PTA Meeting Minutes
	PTA / PTO name and school
	

	Type of meeting (executive board / general membership)
	

	Date
	

	Time
	

	Location
	

	Presiding officer
	

	Minutes taken by (secretary)
	

	Officers present
	

	Members present (count for general meetings)
	

	School staff present
	

	Quorum present (yes / no)
	



1. Call to order and welcome
[Time, who presided and a note of any new members or guests welcomed.]

2. Attendance and quorum
[For a general meeting, record the number of members present and whether that met the quorum in your bylaws.]

3. Approval of previous minutes
[Date of the minutes and any corrections.]
Motion:
Moved by:
Seconded by:
Vote:

4. Treasurer's report
[Balances, income and expenses since the last meeting, against the approved budget. Attach the written report.]
Opening balance:
Income since last meeting:
Expenses since last meeting:
Closing balance:
Budget variances to note:
Report filed for audit:

5. Principal's report
[School news, dates and requests to the PTA. Record requests that need a decision as business items below.]

6. Committee reports
[Fundraising, membership, hospitality, room parents, events. Give fundraising its totals: gross, costs, net.]
Membership (members to date):
Fundraising (event, gross, costs, net):
Programmes and events:
Other committees:

7. Old business
[Items carried over, with the decision reached.]

8. New business and expenditure requests
[One block per request. Record the amount, the budget line it comes from and the vote.]
Request:
Amount:
Budget line:
Motion:
Moved by:
Seconded by:
Vote:
Outcome:

9. Volunteer needs and sign-ups
[Upcoming events that need volunteers and who agreed to lead each.]

10. Announcements and upcoming dates
[Events, deadlines and the next general meeting.]

11. Adjournment
[Time and who moved.]
Moved by:
Time adjourned:

Approval
Minutes submitted by:
Minutes approved on:
Secretary's signature:

Motions and expenditures approved
	No.
	Motion
	Amount
	Vote
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Action items
	No.
	Action
	Owner
	Due
	Status
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