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Introduction
The success of the Texas Alliance of Black School Educators (TABSE) will depend on how 
well officers fulfill their duties. The members of TABSE express their faith and confidence in 
an officer when they elect them to serve. Officers should feel honored and strive to maintain 
innovative mindsets at all times. As a TABSE officer, one has additional responsibilities and 
opportunities.  Officers should learn what these responsibilities are and be prepared to meet 
them. Additionally, a person will be a better officer, leader, and member if they are familiar 
with their duties and know the roles of the other officers and leaders. This is necessary so 
that everyone can work together to conduct Alliance business more efficiently.

The purpose of the training is to ensure that each officer knows what his/her duties are and 
how to perform them well. Hopefully, the information contained herein will help officers and 
committee leaders perform their duties in accordance with the Bylaws.

This handbook is designed to detail the policies and procedures for each officer’s roles, 
duties and responsibilities.

This handbook will serve as a guideline relating to specific job duties of offices in relation to 
the Constitution and Bylaws.

TABSE’s Litany of Commitment 
Presider:
We dedicate this gathering to the qualitative improvement of education for 
African American students and to the collaborative support of African 
American educators.

We rejoice that African American educators and supporters are 
assembled under the banner of the Texas Alliance of Black School 
Educators. We ask God’s guidance as we deliberate concerning the issues 
affecting the education of African American students and the role and 
importance of African American Educators. 

To the honor of the Black community and to all of those who share a 
responsibility in the education of African American youth.

To the administrators, teachers, parents, and community leaders who are 
responsible for the quality of education for African American children.

Members:
We dedicate this meeting. 

Presider:   
To overcome the low levels of performance for the masses of our children, the 
loss of African American educators and the serious questions about the content 
of education(traditional, academic, and cultural).

Members:   
We raise our collective voices in an urgent demand for equality and 
excellence in education.

Presider:   
To call for new and extended independent African American initiatives in 
education;

To the need to redress prior deprivations caused by slavery, segregation, 
racism, and poverty.

Members:
We pledge our commitment to do what is necessary for ourselves, as we 
understand that some things we must do for ourselves.

UNISON:   
We, the benefactors of many who shed blood and life years to bring us to 
this point, are grateful for our heritage and this opportunity to go forward 
with the unfinished legacy. We dedicate ourselves to the education and 
service of African American children and educators throughout the nation.

Adapted from NABSE’s Litany of Commitment written by Ms. Shirley Ison-Newsome
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About the Texas Alliance 
of Black School Educators
The Texas Alliance of Black School Educators (TABSE) is the states premier non-profit 
organization devoted to furthering the academic success for the state’s children — 
particularly children of African descent. TABSE boasts an outreach to thousands of  
preeminent educators as well as corporate and institutional members. TABSE is dedicated 
to improving both the educational experiences and accomplishments of children of African 
descent through the development and use of instructional and motivational methods that 
increase levels of inspiration, attendance and overall achievement.

Call to Action:
The Texas Alliance of Black School Educators will bolster a force for transformation 
through equity, efficacy, and policy to ensure unobstructed opportunities for students 
of African descent and the educators who serve them.

To that end, TABSE seeks to:
• Promote and facilitate the education of all students, with a particular focus on 

children of African descent;

• Establish a coalition directly and indirectly involved in the educational process;

• Create a forum for the exchange of ideas and strategies to improve opportunities 
for educators and students;

• Identify and develop professionals who will assume leadership positions in 
education and influence public policy concerning the education of children of 
African descent.

TABSE’s primary areas of focus are:
• Professional Development programs that strengthen the skills of educators, school 

board members, parents, and others;

• Information sharing around innovative instructional and learning strategies that 
have been proven successful in motivating children of African descent and 
increasing academic performance in critical learning areas;

• Policy Advocacy to ensure high standards and quality in our public and private 
education systems; and,

• Research programs to produce projects that identify educational practices that 
demonstrate excellence in the school performance of children of African descent.

Texas Alliance of Black 
School Educators (TABSE)
Founders Past Presidents

Dr. Clarence Bibby Austin Dr. David Bowick 1987 – 1988

Dr. J. David Bowick* Houston Dr. Joseph Drayton 1988 – 1994

Mrs. Elma Jean Carr* Fort Worth Dr. Gwen Morrison 1994 – 1999

Mr. Edward Cline* Houston Dr. Jay Cummings 1999 – 2001

Dr. Jay Cummings Austin Mrs. Althea Cartman Cooper 2001 – 2004

Dr. Joseph Drayton* Houston Dr. Carrol A. Thomas 2004 – 2006

Mr. Dennis Dunkins Fort Worth Dr. Mary L. Thomas 2006 – 2008

Mrs. Donetta Goodall Austin Mr. Dennis Dunkins 2008 – 2010

Mr. Roland Hayes Austin Dr. Elaine Bailey 2010 – 2012

Dr. James Hill Austin Mr. John W. Washington 2012 – 2014

Dr. Thomas Randle  Conroe Dr. Michael D. McFarland 2014 – 2017

Dr. Alfred Roberts Dallas

Mr. Cameron Wells Houston

*denote deceased



54

Texas Alliance of Black 
School Educators (TABSE)
History
The first meeting of the Texas Alliance of Black School Educators (TABSE) was held December 5 
and 6, 1986 in Austin, Texas. The purpose of the meeting was to assemble a coalition of African-
American educators and other individuals interested in developing strategies to improve 
educational opportunities for children of African descent. Additionally, to eradicate problems 
faced by students and the educators that serve them.

The discussion centered on the formation of a statewide organization which would serve as the 
voice to speak out on educational issues affecting African-American children, to present to the 
legislature those issues affecting African-American children, and to present to the legislature 
those issues affecting educators of African-American students at the state level. The following 
definitive actions resulted from that meeting:

• Formation of a state National Alliance of Black School Educators 
unit with discussion of constitution and bylaws

• Preliminary organizations budget for mailing and printing
• Legislative agenda
• Projects identified for immediate planning
• Effective Schools Conference
• Dropout Study
• Selection of a person to act as liaison with the State Board of Educators
• Election of Officers

The name adopted for the organization was the Texas Alliance of Black School Educators 
(TABSE). TABSE received its charter on November 12, 1987 with 13 educators serving as Charter 
Members and serving on the Board of Directors. 

The Texas Alliance of Black School Educators affirms the inherent worth, dignity, and educability 
of people of African descent. The Alliance challenges forces, which obstruct the achievement, 
development, and educational opportunities of youth and adults.  Children of African descent 
throughout the United States encounter problems that are directly related to their minority group 
status. It is the mission of this Alliance to enhance and facilitate their education.

If the goals of equity, adequacy, and quality education are to be achieved for children of African 
descent, it is most important that we join together to provide them with an educational 
environment that strengthens and nurtures them for the world’s society.

TABSE Officers

Whatever you do, work at it with all your 
heart, as working for the Lord, not for men.
Colossians 3:23

Current TABSE officers from 2019:

Executive Committee

President Dr. Kimberly McLeod

President-Elect Dr. David Harris

Immediate Past President Dr. Michael McFarland

Recording Secretary Ms. Mary Olison

Treasurer Dr. Colina Poullard

Financial Secretary Dr. Chris Pichon

Corresponding Secretary Ms. Julia Andrews

Parliamentarian Dr. LaTonya Goffney

Historian Ms. Statia Paschel

Chaplain Mrs. Carla Windfont

Thank you, Lord. We know that you care 
what happens to TABSE.  We know that this 
is our calling, and that our reward will come 
later.  We will serve with enthusiasm 
and excellence. Accept our work as our 
offering unto You. Amen
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Texas Alliance of Black 
School Educators

Read: John 10:1-6
When he has brought out all his own, he goes on ahead of 
them, and his sheep follow him because they know his voice.
John 10:4

TABSE

Affiliate Presidents 2019

Ms. Mary Olison Alamo Area ABSE

Dr. Darwin Spiller Richardson ABSE

Ms. Lisa Weber Lamar University ABSE

Dr. Cherie Washington Fort Worth ABSE

Ms. Statia Paschel Garland Area ABSE

Dr. Tory Hill Houston Area ABSE

Ms. Yumesha Mosley Tyler Area ABSE

Ms. Natalyn Samuels Brazos Valley ABSE

Dr. Paul Norton Northeast Texas ABSE

Mr. David Edgerson Southwest DC ABSE

Ms. Danyle Pace UNT Dallas ABSE

Commissions Council 2018
Ms. Rhonda Mason, Council of Commissions Chair

Ms. Rhonda Mason, Campus Leadership Commission Chair

Dr. Darwin Spiller, Parent Commission Chair                                   

Dr. Stephanie Boyce, Teacher Commission Chair

Dr. Robert Bostic, Superintendent Commission Chair

Mr. John Washington, Retired Educator Chair

Dr. Cherie Washington, Central Office Commission Chair

Dr. Cherry Gooden, Higher Education and Research Commission Chair

Mr. James Keeton, Governance Commission Chair

Dr. James Morris, Community and Faith Based Commission Chair

Ex-Officio Board Members by 
Presidential Appointment 2018
Ms. Phyllis Williams, Executive Director

Ms. Mary Olison, Texas Education Policy Institute Interim Chair

Ms. Kimberly Simpson, Membership and Marketing Chair

Dr. Kanesha Waites, TABSE Conference Secretary

Mr. SaJade Miller, Strategic Leadership Chair
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Alliance Structure
The Texas Alliance of Black School Educators’ (often referred to herein as TABSE or 
the Alliance) members are the most important part of TABSE. Think of the Alliance as an 
inverted pyramid — with its base being its members and its purpose being that of 
service. The best interests of the Alliance are served when a number of members, 
from various cities, serve as officers and members of the board of directors. 

As visible leaders in TABSE, every officer has general responsibilities to the group in addition 
to the specific duties of his/her office. TABSE Leaders represent a large and highly 
respected organization. TABSE officers are representatives of Affiliates throughout the state. 
Their skills and abilities, standards, ideals, and even their smiles represent other members. 
This is an important responsibility because it exists at all times. People not acquainted with 
TABSE judge it by its officers. Officers need to work closely with the Affiliate Presidents and 
the Commission/Committee Leaders to carry out the Affiliate’s objectives.  Officers can set 
high standards by performing their duties well. Every officer should know TABSE’s objectives 
and be able to talk with others about the Affiliate’s programs.

Transition and Training
The change in leadership occurs during the annual conference. The election of new 
officers is scheduled for September.

By design, this training can be used to: (a) educate and train officers/leaders on 
areas pertinent to their offices/roles. Reviewing this guide will provide some ideas on 
building an effective team of officers/leaders and serve as a resource for incoming 
officers and leaders.

Officer Transition vs. Officer Training
Officer transition and officer training are not the same. Officer transition is the passing 
of information, records, suggestions, and responsibilities from out-going to newly-elected 
officers. These have nothing to do with training an officer/leader on how to do their 
job. They do, however, have everything to do with providing newly-elected officers and 
leaders with the tools needed to do the job. It is through training that the education 
and skills needed to do the job effectively are gained.

Transition Training
transfer of records and supplies education about  TABSE and NABSE
transfer of knowledge learning organization-based skills
transfer of responsibility learning position-based skills

TABSE Alliance Structure

Executive Committee

All State Elected TABSE Officers & Executive Director

Board of Directors

President

President-Elect

Immediate Past President

Recording Secretary

Corresponding Secretary

Historian

Treasurer

Financial Secretary

Parliamentarian

Chaplain

Affiliate Presidents

Commissions Council

Ex-Officio Board Members 
(Presidential Appointments)



10 11

Executive Committee
The general officers of the Texas Alliance of Black School Educators shall be 
President, President-Elect, Immediate Past President, Treasurer, Financial Secretary, 
Recording Secretary, Corresponding Secretary, Parliamentarian, Chaplin, and 
Historian and Executive Director.

Executive Board 
The Executive Board consists of the elected officers, the presidents of local affiliates 
and a representative of each affiliate based on membership and council chairs. The 
Board shall formulate and execute the policies of TABSE and adhere to the National 
Alliance of Black School Educators (NABSE) policies collectively. They shall 
determine TABSE’s activities/vision, approve the budget and manage the alliance 
activities. Board members will faithfully attend the meetings of the Board and give 
freely of their time and efforts to advance the activities of the Alliance.

All officers shall be elected by the Alliance membership. No two general offices shall be 
held by the same person. The officers shall serve without compensation. Candidates for 
general offices shall be active members in good standing and members of the local, 
state and National Alliance of Black School Educators for at least 2 years.

The Executive Board shall meet prior to the general meeting. Special meetings of the 
Board may be called by the President or by any member of the Executive Board.

• A quorum shall consist of a simple majority of the membership of the Board.

• If there is a vacancy for any reason in any office, except the President, the 
Executive Board shall select from the membership a person to perform the duties 
of the vacated office until the office is filled by a special election at the next 
scheduled meeting of the Alliance.

• Each member of the Executive Board shall have one vote and any official action 
shall require a simple majority vote.

• The Executive Board shall prepare an annual report for the membership.  The 
annual report shall include Affiliate accomplishments, committee reports, financial 
reports, and a schedule of events.

Term of Office
A term of elected office shall be two years except for the President-Elect which is 
three years or until a successor is elected and installed. 

Removal
Any person holding an elected office of the Alliance may be recommended for 
removal for good cause by two-thirds vote of the Executive Board whenever, in its 
judgment, the interest of the Alliance shall best be served.

Vacancy
If there is a vacancy for any reason in any office, except the President, the Executive 
Committee shall select from the membership a person to perform the duties of the 
vacated office until the office is filled by a special election at the next scheduled 
meeting of the Alliance.

Dereliction of Duties 
Officers elected by the total membership (President, President-Elect, Recording Secretary, 
Financial Secretary, Corresponding Secretary, Historian, Treasurer, Parliamentarian and 
Chaplain) who fail to fulfill the duties of the office may be considered to be derelict in his/her 
duties and may be removed from office as specified in the ByLaws and Constitution. 
Dereliction of duties may include any one of the following: 

Failure to attend meetings (any officer missing a meeting must submit in writing 
an explanation of the reason they were absent to the President or in the case of 
absence of the President, the President-Elect within five days of the absence. 

Failure to file reports (within two weeks of the meeting for Board Minutes, 
Committee Minutes and Reports, Treasurer’s report, Conference Reports etc.). 
Reports must be sent to the Recording Secretary via e-mail or hard copy within 
the two-week timeframe following a meeting. Missing the deadline more than 
twice will be just cause for review by the Executive Committee. 

Failure to reply to directions from the President within one week of receiving a 
request or failure to reply more than twice will be cause for review by the 
Executive Committee.

Failure to provide Financial Reports or any other report requested by the President 
and/or President-Elect will be just cause for review by the Executive Committee. 

In the event an elected officer misses three meetings (regular, called or committee) during a 
membership year, the officer may be removed from office if the Executive Committee 
considers the absences “unexcused”. The Executive Committee will select a member to serve 
the remainder of the removed officer’s term as specified in the By-laws. In the event an 
officer is removed from office, the membership will be notified at the next regular meeting of 
the organization. The replacement for the removed officer will be named by the Executive 
Committee. The general membership will be notified if the position is up for election and/or if 
a replacement has been named to fulfill the term of that office.



1312

Description of Officer 
Positions & Duties
President
The success of the Alliance’s meetings and special projects depends a great deal upon the 
leadership of the president. The president shall preside at all meetings of the Alliance and 
shall have authority to call special meetings.  Additionally, the president shall be an ex-officio 
member of all standing committees. The president shall serve as the chief officer in public 
relations and publicly representing the organization. Other responsibilities of the president 
may include, but are not limited to:

• providing and executing vision for future growth of the Alliance

• setting a good example by cooperating with others

• knowing and informing the Alliance of state and national activities

• conducting orderly meetings

• manage, organize and direct all members of the executive committee and board

• presiding and  calling the meeting to order and directing the business meeting

• appoint an executive director

• in case of a tie vote, casting the deciding vote

• motivating board members and the general membership

• attending executive board meetings

• promoting the Alliance

• recruiting new members

President-Elect
The president-elect works closely with the president and is responsible for maintaining 
the responsibilities of president when the president is incapable of performing his/her 
duties. Additionally, the president-elect shall be the chairperson of the program 
committee. He/she sees that all programs are planned in advance and ready at the time 
they are to be presented and acts, with the president, as a representative of the Alliance. 
The president-elect may advise and assist the other officers when appropriate and 
necessary. Other duties of the president-elect may include, but are not limited to:

• learning the duties of the president

• preparing to perform these duties on short notice

• working with all officers in setting up for the meeting

• developing a yearly plan of action for the Alliance

• keeping the historian informed about programs so that they can be documented

• keeping the publicity committee informed so that publicity can be pre-arranged

• attending executive board meetings

• recruiting new members and promoting the Alliance

Immediate Past President
The Immediate Past President advises the current President and Executive Board  
and is responsible for defining the responsibilities as well as providing training for all 
newly elected officers. He/she acts with the President as a representative of the 
Affiliate. Serving in an advisory role, the Immediate Past President also assists all 
other officers and committee chairs when appropriate and necessary.  Other duties 
of the immediate past president may include, but are not limited to:

• performing requested duties by the deadlines established by the President

• remaining an active Executive Board member

• attending board meetings

• contributing knowledge to the Affiliate 

• motivating board members and the general membership

• being an ambassador for the Alliance

• promoting the Alliance

• recruiting new members

• coordinate training with new affiliates and install officers

• coordinating with the financial secretary in initiating new affiliates
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Executive Director
The Executive Director of the Texas Alliance of Black School Educators is appointed 
by the President and can be replaced only by the President. The Executive Director 
shall provide the needed stability and continuity that greatly helps TABSE to be 
successful year after year.  The Executive Director serves as a liaison between TABSE 
and the local Affiliates.  He/She should perform duties as directed by the President. He/
She should give advice to the officers and guide them in their necessary decision-making 
rather than out rightly directing the affairs of TABSE.  The Executive Director is a 
member of the Executive Board has no voting privileges.

• assist the President with coordination of Board and Alliance Activities and perform 
other duties as assigned by the President

• assist all executive board members to ensure the duties of the alliance is carried out

• ensure all obligations are paid in a timely manner

• assist the conference chair negotiate contracts and coordination of activities. 

• maintaining the TABSE website

• ensure that the alliance is in full compliance with nonprofit status for the federal 
(990N) and state sales tax exemption

• organize and coordinate TABSE events

• coordinate with NABSE Executive Director and organize the TABSE breakfast, 
vendor booth and TABSE hospitality at NABSE & TABSE’S Conferences

• attending board meetings

Treasurer
The treasurer handles most money aspects of the Alliance including payment of NABSE 
dues, registrations, contributions, and miscellaneous expenses. The treasurer, in accordance 
with sound fiscal management procedures and policies as established by the Executive 
Board, shall execute those procedures for signing and disbursement of checks. The 
Treasurer shall be the chairperson of the Budget Committee which shall study all official 
audit reports and make recommendations to the Alliance and shall serve on the Audit 
Committee.  Other duties of the treasurer may include, but are not limited to:  

• attending board meetings

• performing requested duties by the deadlines established by the President

• preparing and presenting financial Treasurer’s reports at each Board meeting

• paying alliance bills no later than 3 days after Presidents approval

• coordinate financial efforts with the executive board members

• completing and updating NABSE reports by due dates                                                            

Financial Secretary  
The financial Secretary collects/give receipts for any funds collected at meetings or 
events and either turns funds over to the treasurer or deposits them in the TABSE 
bank account and gives a copy of any deposit slips to the treasurer.  He/she also 
coordinates and communicates with Committee Chairs and the Treasurer.  He/she 
will monitor accurate membership records and the financial status of the membership 
when requested to do so. The financial secretary shall serve as chairperson of the Audit 
Committee and as a member of the Budget and Membership Committees. Additional 
responsibilities of the financial secretary include but are not limited to:

• constantly communicating/collaborating with the treasurer and Membership 
Committee Chair

• performing requested duties by the deadlines established by the President

• maintaining the official roster of the Affiliate members

• preparing and presenting membership reports at each Board meeting

• receiving and depositing funds in a timely manner

• performing requested duties by the deadlines established

• coordinating with the Past President in initiating new affiliates

• attending board meetings

• promoting the Alliance

• recruiting new members

• Annually recruit and invoice tabse institutional members 
(school districts, colleges and universities and other 
community organizations)



16 17

Recording Secretary
The recording secretary shall keep and preserve good records of all minutes and 
proceedings of all sessions of the Alliance and the executive meetings whether in or 
out of regular meetings.  He/she should call or check the roll and keep a record of 
attendance.  The recording secretary will call the meeting to order in the absence of the 
president and president elect and should also read and distribute current minutes at 
each meeting and hold all records subject to the inspection of the Alliance upon request.  
Additional responsibilities of the recording secretary include but are not limited to:

• attending board meetings

• performing requested duties by the deadlines established by the President

• preparing meeting minutes and distributing them for review within two weeks 
prior to the next meeting

• maintaining accurate attendance records

• promoting the Alliance

• recruiting new members

• publish the minutes to the website

                                    

Corresponding Secretary
The corresponding secretary shall handle all correspondence of the Alliance, 
including letters, thank you notes and cards, keeping accurate records of the same.  
Before each meeting, the corresponding secretary gathers all correspondence 
received since the last meeting and presents it.  He/she shall keep a record of the 
membership with the name and address of each member.  She shall send notices of 
all meetings of the Alliance and executive committees.  Additional responsibilities of 
the corresponding secretary include but are not limited to:

• being an ambassador for the Alliance

• performing requested duties by the deadlines established by the President

• be in direct contact with the HAABSE office manager for correspondence and mail

• handling responding to requests or correspondence necessary to carry out the 
business of the Alliance in a timely manner

• perform requested duties by the deadlines established.

• update and maintain valid email accounts and respond to requests received on 
the info@tabse.net email account

• attending board meetings

• promoting the Alliance

• recruiting new members

Historian
The Historian shall be responsible for maintaining a record of events and activities of the 
alliance. This can be done in the form of pictures, newspaper clippings, and a documentation 
in writing of significant events. He/she tracks the history of the Affiliate and documents its 
activities as well as recording and submitting proper information to the president’s designee, 
as needed. Additional responsibilities of the historian include, but are not limited to:

• performing requested duties by the deadlines established by the President

• being an ambassador for the Alliance

• coordinate with executive committee and the board regarding activities

• maintaining/documenting the Affiliate’s history

• serving as Chairperson of the Scrapbook Committee to record & retain activities 
for historical data

• perform requested duties by the deadlines established

• maintain and storing annual documentation for the Alliance

• attending board meetings

• coordinate with social media contacts LinkedIn, Twitter & Facebook, etc

• prepare and present an report to the executive board at year end meeting

Chaplain
The chaplain provides religious guidance, and serves as an advisor to the Affiliate in 
all matters pertaining to moral, spiritual, and religious welfare. His/her primary 
responsibilities are to provide the devotional opening and closing of each board 
meeting as well as certain TABSE programs.  Additional responsibilities of the 
chaplain include but are not limited to:

• performing requested duties by the deadlines established by the President

• being an ambassador for the Alliance

• perform requested duties by the deadlines established

• attending board meetings

• promoting the Alliance

• recruiting new members

• coordinating religious activities during the conferences
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Parliamentarian
The parliamentarian shall be the final authority on the proper rules of order in a 
debate. The rules contained in the current edition of Robert’s Rules of Order shall be 
the final governance in all cases for the Alliance where there is inconsistencies with 
the By-Laws and any special rules. Additional responsibilities of the parliamentarian 
include but are not limited to:

• attending board meetings

• maintain order during meetings and other assemblies of the Affiliate

• review recommended changes and updates to the constitution and bylaws with 
the Bylaws Committee

• lead delegates assembly at annual TABSE Conferences

• preside over the preparation and distribution of the TABSE journal (JTABSE)

• performing requested duties by the deadlines established

• coordinate with legislative committee chair

• being an ambassador for the Alliance

• promoting the Alliance

• recruiting new members

                                  

Meetings
It is the responsibility of the board to see that interesting and purposeful meetings 
are planned and conducted. All executive meetings will start promptly at the 
scheduled times. Agenda items are to be submitted to the Recording Secretary no 
later than the (one week) prior to the meeting date. The meeting agenda should be 
published to meeting attendees and available in a timely manner. Meetings are held 
either by conference call or at the host hotel, unless otherwise noted. All officers 
should have some knowledge of how to conduct meetings. The meeting procedure 
should be simple, practical, and correct.

Order of Business

Call to Order

Prayer

Litany of Commitment

Roll Call

Reading/Approval of Minutes

Officer Reports

Committee Reports

Unfinished (Old) Business

New Business

Announcements

Prayer

Adjournment
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Commission and Charge

The Commision The Membership Committee, of which you are a part, is 
committed to increasing and maintaining the number of members 
of the Texas Alliance of Black School Educators.

The Charge As a Board Member, you will seek and recruit new members 
into the organization. Membership is open to persons 
interested in the education of all children, especially learners of 
African descent; persons who embrace the philosophy that 
“Education Is A Civil Right”; and those committed, foremost, to 
serving the educational needs of all learners.

Teacher 
Commission

The function of this commission shall be directly related to the 
organization, operation, and management of elementary and 
secondary schools and any activity directly related to 
instructional strategies and programs and most supportive 
services delivered in a classroom setting. 

Central Office 
Commission

The function of this commission shall be directly related to the 
administration, organization, operation, and management of local 
schools. This commission will explore practices relevant to the 
successful operation of schools and school programs. 

Higher Education 
and Research 
Commission

The function of this commission addresses programming, policy 
development and administrative issues of importance to institutions 
of higher education and any other activity directly related to the 
policies and administration of categorically funded programs. 

Superintendent 
Commission

The function of this commission provides a forum for 
information exchange and collaboration among current and 
former superintendents of public educational systems. 

Faith Based & 
Community 
Support 
Commission

The function of this commission shall be directly related to the 
issues of faith and community support and involvement in the 
public schools. The membership may be composed of clergy, 
parents, business persons, lay persons, retired educators, etc. 

Governance in 
Education 
Commission

The function of this Commission shall be directly related to 
examining existing federal or state statutes and regulations or 
prevailing policies of local governing boards of school districts or 
institutions of higher education. Where analysis of existing statutes, 
regulations and/or policies suggest that modifications are required, it 
shall be the responsibility of this Commission to develop proposed 
new policy, regulations or legislation. 

Retired Educators 
Commission

The function of this Commission shall be directly related to the 
retention and continuing involvement of retirees in TABSE. This 
Commission shall be composed of members who are no longer 
in the active work force. 

Parents 
Commission

The function of this Commission shall be directly related to the 
motivation and collaboration of parents who support the 
TABSE mission. This Commission shall be composed of 
members or court-recognized advocates and not active 
educators currently in the work force. 

Campus 
Leadership 
Commission

The function of this commission provides a forum for information 
exchange and collaboration among current and aspiring campus 
leadership of public educational systems.
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Committees
The Texas Alliance of Black School Educators shall utilize various special committees. 
Each designated committee shall be organized for the purpose of affording participation 
of members in achieving certain goals. TABSE shall consist of ad hoc and permanent 
committees. The basic structure should include separate committees that address the 
major thrusts of the Alliance. Where desired, there shall be the option of expanding the 
committee structure by creating other standing committees which would enable the 
Alliance to function more effectively in terms of its own needs and interests. The duties 
of such committees shall be determined at the time they are created. Each committee 
shall be responsible to the President and shall make such reports as the President or 
Board may direct. With Board approval special committees may be appointed by the 
President and shall perform such duties as defined in their creation.

Standing Committee Procedures
Each Standing Committee should be assigned a Board Member who should work to 
facilitate the committee’s charge.  

The Standing Committees of the organization shall be:  Budget, Audit, Membership, 
Resolutions, Legislative, Nominating, Election, Scholarship, Past President, Appeals, State 
Conference and Constitution & By-Laws.  The duties and responsibilities of these standing 
committees shall be determined by the Executive Board. With the exception of those dictated 
by the constitution, committee chairpersons are appointed by the President. Each standing 
committee shall be composed of three (3) or more members and shall serve for a term of two 
(2) years. Committee chairpersons shall have the authority to secure additional committee 
members, and to appoint subcommittees. The Executive Board shall receive copies of 
reports, minutes and other official business of all committee meetings. Neither committee 
chairpersons, nor committees may make binding commitments for the Affiliate unless prior 
approval has been received, in writing, from the Executive Board. Chairpersons shall attend 
Board Meetings. Chairpersons shall submit an annual report of activities and a projected 
budget to the Treasurer prior to the planning meeting.

Executive Board Meeting Schedule
Date Time Event Location

TBA NABSE National Education Policy Institute TBA

April 14, 2019 6:00 pm TABSE Executive Board Meeting Conference Call

April 14, 2019 7:00 pm TABSE Conference Committee Mtg. Conference Call

May 19, 2019 6:00 pm TABSE Executive Board Meeting Conference Call

May 19, 2019 7:00 pm TABSE Conference Committee Mtg. Conference Call

June 7-9, 2019 TBA TABSE Board Training Mtg. Hyatt Riverwalk, San Antonio, TX

June 17, 2018 6:00 pm TABSE Executive Board Meeting Conference Call

June 17, 2018 7:00 pm TABSE Conference Committee Mtg. Conference Call

August-September 2019  TABSE Recruitment/Reactivation Awareness 
Month

 

September 1, 2019  Member and Affiliate Reactivation Day  

September 15, 2019 6:00 pm TABSE Executive Board Meeting Conference Call

September 15, 2019 7:00 pm TABSE Conference Committee Mtg. Conference Call

October 1, 2019  Affiliate Financial Reports Due  

October 16, 2019  Legacy of Leadership Day  

October 20, 2019 6:00 pm TABSE Executive Board Meeting Conference Call

October 20, 2019 7:00 pm TABSE Conference Committee Mtg. Conference Call

November 11–17, 2019  NABSE Conference Dallas, Texas

November 30- 
December 1, 2019

TBA TABSE Conference Steering Committee San Antonio

December 1, 2019  Conference Commitment Day  

December 1, 2019  TEPI Commitment Day  

January 19, 2020 6:00 pm TABSE Executive Board Meeting Conference Call

January 19, 2020 7:00 pm TABSE Conference Committee Mtg. Conference Call

January 2019 Bi-weekly Meetings leading up to the conference Conference Call

January 2019 TABSE Texas Education Policy Institute (TEPI) 
Awareness Month

 

January 25, 2020 TEPI 2019 TASA Midwinter Conference, Austin, TX

February 9, 2020 6:00 pm TABSE Executive Board Meeting Conference Call

February 9, 2019 7:00 pm TABSE Conference Steering Committee Conference Call

February 19, 2020 3:00 pm TABSE Executive Board Meeting San Antonio

February 26-March 1, 2020 35th Annual TABSE Conference Moody Gardens Galveston, TX
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Code of Conduct
Affiliates and Members
As a member of the Texas Alliance of Black School Educators, I am entrusted to operate 
with high integrity, standards and character. Accordingly, I agree to do the following:

• Devote time, thought and study to the duties and responsibilities of a member so 
that I may render effective and credible service;

• Support and promote the goals, objectives, and programs approved by my affiliate 
and the TABSE Board;

• Treat all persons with dignity and respect as I work in a spirit of harmony and cooperation 
in spite of differences of opinion that arise during vigorous debates of point of issues;

• Base decisions on available facts in each situation; to vote my honest conviction in 
every case, not be influenced by bias of any kind; to abide by and support the final 
majority decision of the affiliate and/or TABSE board;

• Recognize the professional responsibility to the development, improvement, and 
execution of programs to strengthen the organization;

• Hold inviolate any confidential information entrusted by me; 

• Avoid the engagement in or countenance of any exploitation of the organization 
and refrain from using my membership in any matter that is improper or illegal; 

• Maintain high standards of personal conduct;

• Maintain high regard for one another by avoiding derogatory, demeaning and 
insulting remarks and being polite, kind, honest, fair and conciliatory;

• Recognize and practice the importance my membership to understand, seek and evaluate 
the programmatic functions as it is to plan for the business aspect of the organization.

As an individual member, I have no legal authority to speak on behalf of the 
organization (ie: media, press conferences, etc.) I have read, understand and agree 
to comply to each of the terms of the Code of Conduct. I have received a signed a 
copy of the agreement and a copy will be maintained at the State Office.

Affiliate Name Position

Member Signature Date

Printed Name

Audit Committee
Committee Charge: The Financial Secretary will chair and 
be responsible for leadership of the Committee, including 
scheduling and presiding over meetings, preparing agendas, and 
making regular reports to the Board. The Audit Committee is responsible for the 
oversight of the quality and integrity of the Affiliate’s accounting and reporting 
practices, controls and financial statements; legal and regulatory compliance; the 
auditor’s qualifications and independence; and the performance of the Affiliate’s 
internal audit function and independent auditors.

Dates and Deadlines: Submit an Annual Report as defined by the Board. Submit 
other reports as requested by the Alliance.

I. Committee Membership

A. Members shall include chairperson (Financial Secretary), co-chairperson 
(Treasurer) and a minimum of three (3) other TABSE members.

B. Committee members shall have knowledge of finances and a sincere interest in 
increasing the finances of TABSE and its membership. Committee members must 
also be willing to devote the time necessary to ensure the success of this committee.

II. Responsibilities and Function

A. Review TABSE’s annual financial statements with the Executive Board and 
recommend to the Board that the statements be included in the Annual Report.

B. Discuss the quarterly financial statements with the Board.

C. Establish procedures for the receipt, retention, and treatment of complaints 
regarding accounting, internal accounting controls, or auditing, as well as the 
confidential, anonymous submission of concerns regarding questionable 
accounting or auditing matters.

D. Review the annual budget.
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Nominating Committee
Committee Charge: The charge of this committee is to identify members, in good 
standing, who are qualified to become officers. The Committee oversees all of the 
nomination process. It may also have such other duties as may from time to time be 
assigned to it by the Board. The chair shall be responsible for leadership of the 
Committee, including scheduling and presiding over meetings, preparing agendas, 
and making regular reports to the Board.

Dates and Deadlines: Submit an Annual Report prior to June 30. Submit other 
reports as requested by the Alliance.

I. Committee Membership

A. The committee chair will be appointed by the President. Members shall include 
chairperson, co-chairperson and a maximum of five to seven TABSE members.

B. Committee members shall have a sincere interest in the legislative process 
and be prepared to devote the  necessary time for legislative activity. 

II. Responsibilities and Function

 A. To lead the search for individual nominees who shall have the highest personal 
and professional integrity, who shall have demonstrated exceptional ability and 
judgment, and who shall be most effective as officers of the Alliance as well as 
aid the Board, in collectively serving TABSE’s long-term interests.

B. To develop criteria for identifying and selecting  individuals capable of 
assuming leadership positions.

C. To develop guideline for the consideration of unsolicited nominations for 
Board membership and to consider unsolicited nominations for Board 
membership in accordance with the by-laws.

D. To review the appropriateness of the size of the Board relative to its various 
responsibilities and the overall composition.

Technology Committee
Committee Charge: The charge of this committee is  to act as a recommending 
body for the strategic direction and implementation of information technology within 
TABSE. The chair shall be responsible for posting updated information on the 
website and maintaining an online newsletter.

Dates and Deadlines: Submit an Annual Report prior to June 30. Submit other 
reports as requested by the Alliance. 

I. Committee Membership

 A. The committee chair will be appointed by the President. Members shall include 
chairperson, co-chairperson and a maximum of five to seven TABSE members.

B. Committee members shall have a sincere interest in TABSE’s technological 
advancement and be prepared to devote the necessary efforts for success. 

II. Responsibilities and Function

 A. Review and make recommendations to ensure technology initiatives fit TABSE’s

B. information technology and strategic goals.

C. Oversight of TABSE technology issues.

D. Development and periodic review/update of TABSE’s technology plans.

E. Promote the integration of information technology into TABSE’s normal 
business practices and operating procedures.

F. Recommend new projects to improve the use of information technology 
within TABSE.

G. Other tasks as assigned by the president. 
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TABSE Affiliate Profile

Name of Affiliate:

Mailing Address:

President Term to Expire:

Phone Work: Home: Cell: FAX:

Email Address:

Officers Name Email Phone

Pres Elec/Vice

Rec Secretary

Treasurer

Fin Secretary

Corr Secretary

Parliamentarian

Historian

Chaplain

Number of Local Members: Date of Charter:

Number of TABSE members: Number of NABSE Members:

Number of TABSE Life members:

Affiliate mission:

Major Projects:

Calendar of Events:

This should be emailed to the Financial Secretary no later than October 30th of each year.

TABSE Affiliate Dues Request Form
Purpose:  Use this form to request that the Texas Alliance of 
Black School  Educators (TABSE) makes your local Affiliate 
a member of TABSE.  

Instructions:    Fill in the information requested below.    
Attach a check in the amount of $100.00 for New Affiliate.  
TABSE will bill your local Affiliate annually in July, for the 
$75.00 renewal fee for current financial affiliates.    

Make checks payable to:  

TABSE       
ATTN: FINANCIAL SECRETARY      
3100 Richmond Avenue, Suite 306       
Houston, Texas 77098       
www.tabse.net

Name of Affiliate:

Mailing Address:

Affiliate Email Address:

President:

Phone:

Email Address:

Treasuer:

Phone:

Email Address:

President’s Signature:

Note: Your Affiliate is considered inactive when dues are not paid within the past fiscal year, September 1—August 31st; 
therefore; $100 is due. If Affiliate dues are not paid by October 31st then a $25 late fee is due. 

FOR OFFICE USE ONLY: 

Amount Received $: Date Received:

Check #: Money Order #:

Cash  Paid By Credit Card Online



30 31

Parliamentary Procedures
Parliamentary procedure provides a basic guide to fair and orderly procedure in 
meetings. It is the best method yet devised to enable assemblies of any size, with 
due regard for every member’s opinion, to arrive at the general will on a maximum 
number of questions of varying complexity in a minimum time and under all kinds of 
internal climate, ranging from total harmony to hardened or impassioned division of 
opinion. While parliamentary procedures themselves can be justified on the basis of 
effectiveness and uniformity, they also contribute to meeting procedure. There is 
little, if any, reason for one person to attempt to learn every rule and its related 
details. To know where to find the answers is enough.

The “Why” of Parliamentary Law
Parliamentary law is simple in principle. It is based largely on mere common sense 
and courtesy. It seems technical because it has been necessary to develop a special 
vocabulary for discussing it. If one knows the vocabulary, the rules come easily. For 
this reason, a glossary of common terms has been included in this booklet and 
should be referred to as often as necessary.

 

The Purpose of Parliamentary Law:
•  To enable an assembly to transact business with speed and efficiency.

• To protect the rights of each individual.

• To preserve a spirit of harmony within the group.

• To achieve these purposes, always consider the five basic principles of 
parliamentary procedure:

• Only one subject may claim the attention of the assembly at one time.

• Each proposition presented for consideration is entitled to full and free debate.

• Every member has rights equal to every other member.

• The will of the majority must be carried out, and the rights of the minority 
must be preserved.

• The personality and desires of each member should be merged into the larger unit 
of the organization.

The Agenda or Order of Business
It is customary to adopt a standard order of business for meetings. When no rule has been 
adopted, the following is the order:

Call Meeting to 
Order:

“Will the meeting please come to order?

Prayer
Litany Of 

Commitment
Roll Call

Reading 
and approval 
of minutes:

“Are there any corrections to the minutes?”

“There being no corrections, the minutes will stand approved as read.”

or:

“Are there any further corrections to the minutes?”

“There being no further corrections, the minutes will stand 
approved as corrected.”

Reports of officers and standing committees:

Officers, boards, or standing committees will be called upon to report in the 
order in which they are mentioned in the HAABSE Constitution and by-laws.

Committee Reports

Unfinished 
(old) business:

“We come now to unfinished business. Is there any unfinished 
business to come before the Affiliate?”

New Business: “Is there any new business to come before the Affiliate?”

Program Prayer

Adjournment: Unqualified Form: Proposer moves for adjournment; motion is 
seconded; chair calls for a vote; action depends on majority vote. This 
motion cannot be discussed.

Qualified Form: Proposer moves for adjournment within a definite time or 
adjournment to meet again at a specified time; motion is seconded; chair 
calls for a discussion; a vote is taken; action depends on majority vote.
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 Another member seconds the motion.
 Another member, without raising or addressing the chair, may say, “I second the 

motion.” Seconding the motion is merely an indication that the member 
seconding it wishes the matter to come before the assembly for consideration. If 
no one seconds the motion, the chair may ask, “Is there a second to the motion?” 
If there is none, the chair may declare, “The motion is lost for want of a second.”

 The presiding officer states the motion to the assembly.
 When a motion has been properly proposed and seconded, the presiding officer 

repeats the motion to the assembly, or “states the motion.” After it has been 
formally stated to the assembly, it may be spoken of as a “question,” a 
“proposition” or a “measure.

 The assembly discusses or debates the motion.
 After the motion has been formally stated, any member has a right to discuss it. 

The floor must be obtained in the same manner as when presenting a motion. 
Normally, the first person who asks recognition is entitled to speak, but when 
several members wish to speak or present motions at the same time, certain 
guiding principles should determine the decision of the chair:

• The chair should always show preference to the proposer of the motion.
• A member who has not spoken has prior claim over one who has already 

discussed the question, or who has proposed another motion.
• If the chair knows the opinions of the various members regarding the 

measure before the house, he should alternate between those favoring the 
measure and those opposing it.

• The chair should recognize a member who seldom speaks in preference to 
one who frequently claims the attention of the assembly.

 Discussion must be confined to the question that is “before the house.”

 The presiding officer takes the vote on the motion.
 When all members who desire to discuss the question have done so, the motion is “put 

to a vote.” It is permissible, before taking the vote, to inquire, “Is there any further 
discussion?” or “Are you ready for the question?” If no one rises, it is presumed 
discussion is closed. The presiding officer will proceed to take the vote by announcing, 
“All in favor of the motion (state the motion) say ‘Aye.’” Following response from the 
assembly is the statement, “Those opposed say ‘No.’” If it is not possible to determine 
from the volume of voices which way the majority has voted, the response is: “The chair 
is in doubt. Those in favor of the motion please rise.” After counting: “Be seated. Those 
opposed, rise. Be seated.” Another alternative is to simply call for a show of hands. 
Certain motions may be voted on by ballot.

 The presiding officer announces the result of the vote.
 The chair then formally announces the result of the vote, saying: “The motion is carried; 

therefore (state the intent of the motion).” If a majority voted in the negative, “The motion 
is lost.” As soon as the vote has been announced, another motion is in order.

What is a Motion?
 A motion is a proposal that the group take a certain action.

 

How are Motions Classified? 

 Main Motions: Motions of this group have for their object the bringing of the 
questions, or propositions, before the assembly for consideration. Only one main 
motion can be considered at a given time by the assembly, and such a motion, 
when introduced, excludes all other main motions until it has been disposed of.

  Subsidiary Motions: Motions of this group have for their object the modification 
or disposition of the main motion that is being considered. Their existence as 
motions depends entirely upon the principle motion to which they are 
subordinate. Since they relate to the question before the house, it is “in order” to 
propose them when a main motion is still before the assembly and to vote upon 
them before voting upon the main motion.

  Privileged Motions: Motions of this group have no connection whatsoever with 
the main motion before the assembly, but are motions of such importance that 
they are entitled to immediate consideration. These motions have the privilege of 
setting aside temporarily the main business before the house.

  Incidental Motions: Motions of this group have few general characteristics in 
common, but for convenience have been grouped into one class. The name 
“incidental” has been chosen because they arise only incidentally out of the 
business of the assembly.

How Should a Motion Progress? 

 A member addresses the presiding officer.
 The presiding officer should be addressed by the appropriate title, i.e., “Mr. 

President.” If the specific title is not known, it is always correct to use the term 
“Mr. (or Madame) Chairman (or Chairperson).”

 The member is recognized by the presiding officer.
 The chair recognizes a member by his name, by a nod, or other means of recognition. 

Having thus received formal recognition from the chair, a member is said to “have the 
floor” and is the only member entitled to present or discuss a motion.

 The member proposes a motion.
 A motion is always introduced in the form, “I move that” followed by a statement of the 

proposal. This is the only correct phraseology. Aside from very brief explanatory remarks, 
it is not permissible to discuss the merits of a motion either prior to or immediately 
following the formal proposal of the motion. All discussion must wait until after the chair 
has stated the motion to the assembly and has called for discussion.
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How a Motion May be Amended?
The purpose of the motion to amend is to modify a motion that has already been 
presented in such a manner that it will be more satisfactory to the members.

Methods of Amending:
By addition or insertion: To add something to the motion that it did not contain.

By elimination or by striking out: To subtract or eliminate something from a motion 
that was originally part of it.

By substitution: This method is a combination of the first two methods, since in 
amending by substitution something is stricken out and something is inserted in its 
place. The substituted portion may consist of a word, a phrase, a clause, or an 
entirely new motion.

The most important principle to understand in connection with any form of the 
motion to amend is that an amendment “may be hostile, but it must be germane.”

“Hostile” means it is opposed to the spirit and aim of the motion to which it is applied.

“Germane” means it has direct bearing upon the subject matter of the motion; that 
is, it is relevant, or relates to it.

An amendment may be opposed to the actual intent of the original motion and, in 
fact, nullify it, but if it relates to the same subject matter, it is germane.

 

How to Handle Amendments
 Amendment of the First Rank: An amendment to a motion.

 Amendment of the Second Rank: An amendment to the amendment. (The 
amendment to the amendment must modify and relate directly to the 
amendment and not to the main motion, otherwise it is out of order.)

 No amendment beyond that of second rank is possible. It is never in order to propose 
more than one amendment of each rank at one time. If one desires to amend two 
separate and unrelated parts of a motion, this must be done by two amendments of the 
first rank, and one must be voted upon before the other is proposed. It is possible, 
however, to have a motion, one amendment to the motion (amendment of the first rank), 
and one amendment to the amendment (amendment of the second rank) before the 
assembly at one time. Until the amendment of the second rank has been voted upon, no 
other amendment of the first rank can be proposed.

 Order of voting: Amendments are voted upon in inverse order; that is, the one of 
second rank is disposed of first.

• Discussion is held and the vote taken upon the amendment to the 
amendment (amendment of the second rank).

• Discussion is called for and the vote is taken upon the amendment to the 
motion (amendment of the first rank).

• When the vote on this has been taken, discussion upon the original or main 
motion as amended is opened and, when completed, a vote is taken upon it.

Nominations and Elections
A nomination is the formal presentation to the assembly of the name of a candidate 
for the office to be filled.

Nominations from the floor:
• Nominations do not require a second.
• Nominations are in order as soon as the chair calls for them.
• As a nomination is made, the chair repeats it and the secretary records it.
• No member may nominate more than one candidate for each office.
• If there are no further nominations, the chair may declare the nominations closed.
• A motion to close the nominations requires a two-thirds vote.
• Prior to voting, but following the formal closing of nominations, nominations may 

be reopened by a motion, which requires only a majority to carry.

Nominations by nominating committee:
• Committee may be appointed or elected as the assembly may choose or as stated 

in the by-laws.
• Nominating committee report presents to the organization the names of one or 

more members as candidates for each office.
• The report of the nominating committee is not adopted, but the names are posted 

and treated as if the person named had been nominated from the floor.
• Further nominations may be made from the floor.

Nominations by ballot:
• Chair directs tellers to pass out ballots and the member writes after each office 

the name of one person whom he or she desires to nominate.
• If a candidate receives a majority in this manner, it is usual to declare that candidate elected.
• If no majority is received, a second ballot is then taken, in which candidates 

nominated by previous ballot are voted upon. If a candidate receives a majority on 
this ballot, election is declared.

• If no one is elected on the second ballot, a motion is in order before this third ballot 
that only the two highest candidates on the previous ballot be considered on the next 
ballot. The third ballot then becomes the decisive vote, or the electing ballot.

Voting for candidates not nominated:
• Voters may vote for anyone who is eligible regardless of whether or not they have 

been nominated and anyone receiving the necessary majority is elected. This is 
commonly called a “sticker ballot.”

Voting on nominations:
• After the nominations are closed, the assembly proceeds to vote upon the names 

by the method prescribed in the constitution.
• An election becomes effective immediately if the candidate is present and does 

not decline, or is absent but has consented to the candidacy. If the nominee is 
absent and has not consented to the nomination, the election becomes effective 
as soon as notification is made, if it is not declined immediately.

• Unless some other time is specified in the bylaws, an officer assumes the duties of 
office upon election.

TABSE has specific detailed provisions for nominating and electing new officers in the 
constitution and by-laws. The provisions include such details as the time of nominations, 
time of elections, method of nominating and electing, and time of installation.
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Glossary of Standard Terms of 
Parliamentary Procedure

Amend To change a motion either by adding to it, taking from it, or by altering it in some other way.

Blanks, Filling “Filling Blanks” is a term used to indicate a method of decision regarding a matter 
where several different courses of action are possible. The term “blank” is used 
because usually this method is applied in motions where an exact amount, a name, 
a date, or some other essential, specific information is left blank.

Business, 
Order of

The regular program of procedure of a society.

Chair The presiding officer. “Addressing the chair” means speaking to the presiding 
officer. This is done by rising to one’s feet (or raising a hand) when no one else is 
speaking (with some exceptions) using the proper salutation, i.e., “Mr. Chairman.” 
Being “recognized by the chair” means being given permission to speak further.

Power of Chair The chair has the following authority:

• To decide in what order speakers shall be recognized
• To refuse to recognize members offering dilatory, absorb, or frivolous motions or 

motions intended, in his or her judgement, to obstruct business.
• To restrain speakers within the limits of the rules
• To enforce good decorum
• To appoint committees
• To decide points of order.
• To vote in cases where the vote would change the result; e.g., to break a tie.
• To avoid influencing a vote by comment on a motion under consideration.  

Actions of the chair, of course, are subject to appeal.

Commit To refer to a committee.

Committee of 
the Whole

Sometimes certain matters come up that can be properly studied and digested only 
as a committee would go into them, but which, because of their importance, should 
be considered by all members and, therefore, should not be referred to a small 
committee. Then the meeting, on motion duly made, may “resolve itself into a 
committee of the whole.” This means that the meeting officially is discontinued 
while everyone remains and becomes a member of a large special committee 
including everyone present. The presiding officer of the regular meeting does not 
preside over a committee of the whole; a special officer is appointed.

Consideration, 
Informal

When a member moves “informal consideration,” and the motion is adopted, the meeting 
lays aside formal rules, allowing each present to speak once on the subject under 
consideration.

Debate Discussion or argument over a motion.

Division “Division” in parliamentary law means simply a vote whereby all who are in favor 
and all who are opposed to a motion stand separately in groups as the chair calls 
for “ayes” and “nays.”

Floor The privilege of speaking before the assembly. Thus, when one “obtains the floor,” 
the opportunity to speak is granted.

Inquiry, 
Parliamentary

An investigation or checking to determine the proper course of procedure.

Motion A formal proposal to a meeting that it take certain action. A motion is a motion when stated 
by its proponent and until repeated by the chair. When it is presented by the chair 
for acceptance or rejection it becomes a “question,” a “proposition,” or a “measure.”

Motion, 
Incidental

An incidental motion is one growing out of another already under consideration. A 
secondary motion must be disposed of before proceeding with the original motion.

Motion, Main A main motion is one which independently presents an idea for consideration.

Motion, 
Privileged

A privileged motion is one which is so vital in character that it takes precedence 
over all others.

Motion, 
Subsidiary

A subsidiary motion is one growing out of and applied to another already under 
consideration which is made use of “to enable the assembly to dispose of it in the 
most appropriate manner,” but which need not necessarily be decided before the 
question out of which it has arisen.
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Order When this term is applied to an act of an assembly, it means an expression of a will 
of the assembly in the form of a command. An “order” differs from a “resolution” in 
that the latter is not a command, but a declaration of fact or an expression of 
opinion or purposes.

Order, General “Making a general order” is setting a future time for the discussion of a special 
matter. Making a general order differs from making a special order in that the 
former does not involve the breaking of any rules.

Order of the 
Day

Regular order or program of business. A motion “calling for the orders of the day” is 
a motion demanding that the present discussion be dropped and that the chair 
announce the next matter to be taken up in accordance with the organization’s 
customary and established business routine. The term “orders of the day” has more 
specific meaning when a certain time has been set aside for the consideration of a 
given matter. Then a demand for the “orders of the day” is a request that this 
specific item be addressed.

Order, Special “Making a special order” is setting aside all other rules for the consideration of 
some important question at a future time.

Postponement, 
Indefinite

The object of indefinite postponement is not merely to postpone, but, in effect, to reject.

Privilege The term “privilege” in parliamentary law has a restricted meaning and refers specifically to 
the privileges or rights of the meeting or those attending chiefly in connection with matters 
of physical comfort; such as inability to hear a speaker, the heating, lighting and ventilation 
of the meeting room, noises and other disturbances, etc., and the ineligibility or misconduct 
of a member in be considered by all members and, therefore, should not be referred to a 
small committee. Then the meeting, on motion duly made, may “resolve itself into a 
committee of the whole.” This means that the meeting officially is discontinued 
while everyone remains and becomes a member of a large special committee including 
everyone present. The presiding officer of the regular meeting does not preside over a 
committee of the whole; a special officer is appointed.

Question The question in parliamentary law is the proposition or motion after it has been 
placed before the meeting for action by the chair. To “move the previous question” 
is to demand that the chair take a vote on a motion that is being discussed. A 
“question,” when adopted, becomes an “order,” “resolution,” or “vote.”

Question, 
Division of

To separate a motion so that different parts of it may be considered individually.

Refer To refer to a committee.

Resolution The act of an assembly, the purpose of which is to declare facts or express opinions 
or purposes, and not to command.

Rules, 
Suspension of

“When the assembly wishes to do something that cannot be done without violating 
its own rules, and yet is not in conflict with its constitution or by-laws, or with the 
fundamental principles of parliamentary law, it ‘suspends the rules that interfere 
with’ the proposed action.” (Robert, Rules of Order and Parliamentary Practice)

Second A motion, in order to be considered by the meeting, must have a “second,” i.e., a 
sponsor in the form of a second member who indicates support of the motion by 
saying, “I second the motion.”

Sine die Latin meaning “without day.” Meetings frequently adjourn “sine die.” This means 
that no date is set for a future meeting.

Table The “table” in parliamentary law is literally the speaker’s table, but to “lay on the 
table” or “to table” a motion means to delay action on it.
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How Long Do We Keep Records?
TABSE Records Retention
Number of Years Before Disposition

Item
Number of years to 
keep after audit Action

Vouchers   3 Destroy

Purchase Orders                       3         Destroy

Canceled Checks                      3         Destroy

Check Stubs                              3         Destroy

Bank Deposit Slips                   3         Destroy

Bank Books                               3         Destroy

Receipts 3 Destroy

General Correspondence       5 Destroy

Minutes of Meetings                 Permanent  Retain Permanently

Treasurer’s Report 
(Annual, Mid Year and Others) Permanent  Retain Permanently

Budget (as approved)                Permanent  Retain Permanently

Ledger of Disbursements Permanent Retain Permanently

Committee Chairperson maintains committee files and makes reports
Outgoing chairperson turns over files to Recording Secretary
Files are retained/destroyed as appropriate

Information needed for historical reference should be retained and placed in archive

Records Retention Schedule
It is very important that certain records be retained. It helps to develop a records retention policy. 
Listed on this page are items that should be reviewed on a periodic basis and kept in a safe place. 

RECORDS TO BE RETAINED    RETENTION PERIOD

Accounts payable records 7 years

Annual audit reports Permanently

Articles of Incorporation Permanently

Bank reconciliations 1 year

Bylaws, including all amendments Permanently

Cash receipt records 7 years

Checks (canceled) 7 years

Checks [canceled, for important payments, i.e., taxes, special 
contracts, etc. (checks should be filed with the papers 
pertaining to the transaction)]

Permanently

Contracts & leases (expired) 7 years

Contracts & leases still in effect Permanently

Corporation reports filed with the secretary of state Permanently

Correspondence with customers or vendors 1 year

Correspondence (general) 3 years

Correspondence Permanently

Duplicate deposit slips 1 year

Employee records (post-termination), if applicable 3 years

Employment applications, if applicable 3 years

Equipment owned by the PTA Permanently

Financial statements (year-end) & budgets 10 years

Grant award letters of agreement 10 years
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RECORDS TO BE RETAINED    RETENTION PERIOD

Insurance records, accident reports, claims, policies, certificates Permanently

Inventories (products & materials) 7 years

Invoice 7 years

Journals Permanently

Minute books of directors & committees Permanently

PTA charter Permanently

Petty cash vouchers 3 years

Purchase orders 7 years

Record retention policy Permanently

Sales records 7 years

Tax-exempt status documents Permanently

Application for tax exemption (federal and state) Permanently

Letter of determination (recognition) of tax-exempt status 
(federal and state) Permanently

Group tax exemption documents, if applicable Permanently

Letter assigning IRS Employee Identification Number (EIN) Permanently

Form 990/99OEZ and Schedule A, as filed with IRS Permanently

State tax information returns, as filed Permanently

Form 990T, if applicable, for unrelated business income Permanently

Correspondence with IRS Permanently

Other information returns filed with the government Permanently

Charitable Solicitation Registration, if applicable Permanently

Trademark registrations Permanently

Vouchers for payments to vendors, officers, etc. (includes 
allowances & reimbursements to officers, members, etc., for 
travel & other expenses)

7 years

Affiliate Request Form
Purpose:
Use this form to request that the Texas Alliance of Black School Educators (TABSE) makes your local 
Affiliate a member of TABSE.

Instructions:
• Fill in the information requested below.

• Attach a check in the amount of $100.00 to this form. 

• TABSE will bill your local Affiliate annually in July, for the $75.00 renewal fee.

• Make checks payable and mail to  TABSE, 
3100 Richmond Avenue, Suite 306, Houston, Texas 77098

Name of Affiliate: Date:

Contact Person:

Daytime Phone: Email:

President: Treasurer:

Home Address:

Home Address:

City: State: Zip:

Daytime Phone: Email:

Daytime Phone: Email:

President’s Signature:

FOR OFFICE USE ONLY:

Amount Received $:
Check #:

Money Order #

Date Received: Cash
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TABSE Check or Payment Request Form

Full Name (print): Date:

Phone Numner: Email:

Amount Requested $: Request Details:
*Invoice, Receipt and Approved Purchase Request MUST be attached.

Check Payable to:

Mailing Address:

Online Payment Information : Signature of Requestor:

Approved Denied

 Date Paid: Treasurer or President Signature:

Oline Check #:

TABSE Dues Transmittal Form
Purpose:
Use this form to send membership dues from the Local Affiliate to TABSE.

Instructions:
• Make copies of this form as needed.

• Fill in the information requested below.

• Calculate amount of dues at $50.00 per member per annum.

• Dues should be submitted on a monthly basis, unless no dues are collected.

• Write one check (or money order) for all forms submitted at the same time.

• Submit this form along with payment. Keep a copy of this form for your records.

Make checks payable and mail to TABSE, P. O. Box 660, Houston, Texas 77001-066

Date:

Acronym:

Contact Person:

Position:

Address:

City: State: Zip:

Daytime Phone:

Email:

Check here if you wish to receive an email notification that dues payment was received.
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Dues Calculation
Total dues are $50.00 per member per annum

Number of members: x  $50.00= $

August September October November

December January February March

April May June July

Note: If no dues are collected during a month, it is NOT necessary to submit this form.

Signature of Membership Chairperson or Treasurer: Date:

FOR OFFICE USE ONLY:

Amount Received $:
Check #:

Money Order #

Date Received: Cash

TABSE Cash Verification Form

Date: Activity:

Chairperson: Budget Category:

Coins Currency Checks

X 0.01 = X $1.00 = Quantity =

X 0.05 = X $5.00 = (Attached itemized list)

X 0.10 = X $10.00 = Total 3 $

X 0.25 = X $20.00 =

X 0.50 = X $50.00 = Cash Box Reimbursement

X 1.00 = X $100.00 = (change/petty cash)

Total 1 $ Total 2 $ Total 4 $

(Total 1 + Total 2 + Total 3 - Total 4)

Grand Total $

FOR MEMBERSHIP DUES COLLECTION ONLY:

# of Members
Verification: (signature of the two counters)
The undersigned certify these funds were received and properly accounted for.

Member Dues $

+  Donations $

-  Petty Cash $ Signature:

=  Total $

Please note: This total should equal the above Grand Total Signature:

Amount Received: Date received: Date deposited:

Treasurer’s Signature: Date:

Note: After the treasurer verifies and deposits funds, he/she should provide a copy of the deposit slip to the person who submitted the funds.
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Treasurer’s Checklist
Use this checklist throughout the year to double check the financial management practices. 
Check items as completed; include dates and names as indicated. A copy of the checklist should 
be maintained with the treasurer’s records.

TABSE Audit completed for past school year and a copy submitted to the state office by the last 
business day of September.

Auditor(s): Date:

Transition meeting held without going (if necessary) treasurer Date:

Signature Cards on file with bank. Date:

Supplies purchased as needed (receipt book, new checks). Cash Verification/Check Request 
Forms copied for distribution to Board of Directors.

Bookkeeping method chosen, ledger or computer based. Which?

Copy and file receipts and check requests (according to budget) on an ongoing basis 
(weekly is recommended).

Budget Process: Budget Committee formed. Date:

Proposed budget presented to Board of Directors and approved.

Date: Date: Date:

Date: Date: Date:

Treasurer and President develop a workable reimbursement system and schedule 
for Board of Directors.
Emphasize that only budget approved expenses will be reimbursed and only with 
receipts/invoices attached.

Date shared with board:

ALL checks signed by two signers.

Treasurer and President review (monthly) bank statements and TABSE financial status. A second 
officer, who is not an authorized signer, checks over the statement and signs. THIS IS DONE 
EACH MONTH.

IRS Forms. It is the current treasurer’s responsibility to complete all necessary IRS forms. All 
501(c) (3) nonprofit organizations are required to file a 990-N, 990, or 990 EZ and Schedule A 
regardless of gross receipts. 
Registered, Return Receipt Mail Only.

Date completed:

Treasurer Reports. (These should be given at all Executive Committee, Board of Directors and 
general membership meetings.) Indicate date and type of meeting for each report. (e.g. Executive 
Committee – August 4, General Membership – August 15).

Annual Report written and adopted. Date:

Auditor(s) chosen for current school year. Do not include any bank account signer.

A monthly treasurer’s report should include:
• balance brought forward from previous month;
• balances at the beginning and end of the period covered;
• amounts credited to the general fund and any special funds;
• receipts and disbursements with a detailed written report;
• The report must be posted and/or distributed. Copies of the report must be provided to the 

president and secretary and added to the treasure’s file, which must be placed on file for audit.



TABSE Purchase Request Form
*All Purchases Must Be Approved by the President or Their Designee BEFORE Purchases are made *

Full Name (print): Date:

Phone Numner: Email:

Purchase Request Details:

Purchase Cost $: Signature of Requestor:

Approved Denied

Date: President’s Signature:


