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1st VP of Membership: 

Coral Reef PTSA has several vice presidents. These positions are numbered for clarity 
of succession in office, and are as follows:  1st Vice President of Membership, 2nd Vice 
President of Volunteers, 3rd Vice President of Ways and Means.   

 
The first vice president is called on first to preside in the absence of the president. If the first vice 
president is not available, then the second vice president is called on, etc.  
 
As first vice president you will:  
 

1. Assume the duties of the president in case of absence and perform other duties as assigned and 
as prescribed in the bylaws of Coral Reef.  

 
2. Study the bylaws, the National PTA President’s Quick Reference Guide, and Robert’s Rules of 

Order, Newly Revised, in order to be familiar with parliamentary procedure and to be an able 
successor to the president should the need arise.  

 
3. Be sure your PTA is represented in all meetings, conferences, discussion groups and related 

activities. If the president is not able to attend, then the vice president should.  
 

4. Refer to yourself as “the chair” when presiding at meetings.  
 
As Membership Chair: 
 

1. Make membership growth and retention a priority of the PTSA 

2. Establish membership goals 

3. Work with membership committee, president, and entire executive board to decide on 

a membership campaign theme 

4. Create a marketing plan that promotes our PTSA’s successes and the work of the PTSA 

so that new members will be informed and attracted to join, and current members will 

be motivated to renew their membership. All fliers must be pre-approved by president 

and principal 

5. Help recruit committee members to assist in the planning and execution of the 

membership campaign 

6. Develop an outreach component within the campaign for underrepresented groups 

7. Create a timeline for membership campaign activities 

8. Collect and reconcile membership dues with treasurer 

9. Oversee the creation and upkeep of the membership database by the membership 

committee person assigned to that role 

10. Assist with the distribution of membership cards, as necessary 

11. Hold regular planning meetings with membership committee and other board members 
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12. Work with 2nd VP of Volunteers to recruit volunteers as needed 

13. Know your budget, save your receipts and submit them to treasurer with a Payment 

Authorization Form for reimbursement 

14. Familiarize yourself with Coral Reef’s PTSA’s unit Bylaws 

15. Maintain (and turn over) a Vice President of Membership procedure book  

16. Update Corresponding Secretary with upcoming events and dates 

17. Attend monthly board meetings and provide regular membership reports (or send 

report via email) 

18. Track your volunteer hours spent on program and submit at least monthly (before end 

of month)  


