

Kentucky PTA’s 2020-2021 Local Unit Officer Election Script
Call to order- (Required) 
The president, as chair, calls the meeting to order.  The president declares whether or not a quorum is present, so both the members are aware, and the secretary notes the fact in the minutes.  Quorum for the membership meeting is unique to your PTA and stated in your bylaws. 
President: “The meeting of ______________________PTA/PTSA is called to order by virtual meeting on (date) ________________ at (time) _____________.  A quorum is present.”
If the Secretary is not present, the chair appoints a member to perform that responsibility for the meeting.   If your PTA/PTSA has a Parliamentarian and they are not present, the same procedure is used for appointing a Parliamentarian, just change the wording to reflect Parliamentarian instead of Secretary. 
President: “At this time, due to the absence of __________________________, the secretary, the chair would appoint _________________________as secretary pro-temp for this meeting.  

Introductions, Welcome, Explanation of Meeting Technology and Rules. 
Begin introductions with special PTA guest in order of National, State, District PTA, followed by any other special guest such as school district representatives. (If applicable).   Then have the board introduce themselves, stating their current positions.    
The chair will also review the meeting rules and any instructions for using the virtual meeting platform the PTA has chosen. 

President: “At this time the chair would like to welcome _______________________. In order to make sure everyone is comfortable with our meeting technology lets review a few options you may need today throughout the meeting.   (Explain how to raise hand, unmute, chat and any other feature you plan to utilize.) During the registration process we verified all email addresses so should we need to conduct a ballot vote; you should have no issues receiving your ballot using that email.   Also, during this meeting, we will be following these rules:
We will only be voting on elections tonight; nomination information was sent out prior to tonight’s information.  Our Principal (if in attendance) will be allowed to bring forth the Principal’s report.  All other business will be held until we can have an in-person meeting after social distancing.  
You should have posted your slate at least 5-7 days prior to this meeting. 
President: Prior to this meeting, we emailed to all members the nomination slate and posted it to our social media page (if you have one).   The following rules were included for anyone interested in running from the floor.   To run from the floor for a position currently slated, you must have submitted your nomination by 5 PM yesterday.   Any position not currently slated or considered open position you can run from the floor tonight. 
If there is no objection, the chair appoints ________________________ as our teller.  We don’t need a teller’s committee as the computer is tabulating all the results so our teller will only be reporting those results not counting ballots.  

President:   ______________________________, chair of the “Nominating Committee” will now present the report” 

Nominating Committee Chair:   The nominating committee chair reads the slate of officers.    “The Nominating Committee submits the following nominees: For president ________________________; for Vice President _______________________,; (VP would be repeated to cover all VP positions)  for Secretary, _________________________; for Treasurer, __________________________.    Signed: (Read the names of the nominating committee members).   (If you could not find someone to fill a position, while staying in order mention that it is open. EXAMPLE:  for  2nd VP – Membership is currently open, for 3RD VP of Volunteers is Sally Smith) 

President: The president re-reads the slate of officers.   “Thank you, the Nominating Committee submits the following nominees: For president ________________________; for Vice President _______________________,; (VP would be repeated to cover all VP positions)  for Secretary, _________________________; for Treasurer, __________________________.    Signed: (Read the names of the nominating committee members). “

President:  ________________________ has been nominated for president. 
(If floor nominations were received prior to the meeting as per rules) We received the following nominations for president prior to the meeting (read names). 
If it is currently not filled by the nominating committee use the following: 
President: The floor is currently open for nominations for president.    (REMEMBER, STATE NON-PROFIT LAW REQUIRES EACH PTA MUST HAVE A PRESIDENT, TREASURER AND SECRETARY AT LEAST- FEEL FREE TO EXPLAIN THAT IF THOSE POSITIONS ARE OPEN). 
If there is a nomination from the floor for an open position during the meeting use the following: 
President: The chair recognizes the person making the nominations.  “Yes, would you please state your name and nomination?” 
Member: “My name is _______________.  I would like to nominate _______________________ for  _______________________.” 
President: Ask the nominee (if they nominee someone besides themselves) “Do you consent to the nomination?” If the nominee is not in attendance ask the person who made the nomination, “Do you have the consent of the Nominee?”
Nominee: Will give their consent or indicate consent of the nominee. 
President: “________________ has been nominated. Are there any further nominations?”  Continue until there are no other nominations.  “Hearing no other nominations, the chair declares the nominations closed”. (If multiple nominees for one position). “We will give each candidate 2 minutes to state their qualifications.” 
Candidates: 2 Minutes each to state qualifications. 
IF you have 1 person for the position use the following: 
President: Having only one person nominated for the position of President; we will accept a voice vote for this position.    All in favor of electing ______________________ as the 2020-2021 PTA President please say AYE.    All apposed say nay.    The Ayes have it.     (Continue on in order until everyone is elected, or you get to a position that requires a ballot vote). 

If you have 2 (two) or more people running for one position use the following: 
President: “We are emailing the ballot for president to the email address you submitted when registering for this meeting.  You’ll have 2 minutes to cast your vote using that ballot.  We’ll pause our business to give you time to cast your ballot. (You cannot continue on with elections as the person not selected as President may want to run for another open position -if you have any).  Simply click on the name of the candidate of your choice. Your vote will not contain any identifying information so all votes will be anonymous.  Please do not log out of our meeting while casting your ballot.” 
(A sample ballot was attached to instructions; please update in real time as floor nominations come in, so that when it is time to send out ballot forms; it is ready.) 
President: “___________________, our teller is ready to report.” 
Teller: Number of members eligible to vote based on who present for this meeting is _________ number of votes cast __________,   ____(Person 1)__________ received, __#__ votes;  _____(Person 2) _____________ received, __#___ votes, etc.” 
President: Number of members eligible to vote based on who present for this meeting is _________ number of votes cast __________,   ____(Person 1)__________ received, __#__ votes;  _____(Person 2) _____________ received, __#___ votes, etc.” Is elected President.  

Continue this process for all officers. 

President: “At this time, I would like to introduce the officers of the _____________PTA for the 202-2021 school year.” 

President: Mr/Mrs. ______________ would you like to give your Principal’s report? 
Principal: Gives Principal/School report 
	-Members will be allowed to ask questions directly after Principal’s report, they must “Raise hands” and take turns to keep the meeting manageable.  Please keep this between 5-10 minutes max.   

President: We want to thank each of you for taking the time to come to the __________ PTA general election meeting tonight.   The meeting is adjourned at ________________” 







