eBylaw How To’s  updated 10/25/11AHM

Bylaws and standing rules must be reviewed every year and revised every three years. The President appoints a committee (3 to 5 people) with the parliamentarian as chairman to study them, make recommendations, and forward through channels to the California State PTA parliamentarian. After receiving approval for amendments from the California State PTA parliamentarian, give 30 days’ written notice of proposed amendments to association members. A two thirds (2/3rd) vote is required to amend the bylaws. 


You can access the e-bylaws process through the California State PTA website – www.capta.org  
At least 24 hours before you are set to make your changes thru eBylaws, you must obtain your password.  Once you complete the steps below, your password will be emailed to you within 24 hours.  Here are the steps you need to follow:  
1. Go to  http://www.capta.org/sections/management/e-bylaws.cfm which is the section of State PTA’s website where you’ll find a link to eBylaws.
2. To register for a password -- click Request a password in the right-hand column.
3. Complete the sequenced questions, choose a user name and your password will be emailed to you within 24 hours.

HINT:  It will be very helpful if you take the time and complete the E-Bylaws Summary Form before you continue to step 4.  This form is available at Glendale Council’s website: http://www.glendalepta.org/forms.html 
Additionally, you will need to download a fillable OR non-fillable version of First District’s Bylaws Change Form which is available at http://www.glendalepta.org/forms.html.  This form must accompany your bylaws submission.
4. When you’ve received your password, again go to http://www.capta.org/sections/management/e-bylaws.cfm and click BUILD e-Bylaws.  You will need your user name and password.  Continue through the prompts and build your new bylaws!
5.  Complete the First District Bylaws Change Form (see above for information) and make 2 copies
6.  Once you have completed your eBylaws print FOUR copies of your Bylaws AND FOUR extra copies of the signature page.
7. Keep one copy of your Bylaws and the First District Bylaws Change Form for your records.  Send 3 copies of your bylaws, all 4 copies of the signature page AND 1 copy of the First District Bylaws Change Form to Anne Moser, Glendale Council PTA Parliamentarian at the Council PTA office.
Questions?

Anne Moser, Glendale Council PTA Parliamentarian at annehm@pacbell.net 
