕɕɕȱ ÅÌÅÍÅÎÔÓȢ 
 
Must comply with rules on pages ii-iv 
 

ÁQuorum requirements are calculated by 
eBylaws and cannot be set below minimum. 
ÁSecondary check signers must be only from 

an approved list of options. 
ÁDates between audit reports must be within a 

minimum number of days. 
ÁElections must occur on an Association 

meeting date, and provide ample time for 
delivery of report. 
ÁSpecial meetings require no less than 3 
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ÁPut non-standard staff, faculty or student 
dues right below regular dues. 
 
Á0ÕÔ ȰÓÈÏÕÌÄȱ ÁÎÄ ȰÁÉÄȾÁÓÓÉÓÔȱ ÔÙÐÅ ÐÒÏÃÅÄÕÒÅÓ 

in Standing Rules document. 
 
ÁRefer to additional duties for officers in 

Standing Rules document. 

Á0ÒÉÎÔ ÆÉÎÁÌ ÖÅÒÓÉÏÎȠ ÍÁËÅ ÓÕÒÅ ÉÔȭÓ ÎÏÔ Á $2!&4 

ÁeBylaws automatically saves it 

ÁMust be printed double-sided 
ÁAttach additional Standing Rules, if any 

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

ÁSend entire packet to Council for review 
ÁWait for processing cycle to complete 

 
ÁWhen received back, schedule special 

Association meeting (30 day notice), or use 
next regularly scheduled meeting date. 
ÁAssociation adopts amendments (2/3 vote) 

 
ÁSign all marked sections, return one copy 
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ÁCover not filled out properly or missing info 
ÁCOS not done and signed beforehand 
ÁGetting too far out of the box 
Á$ÁÔÅÓ ÔÈÁÔ ÄÏÎȭÔ ÃÏÉÎÃÉÄÅ ×ÉÔÈ ÍÉÎÉÍÕÍÓ 
ÁGeneric information (titles, vague numbers) 
ÁNot double-sided, not printed correctly 
ÁMissing information on what changed 
ÁRemoving certain roles 
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Á http://helpdesk.parliamentarypro.com 
 
 
 
 
 
 
 
 
Á Shows status of all bylaws coming through Ninth District PTA, and where they 

are headed next.  Shows dates of various stages involved. 
Á7ÏÎȭÔ ÈÅÌÐ ÙÏÕ ×ÈÅÎ ÔÈÉÎÇÓ ÇÏ ÔÏ #!04!ȟ ÂÕÔ ÁÔ ÌÅÁÓÔ ÙÏÕȭÌÌ ÈÁÖÅ ÓÏÍÅ ÉÄÅÁ ÏÆ 

where things are. 
 

)Æ ÔÈÅÒÅ ÁÒÅ ÉÓÓÕÅÓȟ )ȭÌÌ ÆÉÒÓÔ ÔÒÙ ÔÏ ÅÍÁÉÌ ÏÒ ÃÁÌÌ ÙÏÕ ÔÏ ÒÅÓÏÌÖÅȢ )Æ ÔÈÁÔ ÄÏÅÓÎȭÔ 
×ÏÒËȟ ÔÈÅÙȭÌÌ ÇÅÔ ÒÅÔÕÒÎÅÄ ÔÏ ÙÏÕÒ #ÏÕÎÃÉÌ ÆÏÒ ÒÅ-submission/modification. 

Á CAPTA Toolkit: 
Á http://toolkit.capta.org/running-your-pta/meetings/parliamentary-procedure/ 

Á http://toolkit.capta.org/job-descriptions/parliamentarian/ 

Á http://toolkit.capta.org/running-your-pta/bylaws/ 

Á http://toolkit.capta.org/running-your-pta/bylaws/changing-bylaws/ 

Á http://toolkit.capta.org/running-your-pta/nominations-and-elections/ 

Á http://toolkit.capta.org/running-your-pta/bylaws/violations-of-pta-bylaws-policies-or-procedures/ 
 

Á CAPTA Website: 
Á http://capta.org/pta-leaders/run-your-pta/bylaws-and-standing-rules/ 

Á http://capta.org/pta-leaders/run-your-pta/parliamentary-procedure/ 

Á http://capta.org/pta-leaders/services/ebylaws/   ă IMPORTANT! 

 

Á External Websites: 
Á http://www.parliamentarians.org/ 

Á http://www.ca-parliamentarian.org/ 

Á http://www.ninthdistrictpta.org/pta-leaders/running-pta/parliamentarian/ 

Á http://www.parliamentarypro.com 

 

 

 

Bruce A. Bergman 
district9@parliamentarypro.com 
 
http://helpdesk.parliamentarypro.com 
 
Voice: 858-829-2456 
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