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Unit Bylaws Submission

This guide provides a straightforward process for submitting unit
bylaws, ensuring that users can efficiently navigate the submission
system. It outlines each step clearly, from task creation to final
submission, making it easy to follow even for those unfamiliar with the
platform. By using this guide, individuals can ensure their bylaws are
accurately reviewed and approved, streamlining communication with
their council or district. Overall, it simplifies a potentially complex
process, saving time and reducing errors.
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Step 1:
Sign-in onto your
FutureFundConnect Platform i
Unit Dashboard Page

‘asks

Navigate to https://connect.futurefund.com/switch(7'

o
California State O
PTA
everychild. onevoice. Tasks
(2]
Unit Information
Unit Name Skylark Elementary PTA
Legal Name Skylark Elementary PTA (Legal Name)
Ridiase 1234 PTA Lane
Sacramento, CA 95814
Status
Org Date July 1,2022
District First District
Council Pleasanton Council PTA
Type PTA
Reference Code UN100001

O

Board Members

State PTAID
National PTA ID
EIN

FTB

Registry

Fiscal Start
Fiscal End

Grades

46

Memberships

STATE-CODE-0001
NPTA-CODE-0001
99-0000000
9500000
CT1000000

July 1

June 30

K-5




£ FutureFund Skylark Elementary PTA

Connect
p

Dashboard Tasks

£ My Organizations

Step 2: & MyMessages (1)
Click “TASK” My Tasks California State O 0 4 6

g PTA

hild. onevoice. Tasks Board Members Memberships
| Updates (2]
Unit Information
Unit Name Skylark Elementary PTA State PTA ID STATE-CODE-0001
Legal Name Skylark Elementary PTA (Legal Name) National PTAID NPTA-CODE-0001
1234 PTA Lane EIN 99-0000000
Address
Sacramento, CA 95814 FTB 9500000
Status Registry C€T1000000
Org Date July 1,2022 Fiscal Start July1
District First District Fiscal End June 30
Council Pleasanton Council PTA Grades K-5
Tvpe PTA




Skylark Elementary PTA

— -
Step 2: o
In the upper right-hand Tasks
corner, select “CREATE TASK” Aiis @
o

You are all caught up! Enjoy your day.




Skylark Elementary PTA

Duhbourd

Step 3:
Select “UNIT BYLAWS” and €
CIiCk ”SAVE" Skylark Elementary PTA

Add Task

Entity

Skylark Elementary PTA

Trigger

Unit Bylaws (In Council)

Team

Cancel




Step 4:

This will ASSIGN THE TASK to
an officer and SET a DUE
DATE

To start making updates to
bylaws:

Click on “START THE
PROCESS”

Unit Bylaws (In Council)

Generates the bylaws document for the entity.

Status Pending Assigned To Caroline McCallister - Due Date November 21,2025

t

Step 1: Start the Guided Process

Click on the following link to guide you through the generation process.

Start Process

Activity Log

|
® November1l,20251:12PMPST
Activity created.

® November1l,20251:12PMPST
Liz Grace assigned this task to Caroline McCallister.
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Step 5:
Fill out the form

Skylark Elementary PTA

CA Bylaws UnitIC 2025a

California Bylaws Unit IC 2024A English Description

Dues Amount

$15.00

Additional membership options

Elected officers
"] Executive VP ("] Financial Reviewer
(] Financial Secretary (] Parliamentarian

Number of Vice Presidents

o

Nominating Committee Members

2

The amount each member of this association shall pay annual dues.
Page 5, Article 4, Section 4

Enter al ship options for sale (e.g., family
and/or staff memberships)
Page 5, Article 4, Section 4 (optional)

Select the officers for which elections will be held. This is in addition to
ther yp 1s: p it, secretary, parliamentarian, and
treasurer.

Page 6, Article 5, Section 2 (optional)

The number of vice-president officers for the
Page 6, Article 5, Section 2

Number of members for the nominating committee. \
Page 6, Article 5, Section 4




Nominating Committee Alternates

Ste p 5 : Election Meeting Month
Fill out the form February
Continued

Officers assume duties on

July 1st

Authorized Signer #1

st Vice President

Authorized Signer #2

None

Number of alternates for the nominating committee.
Page 6, Article 5, Section 4

Election shall be held by ballot at the annual election meeting in this
month.
Page 7, Article 5, Section 7

Officers shall assume their duties on this date.
Page 7, Article 5, Section 8 (optional)

Name one or two elected officers other than the secretary or financial
reviewer.
Page 9, Article 6, Section 4 (optional)

Name one or two elected officers other than the secretary or financial

reviewer.
Page 9, Article 6, Section 4 (optional)




Number of Members for Special Meeting

3

Step 5:

Fill out the form ——
Continued il

And click “NEXT”

Council Delegate Selection

Appointed

The number of members of the executive board needed to call a special
meeting.
Page 10, Article 7, Section 4

Association meeting quorum size. (minimum 11)
Page 10, Article 7, Section 5

The method the delegates are selected.
Page 13, Article 9, Section 1

Cancel




CABylaws UnitIC 2025a

Executive Board Meeting Date

Step 5:
Fill out the form
Continued

Association Meeting Dates

Meeting months

(] sanuary () June

D February D August
D March D September
D April D October
() may (7] November

Insert week and day in the month, e.g., second Tuesday.
Page 18, Standing Rules

Insert week and day in the month, e.g., second Tuesday.
Page 18, Standing Rules

Association meetings will be held in the following months.
Page 18, Standing Rules (optional)




Step 5:
Fill out the form
Continued

First VP shall serve as

Second VP shall serve as

Standing Committees

Enter the role this VP will serve.
Page 18, Standing Rules (optional)

Enter the role this VP will serve.
Page 18, Standing Rules (optional)

The standing committees of this association include
Page 19, Standing Rules (optional)




Supplemental Pages

Attach additional pages to append to the document.
1~ Page 20 (optional)

Step 5: A
. Drag and drop your file here or click to upload
Fill out the form

Continued
Debit/Credit Card Usage
Including standing rules for debit/credit card usage.
. No A Page 20 (optional)
IF there are ANY extra unit
. e . N

specific Standing Rules °

Yes
download and attach them
“HERE” Cancel

Click “NEXT” when done




Step 6:

Review the draft document
and verify the information is
accurate and correct.

If changes are needed, click

on the Make Changes button.

CA Bylaws UnitIC 2025a

California Bylaws Unit IC 2024A English Description

Step 1: Review Draft

Please review the draft document before submitting it for approval.

Step 2: Make Changes

If needed, return to the wizard to make changes to your responses.

Make Changes




Step 1: Review Draft

Please review the draft document before submitting it for approval.

Step 7:

View Draft

Click the “SUBMIT FOR
REVIEW” button

Step 2: Make Changes

If needed, return to the wizard to make changes to your responses.

Make Changes

After the Submit for Review
button is pressed, the task

Step 3: Submit for Review

will be assigned to someone

Once you've verified the draft document, press the Submit for Review button bellow.

at your council or district for

Sybmit for Review

review. When they accept or
reject the bylaws, you will be
notified via email.




Unit Bylaws (In Council)

Generates the bylaws document for the entity.

Step 8: (If necessary)

Status InReview AssignedTo LizGrace -~ Due Date November 25,2025

If changes are needed, click
Activity Submitted
{4
t h e WITH D RAW The activity has been submitted for review. You will be notified when it is approved or rejected. If you need to make change, y
” withdraw the submission by clicking the button below.
SUBMISSION” button

WithdraySubmiSsion

Activity Log

@® November11,20251:12PMPST
Activity created.

When the task is withdrawn, |

L i 'this task to Caroli allister.

the approval process will start | S——

L i sponse to this activity

Ove r T November11,20251:13 PMPST
.

Liz Grace assigned this task to Liz Grace.




FIRST

First District

everychild.onevoice.”

Questions?

Thank you!

Lenka Kendall, District Parliamentarian

parliamentarian@ptai.org

S



mailto:arliamentarian@pta1.org

