
EXECUTIVE BOARD MEMBERS RESPONSIBILITIES 

President
The president is the chief executive officer of your PA/PTA. Since PA/PTAs are 
autonomous bodies, the precise duties of the president are defined by your PA/PTA’s 
bylaws. The DOE’s bylaws template includes suggested roles and responsibilities of a 
PA/PTA president, which many PA/PTAs adopt.
DOE’s PA/PTA Bylaws Template states that the president presides at all PA/PTA 
meetings and meets with executive board members to plan agendas for general 
membership meetings. According to the template, the president is an ex-officio member 
of all committees (except the nominating committee), appoints the chairpersons of all 
committees (with the approval of the executive board), delegates responsibilities to PA/
PTA members, is one of the signatories on checks, and is responsible for encouraging 
parental involvement. The president is also a mandatory member of the SLT, and is 
responsible for disseminating information discussed at SLT meetings to the members of 
the PA/PTA. The president is one of the selectors of the parent members of its 
corresponding CEC or Citywide Education Council.
CR A-660 allows PA/PTAs to elect co-presidents. Dividing the workload between two co-
presidents can be helpful, especially in a large school. In any school, having co-
presidents can also provide continuity: many schools elect co-presidents for two 
consecutive terms each, staggering their first years so that there is always one 
incumbent in office. In the case of co-presidents, they must decide who will serve on the 
SLT and as the representative on the Presidents’ Council.

Treasurer
One of the three mandatory officer positions required by CR A-660, the treasurer is the 
chief financial officer of your PA/PTA. The treasurer’s precise roles and responsibilities 
should be defined in your PA/PTA’s bylaws, but many treasurers’ responsibilities 
include:

spearheading the development of the PA/PTA budget
keeping a record of all income received by the PA/PTA
keeping a record of all expenditures of the PA/PTA
providing a written treasurer’s report* at each meeting
preparing tax forms
preparing interim reports, such as the January Interim PA/PTA Financial Report, 
June Annual PA/PTA Financial report** and the Fundraising Activity Report***
depositing money in the PA/PTA checking account
signing PA/PTA checks
assisting with the June transfer of financial records
in the event of an audit, assisting the audit committee or external auditors by 
making all records available

Treasurers need to be present at the school frequently enough to collect fundraising 
receipts, write checks disbursing funds to support PA/PTA programs and document 
those activities.

http://schools.nyc.gov/NR/rdonlyres/EBEFFD82-30D5-4B91-9F9A-6A07B0D0F2D6/0/A660.pdf
http://schools.nyc.gov/NR/rdonlyres/EBEFFD82-30D5-4B91-9F9A-6A07B0D0F2D6/0/A660.pdf


Of course, treasurers’ workloads vary among PA/PTAs. Many use a third party 
accountant — either paid for with PTA funds or one who donates his/her services to the 
PA/PTA — to prepare the accounting records; in those instances, the treasurer provides 
the necessary information and records. A number of PA/PTAs’ bylaws call for the 
election of co-treasurers. This practice not only allows for a division of the workload, but 
creates continuity: if each co-officer is elected for a two year term with their starting 
years staggered, there will always be one incumbent in office.
The treasurer is also one of the mandatory selectors of the parent members of its 
corresponding CEC or Citywide Education Council.

Recording Secretary
The recording secretary is the third mandatory officer on the executive board. As with all 
PA/PTA officers, the precise roles and responsibilities should be defined by your PA/
PTA’s bylaws. Generally though, the recording secretary is responsible for all non-
financial PA/PTA records and communications with the PA/PTA membership.
The other responsibility that CR A-660 assigns specifically to the recording secretary is 
transferring the PA/PTA’s bylaws, meeting notices, agendas and meeting minutes to the 
incoming recording secretary before the end of his/her term. As with the other 
mandatory officers, the secretary is also one of the mandatory selectors of the parent 
members of its corresponding CEC or Citywide Education Council.
While, the recording secretary’s responsibilities are defined by your bylaws, the DOE’s 
PA/PTA Bylaws Template suggests that the recording secretary be responsible for:

recording minutes at all PA/PTA meetings.*
preparing minutes of each PA/PTA meeting, and reading and distributing copies 
of the minutes at the next PA/PTA meeting.
preparing notices, agendas, sign-in sheets and materials for distribution.
maintaining custody of the PA/PTA’s records on school premises.**
incorporating all amendments into the bylaws and ensuring that signed copies of 
the bylaws with the latest amendments are on file in the principal’s office.
reviewing, maintaining and responding to all correspondence addressed to the 
PA/PTA.
assisting with the June transfer of records to the incoming executive board.

Some PA/PTAs establish an additional position in their bylaws to share these and other 
board responsibilities (e.g., communications or corresponding secretary).
Communications or corresponding secretaries often are tasked with:

creating and maintaining an accurate list of the names, addresses, phone 
numbers and email addresses of the executive board members.
notifying PA/PTA membership of meetings at least 10 days prior to the meeting 
date.
creating and distributing notices to the membership.
responding to all incoming correspondence from PA/PTA membership.
recording minutes if the recording secretary is not present at a meeting.

https://ptalink.org/topic-areas/running-a-pa-pta/bylaws
http://schools.nyc.gov/NR/rdonlyres/EBEFFD82-30D5-4B91-9F9A-6A07B0D0F2D6/0/A660.pdf

