A HOW TO GUIDE:

UPLOADING COMPLIANCE
DOCUMENTS INTO MEMBERHUB FOR
GOOD STANDING




“Good Standing” allows local units to participate in FCCPTA-sponsored events and programs,
leadership trainings, Reflections, scholarship and grant programs, as well as vote in general
membership meetings.

In order for Virginia PTA to include your local unit under the group exemption, they must be
able to provide the IRS with specific data about your PTA if needed.

Therefore, it's critical that you keep your PTA in "Good Standing" by annually providing the
Virginia PTA with documentation that enables them to maintain your 501(c)3 status.

Annually, local PTAs are required to upload the following documents into Member Hub for
compliance:

Annual Financial Reviews

Bylaws Organizational Structure Form (if/when changes are made only)
Form 990 Confirmations

Insurance Confirmations

Officers & Committee Chairs

hAP o

This 1s a step-by-step guide on how to make your compliance submission through Member Hub.

Step 1: Log into Member Hub and select your PTA. (NOTE: If you do not have a Member Hub
account, you can submit an access request from VA PTA at https://vapta.org/memberhub-access)
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Software to grow
your cause

MemberHub gives you online fundraisers.

an online store, and communication tools
to power your volunteer-ied nonprofit.

Learn mere

Trusted by over12,800 volunteer-led organizations doing
good in the world, and over 2.9 million of their supporters.
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Step 2: Choose the Compliance Manager from the right-hand tab, then select enter compliance
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Step 3: Select which compliance document you would like to upload

Curren Organ;

Fairtax County Coun:

Fairfax County C:

- Vrgea TTA - Menbar % e A x x &
« C & ke m
- @ .
o 2
0 < Compliance
® Compllance Subnissions
> > (o)
> i g o) School Year 2027
> Management ©
% o Annual Financial Reviews
. s Bylaws Crganizational Structure Form - submit only when changes are made
Submissicns
Form 990 Confirmations
0 Sellng Insurance Confirmations
Monberth.
e A Officers & Committee Chairs

o0
oun:...




Step 4: Fill out the compliance form and upload your document
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2 Audit will be Approved or Rejectid when recenved
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Step 5: Repeate for each type of compliance document you are uploading. Note, each will
require a different set of information for the form.

Annual Financial Review

W Virgara T - Mosbarbius Aece % Fox Bensurent | FOCPTA

L C B fec-ptamembachub.com/complance/saess

& et B g @ Dt e e

Annual Financial Reviews

Each unk bs required to compless an asnual sudinancial revbes aies the
et of the Bacal v, Thi sudll st b d and bogged within 15 dis
of your Ganaral Mambership adopting it &

Voss ey iy bog ok malry ot wach achosl year To kg & swibmiadion. om
it st et the existing log Sor that schasl yea: bikom

1. Upload your 2021 AsdtiFinancial submission - No newd % Emai i
Uploaded
2 Aot wil be Agprived of Rejected when received
3. Contact Raisong@vapta org I you hive Quastions
Fiscal Yoas Ending
e 30, 2022

Date Financial Runiew Complated *

or drop Document ko upload

1 contrm my FTA, Fairfix County Councl of PTAWPTSA s annual
Briancial raviiw hich buwn compheted on tha dat provded ind res
nhported 1o my PTA' Board of Diteciors. A cogy of this resiew b baing
gt with our PTA's permanant records

Fiest Karna Last Nama

Jurrny Yarssl
Email Addvess
eamwEfcepts o
Uit Marr

Fairla: County Councll of PTARPTSAS

n £ Type here to search




Bylaws and Organizational Structure
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Insurance Confirmations
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Once your submission(s) is made, the notation on your compliance will note “awaiting review”
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If you still need to update your officers you would do the following:

Step 1: Choose the Compliance Manager from the right-hand tab, then select Update Officers
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Step 2: Select the correct year you are making submission for from the drop down menu
(currently set for the 2022-2023 school year).




Step 3: If you are adding an officer, select add officer and fill in the required information.
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If you are removing an officer, simply select the officer you are changing and make your
changes.
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