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Leadership Resources: www.wastatepta.org/leadership
In the “Members Only” section of the Washington State PTA website you will find resources available exclusively 
to PTA members.  This page contains PTA & the Law Resources, Leadership Packet materials, Money Matters 
and a variety of resources for PTA officers and members.  To access the members only site, your log-on is 
PTAmember and password is leader.  Call the State PTA office at 1-800-562-3804 if you have any questions.

WSPTA Vision
“Making every child’s potential a reality.”

WSPTA Mission
PTA is 
•a powerful voice for all children.
•a relevant resource for families and communities.
•a strong advocate for the education and well-being of every child.



The charge of the Nominating Committee is to recognize and 
recruit the most qualified people for the positions available.  
It is the most important committee in PTA.  Having qualified 
people step into leadership positions in a local unit, council, 
region or at the state level will ensure success for many years 
into the future. The work of this committee is paramount to 
fulfilling our mission as PTAs.

Nominating Committees must be elected by the general 
membership. Committee work includes holding confidential 
meetings, reviewing nominations, and searching for the best 
qualified candidates for leadership roles in your PTA.

When selecting good candidates for your nominating com-
mittee, look for people with high qualities of tact, integrity, 
discretion, and someone who will hold one’s counsel (capable 
of standing up for what they believe in). Sound judgment and 
skill in evaluating possible nominees by being familiar with 
the needs of your PTA are essential. Confidentiality is a must 
as committee members will hold extremely honest discussions 
and must agree to only announce the names of the nominees, 
not the conversation around those choices or the names that 
were not submitted for nomination.

The sooner the nominating committee is elected the better so 
they can begin their work. Consider electing your nominat-
ing committee at the first general meeting in the fall so they 
can keep their eyes open for candidates all year long. To plan 
backwards from deadlines keep in mind officers must be 
elected before April 30th to be in compliance with the WSPTA 
Bylaws. The Nominating Committee also must make its report 
to the general membership 15 days prior to the election and all 
candidates nominated must be PTA members. Elected officers 
must be PTA members for 30 days before being elected.

Being a member of this committee is an honor given to you by 
your membership because they believe in your judgment and 
have confidence you will keep the best interest of your associa-
tion in the forefront. Celebrate this committee and continue the 
great work you all do each day for children and youth. 

This booklet provides detailed information on how to elect a 
Nominating Committee, how the Nominating Committee seeks 
and selects qualified nominees for PTA leadership, and answers 
the frequently asked questions regarding the duties of the 
Nominating Committee.

Electing a Nominating 
Committee
The “Uniform Bylaws of the Washington State PTA” 
[Article 5, Section 5(a) Local Unit and Article 6, Section 5 
(a) Council] REQUIRE that the Nominating Committee be 

elected at a general membership meeting at least thirty (30) 
days preceding the election of officers. This committee should 
never be appointed by the president nor be selected by ask-
ing for volunteers. No member should serve on this  committee 
unless elected as specified in the bylaws. The president is not 
eligible to be elected to, or serve on the Nominating Committee 
and may have no part in their deliberations.

The standing rules of the local unit may provide that voting 
for officer or nominating committee positions be by mail or 
by electronic transmission if the name of each candidate is 
contained in the notice of meeting or set forth in a record 
accompanying the notice. Any vote cast by electronic transmis-
sion must be received no later than the date set forth in the notice 
of the meeting. The local unit standing rules may provide that 
members voting by mail or electronic tranmission are deemed 
present for all purposes of quorum, count of votes, and percent-
ages of total voting power present, or only for the purposes 
of the election(s) conducted at the meeting. (From “Uniform 
Bylaws of the Washington State PTA” [Article 5, Section 3(h) 
Local Unit and Article 6, Section 3(h) Council.]

 The members of the Nominating Committee have a tremendous 
influence on the future of your PTA unit/council and should 
themselves be very carefully selected. This is an elected commit-
tee, not one appointed by the president or selected by asking for 
volunteers.

Nominating Committee members are viewed as wise, tactful, cir-
cumspect, persuasive, and as having broad acquaintance with the 
membership.  Members of the Nominating Committee should be 
elected on merit and ability -- never on popularity.

Members of the Nominating Committee themselves are not 
barred from becoming nominees for elected office.  Thus, com-
mittee members cannot be deprived of the right to hold office by 
being elected to the Nominating Committee.  No person, how-
ever, may serve on this committee for two consecutive years. 

Candidates for the Nominating Committee must have been a 
member of the PTA unit for at least 30 days prior to the election 
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of the Nominating Committee.

The Nominating Committee is to consist of at least three (3) 
members and two alternates.

Personal and General 
Qualifications
Nominating Committee members should display the following 
characteristics (Not in order of ranking importance).
n  Interest in and enthusiasm for the purposes and programs of 

the PTA unit/council.
n  Willingness to work and devote considerable time to the fur-

thering of the purposes and programs of the PTA unit/council.
n  High qualities of tact, integrity and discretion; ability to hold 

one’s own counsel.
n  Courage to express ideas and to defend one’s convictions.
n  Sound judgment and skill in evaluating possible nominees.
n  Knowledge of the PTA unit/council goals.
n  General knowledge of potential candidates’ qualifications 

and abilities.
n  Member in good standing for at least thirty (30) days prior to 

the election of the Nominating Committee.

Nominating Committee 
Meeting
After the election of the Nominating Committee, the committee 
should set a time and place for an initial meeting to establish 

a timetable and to begin the consideration of PTA members as 
potential nominees.  An early first meeting will help make sure 
that sufficient time is given to consideration of all recommenda-
tions and suggestions.

The Nominating Committee needs the following information 
from the Board of Directors: 
n  Date of the general membership meeting where elections will 

be held,
n  Date the nominating committee report is due to the members,
n  Nominating Committee handbook,
n  Membership roster.

Selecting the Nominees
The committee’s major role and responsibility is to nominate 
the best qualified candidate(s) for each office.  Give careful 
consideration, both as an individual and as a committee, to the 
requirements and scope of the offices to be filled as well as to 
the qualifications and abilities needed to fill them, and match 
these to the members.

The committee should ask for recommendations from PTA 
board members and from the PTA membership and consider 
the vision and mission of the organization as well.  Regardless 
of the number of times a name is recommended, that individual 
must be evaluated equally and by the same criteria as all other 
possible nominees.  The committee is not required to select 
nominees only from the recommendations it receives.  The com-
mittee is obligated to seek out all people who would best serve 
the PTA unit/council in a particular office. (A sample recom-
mendation form can be found on page 7 of this publication.)

Secure a copy of the current membership list so due consider-
ation can be given to all qualified members.

A presidential nominee should not be asked whom he/she would 
like for running mates.  This decision rests with the Nominating 
Committee.  Nominees for vice president, secretary, or treasurer 
should be selected with the same care as a presidential nominee.

Selection of  nominees should be an orderly process.  Open 
and frank discussions about potential nominees must be held 
between members of the Nominating Committee.  

These discussions must be kept strictly confidential, and no 
information, including the reasons for accepting or rejecting a 
recommendation, should ever leave the committee meeting.

The Nominating Committee should not meet to consider any 
potential nominee unless all committee members have been 
notified of the meeting.

NOTE: Article 5, Section 6 of the Uniform Bylaws of the 
Washington State PTA outline the eligibility requirements 
for a nominee for a PTA unit office, and Article 6, Section 6 
outlines the requirements for a nominee for a PTA council 
office.
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Criteria for Selecting 
Nominees
It is important that the Nominating Committee carefully con-
sider each potential nominee.  The well-being of the PTA unit/
council must be the top priority.  The following criteria should 
be considered and evaluated.

The potential nominee:
n Must be a PTA member 30 days preceding the election.
n Must be enthusiastic and supportive of the PTA unit/council.
n Must believe in the objects and purposes of PTA and believe 

that PTA is the best organization for working for children 
and youth.

n Should have previous experience in PTA, though other orga-
nization work may also be considered.

n Should have knowledge of the PTA organization and its role 
in the school and community.

n Should be relied upon to give PTA a satisfactory level of 
priority and commitment.

n Should have a good relationship with people.
n Must be fair and objective and able to subordinate personal 

interests to the interests and well-being of the PTA unit/coun-
cil.

n Should have vision and be innovative.
n Must be at least 18 years old to be elected as a PTA officer.

Nominating Committee 
Report
A written and signed report of the Nominating Committee 
must be submitted to the PTA unit/council membership at least 
fifteen (15) days prior to the election (Washington State PTA 
Uniform Bylaws, Local Unit Article 5, Section 5(b) and Coun-
cil Article 6, Section 5(b).

The written report of the nominees should be signed by all the 
Nominating Committee members.  

The report is read to the PTA membership, by the Nominating 
Committee chair, just prior to the election.  After the report is 
read, additional nominations may be made from the floor of 
the meeting by any PTA member.  The Nominating Committee 
is automatically discharged when its report is presented to the 
membership.

For a sample Nominating Committee Report, see page 7 of this 
publication.

Sample Wording For              
Local Unit Elections               
(NOTE: This is sample wording; individual situations may vary. This 
example assumes that electronic voting has not been authorized. For 
more information on electronic voting, go to the Washington State 
PTA website www.wastatepta.og.)

PRESIDENT:

“The next business before the unit is the election of officers. 
The Secretary will please read that section of the bylaws 
pertaining to the election of officers.”  (The secretary would 
then read, from the WSPTA Uniform Bylaws, articles related to 
elections: Article 5, Section 6 for local PTA units; or Article 6, 
Section 6 for PTA councils). “In accordance with the WSPTA 
Uniform Bylaws, we will proceed with the election of officers.”

PRESIDENT:

“We will now hear the report of the Nominating Committee.”

CHAIRMAN of the NOMINATING COMMITTEE:

“Madam/Mr. President, (pause for recognition), the nominating 
committee places in nomination the following:

For president:  _________________________

For vice president:  _____________________

For secretary:  _________________________

For treasurer:  ______________________.”

Signed ____________________________, Chairman
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The chairman then hands the written report to the president 
and retires to her/his seat.

PRESIDENT:

“The nominating committee has named the following persons 
as candidates for offices of the PTA/PTSA for the coming 
year:

For president:________________________

For vice president: ____________________

For secretary:  _______________________

For treasurer:  _______________________.”

“____________________’s name has been placed in nomina-
tion for the office of president. Are there further nominations 
from the floor?” (Always allow plenty of time.)

Note: A person does not have to be present to be nominated 
from the floor. However, they must give their permission to be 
nominated.

If, after waiting a reasonable time, and no other nomination 
is forthcoming, the president may close nominations by a 
general consent motion, in the following manner:

PRESIDENT:

“Hearing no further nominations for president, if there are 
no objections, (pause) the chair declares the nominations for 
president closed.”

This procedure is followed for each office in sequence in 
which the nominations were made.

Candidates should be introduced and names listed on a flip 
chart or other visual aid. The vote is then taken. The bylaws 
provide that when there is but one candidate for each office 
the vote may be by voice, but in the event that someone is 
nominated from the floor or a double slate is presented by 
the nominating committee, it becomes necessary for the chair 
to appoint tellers who are instructed to take a count of those 
members eligible to vote (those whose membership service 
fees have been paid for the current year). They also distribute, 
collect and count the ballots and report to the unit the results 
of the vote. A majority of those voting is necessary to elect.

The following example illustrates the form in which tellers’ 
reports should be made:

Members present eligible to vote . . . . .. 42
Number of votes cast . . . . . . . . . . . . . .. 40
Necessary to elect . . . . . . . . . . . . . . . . . 21

     (More than half the legal votes cast)

NOTE, if no one candidate receives a majority of the votes 
cast for a particular position, then a run-off election should 
be conducted, limited to the two candidates who received the 

most votes in the initial election.

For president:
Mrs. B. received . . . . . . .. 26
Mr. A. received . . . . . . .. . 12
Mrs. C. received . . . . . . .. . 2

This process is followed for each office.

Signed:   ______________________________

               ______________________________

(Tellers) ______________________________

Every name for which a vote has been cast must be reported, 
the one receiving the largest vote for each office being stated 
first.  The tellers never announce who is elected. Their report is 
given to the president who makes the announcement.

The president declares who is elected as follows:

PRESIDENT:

“The officers you have elected for the _____________ PTA for 
20___ to 20___ are:

President: ___________________________,

Vice President: _______________________,

Secretary:___________________________,

Treasurer: __________________________.”

The votes cast for each office must be preserved until it is ap-
parent the results will not be challenged, so that if the election 
is questioned, the vote may be verified by a recount.

NOTE:  Now that your officers are elected they must be logged 
into WSPTA’s online enrollment system.  
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Frequently Asked               
Questions
Nominations from the Floor
Q: What if a person who wants to be president is not nominated 

by the Nominating Committee?
A: Every qualified person has the right to be nominated from 

the floor in the event (s)he wants to run for an office and 
is not on the slate of candidates offered by the Nominating 
Committee. This is a protection which assures that if any 
member feels the Nominating Committee ignored the best 
qualified candidate for a position, then that person can still 
be nominated and run for the office. The choice of who is 
elected rests, as always, with the membership.

Purpose of the Nominating Committee
Q: Why is the Nominating Committee elected? ‘
A: This committee is elected to give the membership the choice 

on who it believes is best qualified as future leaders of the 
PTA. Election by the membership to the nominating commit-
tee is a very high honor. This is the one committee on which 
the president is not an ex-officio member.

Q: What is the duty of the Nominating Committee? 
A: The responsibility of the committee is to identify, recruit and 

nominate the best qualified candidate for each elected posi-
tion. To do this, the committee members must be committed 
to PTA; be willing to invest time into making it the best pos-
sible organization; and, be capable of holding frank, honest, 
candid discussions about the potential nominees knowing 
that all conversations are confidential.

Qualifications of Nominees
Q: One of the children of the individual who has been nomi-

nated for office was just convicted of armed robbery. Should 
that nominee be asked to step aside so someone else can be 
nominated? 

A: No. The crimes of one individual are not the crimes of 
another. The crimes of the child are not the crimes of the 
parent. 

Q: If a member of the Nominating Committee has knowledge 
of theft by a nominee — should they share that informa-
tion with the committee? (For example, they were in Scouts 
together and the person running for office was convicted of 
embezzlement of Scout funds.)

A: Absolutely. The committee needs this information to deter-
mine the best qualified candidates for the PTA. However, if 
there are only suspicions or if there was no conviction, then 
it would not be appropriate to share this information 

Principal’s Role
Q: The principal wants to run for PTA president because he 
wants to force the PTA to raise funds to buy school supplies and 
other things. What can be done?
A: Interference in the corporate affairs of a private, nonprofit 

association is serious. However, any member has the right to 
run for an office. If this individual is the wrong person and 
will damage the organization, the members will need to elect a 
better qualified candidate. If this principal is using his position 
to intimidate members, then contact your region director or the 
State PTA office for assistance. It is also a conflict of interest 
for the principal to be elected president of the PTA.

Timeline for Nominating Committee
Q: When is the Nominating Committee elected? 
A: The Nominating Committee should be elected at the first 

general membership meeting in the fall. 

Nominating Committee Members Being            
Nominated for Office
Q: Can you be a nominee for office if you are on the Nominat-

ing Committee?
A: Being a member of the Nominating Committee does not 

mean you may not be considered as a nominee for office. 

Nominee’s PTA Membership Requirements
Q: How many days does a candidate for office need to be a 

PTA member before being selected for nomination by the 
Nominating Committee?

A: The WSPTA Uniform Bylaws does not specify how many 
days an individual must be a member before being selected 
for nomination by the Nominating Committee, however an 
individual must have been a PTA member for 30 days prior 
to being elected as a PTA officer.

Electronic Voting
Q:	How can electronic voting be used?
A:	All ballots mailed electronically to members in good stand-

ing include a brief description of the voting procedure 
and ballot return deadline; and the names of all candidates 
brought forth by the nominating committee and any self 
declared candidate(s) meeting eligibility requirements for 
election of office/committee. Electronic mail messages 
containing member ballots are not be forwarded under any 
circumstances. Paper copies of electronic balloting messag-
es created by the tellers committee must be destroyed. Bal-
lots received via electronic transmission after the announced 
deadline will not be counted nor used for establishment 
of a quorum. The tellers committee will create a record 
of all members casting a ballot by electronic mail. Ballots 
distributed via electronic mail must be returned via elec-
tronic mail to the specific electronic mail address included 
on the announcement of election. The tellers committee will 
review each ballot returned by electronic mail to: Determine 
that the ballot was cast by a member in good standing; the 
ballot is returned from the member electronic mail address 
on record; the voter intent is clearly recognized/understood; 
and the electronic mail message containing the ballot was 
received by the specified voting deadline.



Sample Form for Seeking Recommendations  
to the Nominating Committee
	 For Office of _______________________________________________________________________________

		  Name ______________________________________________________________________________
	
		  Phone ______________________________________________________________________________

		  Address ____________________________________________________________________________
	
		  ____________________________________________________________________________________
	
		  Email address ________________________________________________________________________

		  PTA Background _____________________________________________________________________

		  ____________________________________________________________________________________

	
		  Member since (when individual joined PTA this year)  _______________
		
	
		  Other Activities  ______________________________________________________________________

		  ____________________________________________________________________________________

	
		  Remarks ____________________________________________________________________________

		  ____________________________________________________________________________________

		
					     Signed _______________________________
				        	 (optional)

Sample Nominating Committee Report
The __________ (insert year) _______________________________ (insert local unit name) Nominating Committee places the fol-
lowing names in nomination:
	

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________ 

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________ 

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________ 

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________

For Office of ________________________ (insert office); __________________ (insert nominee); membership number___________

		  Respectfully Submitted,

		  ____________________________ Signature of Nominating Committee Member

		  ____________________________ Signature of Nominating Committee Member

		  ____________________________ Signature of Nominating Committee Member
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