PTA MEETING MINUTES
Template — replace bracketed fields with your content
Meeting Identification
PTA / PTO Name: [SCHOOL NAME] PTA
Meeting Type: [General Membership / Board / Executive Committee / Special]
Date: [MONTH DAY, YEAR]
Location: [ROOM / ADDRESS]
Time Called to Order: [H:MM AM/PM]
Time Adjourned: [H:MM AM/PM]
Tip: Use the full legal name of the PTA as registered with your state PTA.
Attendance
Board Members Present:
1. [NAME] — President
1. [NAME] — Vice President
1. [NAME] — Secretary
1. [NAME] — Treasurer
1. [NAME] — Member-at-large
Board Members Absent:
1. [NAME] — [Position] — (Excused / Unexcused)
General Members Present:
[COUNT] members present. Sign-in sheet attached as appendix.
Guests:
1. [NAME] — [Role, e.g. Principal, Teacher Rep]
Quorum: [Established / Not established] — [X of Y] board members present (threshold: [Z])
Tip: Board quorum is typically a majority of board members. General membership quorum is defined in your bylaws — often 10-15% of membership, or a specific number.
Call to Order
President [NAME] called the meeting to order at [H:MM AM/PM].
Opening Ceremonies
Tip: If your unit opens meetings with the Pledge of Allegiance, mission statement reading, or other rituals, note them here in one or two lines. If not applicable, delete this section.
The Pledge of Allegiance was led by [NAME].
The PTA mission statement was read by [NAME].
Approval of Previous Minutes
The minutes of the [MONTH DAY, YEAR] [meeting type] meeting were presented. [NAME] moved approval [as distributed / with corrections noted below]. [NAME] seconded. Motion passed [unanimously / X-Y].
Tip: If corrections were made, list them specifically here before the approval line.
Treasurer's Report
Tip: Record specific dollar figures. Auditors and future treasurers benefit from concrete numbers. Include income categories, expense categories, and ending balance at minimum.
Treasurer [NAME] presented the [MONTH] financial report:
1. Beginning balance: $[AMOUNT]
1. Income: $[AMOUNT] — [category breakdown: e.g., fundraiser $X; dues $X]
1. Expenses: $[AMOUNT] — [category breakdown]
1. Ending balance: $[AMOUNT]
1. Outstanding bills / pending deposits: [DESCRIPTION]
Report filed for audit.
EXAMPLE — replace with your content
Treasurer Thompson presented the April financial report: beginning balance $12,847.22;
income $3,412.50 (spring fundraiser $2,890; dues $522.50); expenses $1,284.17 (teacher
appreciation $847.22; supplies $436.95); ending balance $14,975.55. Report filed for audit.

Principal's Report
Principal [NAME] reported on [TOPICS — one to three items in a sentence or two].
Tip: If teacher representatives or student representatives also spoke, add their reports here in similar form. Keep each to one or two sentences.
Officer and Committee Reports
Tip: One or two sentences per report. If a written report was submitted, note that it was filed rather than reproducing its contents.
[Committee Name] (Chair: [NAME]):
[Brief summary of the report — 1-2 sentences.]
[Committee Name] (Chair: [NAME]):
[Brief summary of the report — 1-2 sentences.]
Old Business
Tip: Any motion, discussion, or decision carried over from a previous meeting. Note current status: pending, resolved, tabled, etc.
[Topic]: [Current status and any action taken at this meeting.]
New Business
Tip: Every motion should be recorded with: who moved it, who seconded, brief summary of the motion, and the result (passed / failed / tabled). Include vote counts for close or requested votes.
[NAME] moved [MOTION TEXT — what is being proposed]. [NAME] seconded. [Optional: one-sentence discussion summary.] Motion passed [unanimously / X-Y / failed].
EXAMPLE — replace with your content
Kim moved to authorize up to $500 for spring carnival supplies. Patel seconded.
Discussion: committee reviewed vendor quotes and confirmed estimated total of $423.
Motion passed 5-0.

Johnson moved to approve the proposed revision to the Volunteer Hours Tracking Policy as
circulated with the agenda. Kim seconded. Motion passed 4-1.

Parent / Member Forum
Tip: If your bylaws provide for open comment from members, briefly note who spoke and on what topic. Don't transcribe — summarize.
[NUMBER] parents spoke regarding [TOPIC]. [Brief summary of positions taken — 1-2 sentences.]
Announcements
1. [Upcoming event: date, time, location]
1. [Deadline or call for volunteers]
1. [Next meeting date and time]
Adjournment
The meeting was adjourned at [H:MM AM/PM]. The next [meeting type] meeting is scheduled for [MONTH DAY, YEAR] at [H:MM AM/PM].
Signature
Respectfully submitted,
[NAME], Secretary
[DATE SIGNED]
For approval at the next meeting:
Minutes approved at the [MONTH DAY, YEAR] meeting.
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