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Staff & Member Proposal SOP
ONE RULE  Do not buy, order, sign, promise PTA money or tell a vendor to start until the required approval is recorded and the treasurer gives written authorization.
Use this process for a new or changed request
A routine purchase already covered by the approved program and budget may follow normal payment controls. Use the steps below for a new program, gift, unbudgeted expense, contract, recurring cost or material change.
1. Submit. Staff proposals go to the Principal for written approval first. Once approved - or for member proposals - send the form to the PTA president at least 14 days before the target association meeting and before board review.
2. Screen. For member proposals affecting the school, the principal/designee confirms school and district fit. The treasurer confirms funds and any insurance, contract or gift requirements.
3. Board review. The executive board reviews and recommends approval, revision, referral or no approval.
4. Member vote. Give 10 days’ notice. Eligible members debate and vote at a meeting with quorum of 12.
5. Carry out. After all conditions are met, the PTA purchases/pays, keeps the records and reports the result.
Who decides
6. The president is the chair and runs the process impartially.
7. The principal/designee and teacher representative are voting executive-board members and receive board notices the principal must approve staff proposals before they reach the board.
8. School approval does not replace PTA approval: the executive board recommends, and the association membership approves new programs and spending. Board quorum is 6; association quorum is 12.
Keep these guardrails
9. Late/unreviewed proposal: it may be discussed, but Standing Rule 8 sends it for study instead of a same-night vote.
10. Equity: use the same process and consider need, benefit and access. Equity does not require identical dollars for every class.
11. Curriculum/enrichment: PTA may fund approved supplemental resources; the school/district controls instructional approval and use.
12. The $750 between-meetings authority is for legitimate bills—not a shortcut to create a new program.
IF SOMEONE OPPOSES  The chair states the motion, hears both sides and takes the vote. Members may amend, refer, postpone or vote no. An objection is debate—not an individual veto.
Draft for association adoption. Review annually and when governing requirements change. This SOP cannot override the bylaws, Standing Rules, CAPTA requirements, district policy or law.


Proposal & Decision Form
Staff: Principal approves first; members submit directly. Send to the PTA president 14 days before the meeting.
	Proposal ID (PTA use)
	________________________

	Proposal title
	____________________________________________________________

	Proposer / contact
	____________________________________________________________

	Target meeting / submitted
	________________________    /    ________________________



1. Need, benefit and goal
What need will this address, who benefits and what result is expected?
________________________________________________________________________________
________________________________________________________________________________
2. Request, cost and timing
	What PTA will fund/do
	____________________________________________________________

	Amount / vendor
	$____________________    /    ______________________________________

	Timing / responsible adult
	____________________________________________________________

	Future cost
	☐ None   ☐ Yes—explain: __________________________________________



3. Equity, access and school review
☐  Need, student benefit and fair access are explained; inability to pay will not exclude eligible students.
☐  Principal/designee reviewed school fit and identified any district/curriculum/technology/safety approval.
☐  Treasurer reviewed budget authority, funds and any insurance/contract/gift requirements.
Staff only – The principal approval for board review:  Signature: ______________  Date: ________  Conditions: ____________
4. Requested motion
I move that DBE PTA ______________________________________________________________
for an amount not to exceed $________________, subject to: ________________________________.
Proposer signature: ________________________________    Date: ____________________
Executive-board review
	Meeting / quorum
	Date: ______________    Present: _____    Quorum (6): ☐ Yes ☐ No

	Disposition
	☐ Recommend   ☐ Conditions   ☐ Revise/refer   ☐ Do not recommend



Association decision
	Notice / quorum
	10-day notice: __________    Meeting: __________    Quorum (12): ☐ Yes ☐ No

	Result
	☐ Adopted   ☐ Defeated   ☐ Amended/referred/postponed    Vote: __________



☐  All conditions/approvals complete; treasurer authorized purchase/payment; records filed.
Authorized by: ____________________  Date: __________  Outcome reported: __________
Adopted by the association: ____________________. Local authority: DBE Bylaws Arts. VII-VIII; Standing Rules 7, 8 and 12.
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