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Notes for RBC’s about the Bylaws Process
● Bylaws must be renewed every three years for units & councils to maintain 

“Good Standing” status.

● Process requires review & update by the unit/council.

● All forms and instructions needed are located on the NYS PTA website on 
the Leaders tab, then go to Bylaws page.

● Members must be given 30 days notice of the meeting to adopt new bylaws.

● Bylaws must be approved by 2/3 of the registered members present and 
voting (a quorum having been established).  This must be a GENERAL 
MEMBERSHIP MEETING - Not a Board or Executive Committee Meeting

Units and Councils can only use the Bylaws Wizard process. There is a separate 
process for Region bylaws renewal.



 NOTES 
● Mandated articles and sections CANNOT be amended by the unit/council. 

● Changes to mandated articles and sections can only be made by a vote of 
delegates at the National PTA or NYSPTA conventions and automatically 
become part of bylaws. 

● No other articles or sections may be added to the bylaws by the units/councils.

● The New York State Bylaws Committee can recommend changes to unit & 
council bylaws general patterns that are for the purposes of clarity and do not 
change intent or any sections that are editable by the unit or council. This 
recommendation is approved by the NYSPTA Executive Committee and 
reviewed by the Parliamentarian before changes are implemented.

● The proposed bylaws must be entered into the Bylaws Wizard. No paper 
copies of  previous bylaws that have been updated will be accepted.

BYLAWS WIZARD PROCESS FOR RBC’s
• If you are a new RBC, the previous Region chair will pass on the generic 

email address to you, and you should change the password.

• Check your Region bylaws report on a regular basis for information 

• When a Unit or Council  bylaws are due for revision, you can send a form 
letter by email, or your own email, to the unit or council that their bylaws 
are due to expire no less than 90 days prior to expiration.

• This letter or your email should include your contact information 
(including the region generic bylaws mailing address) and instructions on 
how they can renew their bylaws. 
(the fillable letters are available on the Region Board Givebacks site under Region 
Boards (All)- Communications- Shared Files or email the coordinator for a copy)

  



• There are additional letters on Givebacks that can be used for 
expired bylaws and reminders to send the cover sheet to the RBC

• If Bylaws are expired more than 90 days, the office will send out 
a letter to the president as a reminder 
(with a “cc” to the RD) – it is imperative that you work with your 
Region Director to do your best to get these units to begin the 
Bylaws process 

 A unit with expired Bylaws would be ineligible for awards and 
grants. They would also risk  possible dissolution of the unit if 

they do not comply within a reasonable amount of time. 
(This decision on dissolution would be considered by the RD, FSC 

and others in NYS PTA)

Bylaws Process Continued

Process continued

Once a unit or council creates bylaws using the wizard, they will receive a copy 
via email of the “proposed” bylaws for review by their membership. 

You will receive an email from NYS PTA Portal Site with a link to the proposed  
unit/council bylaws. 

The email link will take you to your sign in page, then directly to the bylaws 
detail page for the new bylaws.



Process continued
You will also find the bylaws in the Bylaws Awaiting Region Approval queue in 
Salesforce. To sign in to Salesforce, go to https://nyspta.my.site.com/login/ 
On the Home page, Click on the Bylaws tab, then Click on the GO button to go 
to the list of your Region’s bylaws awaiting approval.

This is an example of a list of unit/council bylaws that have been entered in the 
Bylaws Wizard and the RBC is waiting for verification of changes, signed front 
bylaws page, etc.

https://nyspta.my.site.com/login/


Process continued
To access the previous bylaws, click on the name of the PTA unit/ council. Hover 
your cursor over “Bylaws” to get a list of all previous approved bylaws. Click on the 
most recent approved bylaws.

 

Process continued

Write down the information in the previous bylaws to compare with the new 
proposed bylaws. Then click on “Back to List: Bylaws” and click on the Bylaws #.



Process continued 
You will  write down the information that is in the proposed bylaws and compare 
the previous and new bylaws for any changes. If there are changes made, you must 
contact the person who entered the bylaws or one of the officers to verify the 
changes are correct or incorrect. Verify the officers listed on the bylaws are the 
same officers in Givebacks. If not the same, contact the president to obtain the 
correct names.

Process continued

When you have received verification of the changes made, click on the 
Bylaws # and click on Edit.

 



Process continued
Enter the changes made between the old bylaws and the proposed bylaws that you 
have verified into the Issues to Resolve box. You can also make any changes to the 
information entered if the unit made any errors entering the bylaws. Then click on 
Save.

Process continued



Process continued

A unit’s quorum must be 2 times the number of officers and no less 
than 10. For example, if a unit has co-presidents (shared office- one 
vote), 2 VP’s, a recording and corresponding Secretary and a treasurer, 
they would have 6 officers and a quorum of 12 members. 



To check if the unit is a member of a Council and to check how many delegates are 
listed in the Council bylaws, click on the Unit’s name and look for the Council name 
under Additional Unit Details. If there is a Council listed, click on the Council name 
to go to the Council page.

On the Council page, go to Bylaws then to the most recent approved bylaws. Scroll 
down until you see the section for Delegates. This is the number of delegates in 
addition to the unit president that each unit will enter in their bylaws. Each unit’s 
number of delegates must match the number in the Council bylaws. If the number 
is incorrect or the unit has entered “0”, you will enter the correct delegate number 
when you edit the bylaws for approval.

 



Process continued

When you have received the signed front page of the new bylaws from the 
unit/council and the date that the unit membership or council delegates voted to 
adopt these bylaws (if the unit/council has not entered the date), you can now start 
the Region approval process. Click on the “Edit” button above the unit/council’s 
name. 

Process continued

After you have reviewed the bylaws entry for accuracy, click on Save. On the next 
screen, scroll down to the bottom of the page and click on the Approve/Reject 
button.



Process continued

On the next screen, click on the Approve button.

  

Process continued

On the next screen, scroll down to the bottom of the page to see that 
the bylaws have now been submitted to the  NYS PTA Bylaws 
Coordinator (SBC) for final approval.



Process continued

To review the Region Bylaws Expiration reports, Click on Reports, then 
click on the Bylaws Expiration Dates link.

Process continued
Click on the Export Details button, then click on Export to download an 
excel spreadsheet of your Region’s units and their bylaws expiration dates. 



Process continued

The Region Bylaws Chairs are the only people who receive the copies of 
the signed cover pages, so you must keep these in a file or folder in 
case they are needed in the future for verification. The copies can be 
kept as hard copies, on a Google Drive, on a flash drive, etc.- this is your 
individual choice. You can also upload the signed cover page to the 
bylaws page.

You can access the State Bylaws queue to see if the bylaws have cleared 
State approval. 

If a unit has entered more than one proposed bylaws, click on the 
Approve/Reject button, then in the comments box write in “Duplicate 
entry by unit”, then click on Reject.

Process continued

• The NYS PTA Bylaws Coordinator will approve the bylaws by entering the date of 

approval, the date of expiration and electronic signature.

• The Bylaws Coordinator will edit the expiration date on the unit/council page in 

Givebacks as well as check that the membership dues amounts are correct in the 

unit store.  If they need updating it will be done by the Bylaws Coordinator. 

• The approved bylaws will then be sent to the email of the person who created 

the document where they can be printed out for distribution. (you can access a 

copy of the approved bylaws on the unit’s home page in Salesforce)



Process continued

•The SBC will conduct periodic reviews of the Region queue to remove 

any bylaws records that have been in the queue for more than 6 

months. 

•The Region Chair should also review their queue for bylaws that have 

been there for longer than 6 months. Contact the unit about any 

outstanding issues that may be holding up the process. 

Unit/Council Name Change Process

1. A vote must be taken at a general membership meeting to approve 
the name change. This must be done even if the name change is due to 
a change in the name of the school with which the unit is affiliated.

2. The unit/council must send a copy of the minutes of the general 
membership meeting that show the unit/council voted to approve the 
name change to  the Region Director and the Region Bylaws Chair, who 
will forward it to the NYS PTA Bylaws Coordinator.

3. The State office and/or the State Bylaws Coordinator will have the 
name changed in all the system databases.



Unit/Council Name Change Process

4. After the name is changed in the systems:
a. If the Bylaws are not expired and not expiring in the next 3 months, the 

bylaws will be amended with the new name and reissued to the unit. If the 
officers have changed since the original adoption date, the NYS PTA Bylaws 
Coordinator will process with the current officers’ names. The revised cover 
sheet will have to be signed and returned to the NYS PTA Bylaws 
Coordinator.

b. If the Bylaws are expired or expiring in the next 3 months, the unit or 
council MUST go through the Bylaws Wizard to renew their bylaws with the 
new name. They must follow the usual process for notification of and 
approval by membership and return the signed cover sheet to the Region 
Bylaws Chair and the NTS PTA Bylaws Coordinator.

Unit/Council Name Change Process

5. A photocopy of the NYS Sales Tax Exemption certificate (ST 119) must be emailed to the 
RD and the RD will send this by email to both the SBC and to Theda Smith in the State office.

OR If unable to locate the original certificate
A letter on unit letterhead- with the NEW UNIT’S NAME- from the President of the unit, 
providing their name, title, phone number and email address, stating that the NYS Sales Tax 
Exemption certificate has been lost and that the unit’s name has been changed (include the 
old name and the new name). The letter must be sent via email to tsmith@nyspta.org, to 
the NYS PTA Bylaws Coordinator at bylaws@nyspta.org and to the RD. There is a template 
letter that can be sent out to the unit to fill in and email back. This letter is in the Google 
Drive that the RD’s can access.

6. Once all of the above actions are complete, the NYS PTA office will process the name 
change with the IRS and the NYS Sales Tax Exemption Department

(This procedure is also in the Google Drive under Region Resources that the RD can access) 

mailto:tsmith@nyspta.org
mailto:bylaws@nyspta.org


Region Bylaws Process

• Bylaws for each Region must also be reviewed and renewed every 
three years

• You should assist your Region by being a part (if not the chair) of the 
Region Bylaws Committee

• Your Region Board should be made aware of any changes and vote to 
approve the bylaws to be presented prior to the Spring 
Conference/annual meeting.

• A copy of your current region bylaws, the fillable template and 
instructions are on the Region Board Givebacks site. The SBC can also 
send the expiring bylaws and template to the Region.

Region Bylaws continued

• Your Region membership must be informed that bylaws will be voted on no 
less than 30 days before your Spring Conference/Annual Meeting .  Any 
changes that are to be made should be included in the notification to the 
membership with contact information for questions.

• Once the bylaws have been approved, send the signed cover sheet  and a copy 
of the Bylaws document to the Bylaws Coordinator as soon as possible (via 
email). Send the document as a Word document.

• A copy of the updated bylaws with the new expiration date and signed cover 
sheet will be returned to the Region Director and Region Bylaws Chair and 
posted to Region Boards section of Givebacks and the Region Resources 
section of the Google Drive, once approved by the Bylaws Coordinator.



Region Bylaws Chair – New Charter Responsibilities

Bylaws Process
• If available, attend the charter meeting with your Region Director 

or Chartering member (you will then be able to collect the signed and 
dated cover sheet right away)

• The unit should have completed their bylaws online and had them 
approved at the Charter Meeting. (if not in attendance at the meeting, 
have the cover sheet collected and given to you as soon as possible after the 
meeting)

• Once adopted, you can review and approve them.
• As soon as the FEIN #, and the NYS Tax exempt number have been 

obtained, they will be entered on to the unit’s bylaws in Salesforce.

Thank you!

Any Questions??

Contact Geri Lehane at bylaws@nyspta.org




