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Bruce A. Bergman 
Ninth District Parliamentarian 
National Association of Parliamentarians 

 You don’t feel your current bylaws reflect 
how your unit operates today. 
 

 You think some changes are needed to your 
bylaws or standing rules. 
 

 You’ve had some issues in the past which 
necessitate a bylaws change. 
 

 You’re doing a regular review of your bylaws 
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 Who, what, where, when, why, and how of 
amending your bylaws. 

 Audience: 

 Parliamentarians 

 Presidents, VP’s and Secretaries 

 Board members and other interested parties 

 Build a checklist as we go 
 No experience with Robert’s Rules required 
 Ask questions anytime you wish! 

1 - Review 
and 

identify 
changes 

2 - Prepare 
documents 
and submit 

3 – Get 
adopted by 
Association 
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 Bylaws are a living document. Standing Rules 
even more so, since they are more procedural 
in nature. Review both annually. 

 Bylaws will need to be updated every 2-3 
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. 

 Operational changes: 
 dues changes 

 meeting date changes 

 standing committee changes 

 structural or title changes 
 Changes of status: 
 name (including PTA->PTSA, for example) 

 grade range 

 fiscal year 

 council 
 

 Are changes needed? Common scenarios: 
 President creates committee to review and decide 
 As Parliamentarian, you notice that the bylaws don’t 

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

 
 Is there a need? If not, stop here. 
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 Start early! 
 In the fall, turn-around time is usually quicker 

than in spring, just due to CAPTA workload. 
 
 
 

 That’s only for the physical paper movement, 
and assuming there are no issues or concerns. 

 Trying 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 

 A typical schedule could be: 
 
 
 
 
 
 
 
 
2 – 3 months for worst case scenario 

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

 
 Is there enough time? If not, refer to Plan B: 
 Delay until next year, -or- 

 If 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 

 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 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 
the Standing Rules, #10, striking out “third” and 
inserting “first”. 
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 Parliamentarian 
 Use eBylaws to make changes 

 Prints out new bylaws 

 Fills out all required paperwork 

 Submits through channels 
 Council/District/CAPTA 
 The infamous “Black Hole” 

 Association meeting (regular or special) 
 Final adoption of the amended bylaws (2/3 vote) 

 Signed by President and Secretary, and one returned 

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

 Executive Board adopts proposed amendments 

 Again, follow pages i-iv, and process from cover sheet 

 Use a paper copy to write in changes if needed 

 There is a Spanish version of paper bylaws 

 Best tool: Use eBylaws! 

 Submit 

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

 Print out one double-sided copy, 5 signature pages 

 Send packet to council with $4 check 
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 eBylaws 
 Getting us into the 20th century… 

 Despite some flaws, it is the best route to success 

 Does about 90% of the work for you 
 Access from capta.org site 
 If you don’t know account details, request an account 

from the same page (1-3 days). 

 Use the system and fill in where you want changes 

 Let eBylaws guide you and let it correct you 

 Make sure final copy does NOT say “DRAFT” 

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

 Add another named board member (emeritus) 

 Have tiered dues structure 

 Add unique responsibilities for some roles 

 To go out of the box, you’ll need to mark up 
bylaws after printing. Or use Standing Rules. 
 

 eBylaws does NOT file/submit your changes! 

 Stay as much “in” the box as possible. Just 
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 Rules if possible. 
 

 Add additional pages/write-ins as needed 
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 Follow all procedures, submit! 
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 Any fill-in field 

 Has to be an appropriate value, though 

 Can’t use “TBD” or vague names (“chairperson”) 

 Strike or eliminate sections that don’t apply 
 Use numbers or titles appropriate for unit 
 Pick dates and times that work best for you 

 
Must comply with rules on pages ii-iv 

 First page of important account numbers 

 Most should be protected anyhow 

 Suggested dates from eBylaws (gap spacing) 
 Dues structure breakdown for all Units, 

Councils and Districts. 
 Standard California State bylaws wording, 

especially “**” or “***” elements. 
 
Must comply with rules on pages ii-iv 
 

 Quorum requirements are calculated by 
eBylaws and 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 
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 Put non-standard staff, faculty or student 
dues right below regular dues. 
 

 Put “should” and “aid/assist” type procedures 
in Standing Rules document. 
 

 Refer to additional duties for officers in 
Standing Rules document. 

 Print final version; make sure it’s not a DRAFT 

 eBylaws automatically saves it 

 Must be printed double-sided 
 Attach additional Standing Rules, if any 

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

 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 regularly scheduled meeting date. 

 Association adopts amendments (2/3 vote) 
 

 Sign all marked sections, return one copy 
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 Cover not filled out properly or missing info 
 COS not done and signed beforehand 
 Getting too far out of the box 
 Dates that don’t coincide with minimums 
 Generic information (titles, vague numbers) 
 Not double-sided, not printed correctly 
 Missing information on what changed 
 Removing certain roles 
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 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. 
 Won’t help you when things go to CAPTA, but at least you’ll have some idea of 

where things are. 
 

If there are issues, I’ll first try to email or call you to resolve. If that doesn’t 
work, they’ll get returned to your Council for re-submission/modification. 

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

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

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

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

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

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

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

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

 http://capta.org/pta-leaders/services/ebylaws/    IMPORTANT! 

 

 External Websites: 
 http://www.parliamentarians.org/ 

 http://www.ca-parliamentarian.org/ 

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

 http://www.parliamentarypro.com 

 

 

 

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