
Registered Agent
Frequently Asked Questions

Why does our PTA need a registered agent?
There are three agencies that require a PTA or other nonprofit corporation to designate a registered agent:
•  First, the corporations division of the Secretary of State’s office maintains your PTA’s corporate records, and they 

must be updated each year. Failure to update the corporate records could result in the dissolution of the PTA’s corpo-
rate existence.

•  Second, some PTAs are required to register with the charities program of the Secretary of State’s office, and others 
choose to use the optional registration.  The designated agent will receive notices of any action required in connec-
tion with either kind of registration.  

•  Third, the IRS requires a name and address to contact in case there are issues regarding the PTA’s tax exempt status.

You may choose to have an individual named as your registered agent for any or all of these agencies. However by 
choosing Washington State PTA your PTA doesn’t have to worry about that person moving, taking a long vacation, or 
otherwise being unavailable to respond to a notice from one of the agencies.

How do I know whether Washington State PTA serves as our registered agent?
This information should be available in every PTA’s legal documents notebook. In addition, the legal information section 
of the PTA information sheet that was included in the leadership packet indicates whether WSPTA serves as registered 
agent for your PTA for corporations or IRS purposes, according to our database. If you have questions or want further 
information, contact the WSPTA office at 1-800-562-3804 or email support@wastatepta.org.

What does it mean that Washington State PTA serves as our PTA’s “registered agent?”
All nonprofit corporations have to interact with government agencies, most commonly the Washington State Secretary of 
State’s office and the Federal Internal Revenue Service (IRS). By designating Washington State PTA as your agent, your 
PTA gives those agencies one single point of contact when they need to get information to or from your PTA.

If Washington State PTA is our PTA’s registered agent, does this mean that Washington 
State PTA will handle all paperwork with these agencies for our PTA?
No. The officers and board members continue to be responsible for assuring that the PTA complies with all applicable 
regulations. By becoming your PTA’s registered agent, Washington State PTA assumes responsibility for making sure 
that any information addressed to you from one of these agencies is provided to your PTA’s current officers.

What kinds of information do the agencies send to Washington State PTA as our agent?
Generally speaking, communications from the government agencies falls into one of four categories: (1) general infor-
mation notices, (2) routine reminders, (3) acknowledgements, and (4) specific notification of non-compliance.

What are some examples of each category of notice that might be sent to Washington 
State PTA as our agent?
An example of general information might be a notice that the agency has changed the process for renewing a registra-
tion. An example of a routine reminder is the postcard that the charities program sends to PTAs registered with the chari-
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ties reminding them to file the required annual renewal in time to be received by the due date of May 31. 

An example of an acknowledgement would be the letter that the charities division sends acknowledging that a PTA has 
renewed its charitable solicitations registration.

An example of a notice of non-compliance would be a notice sent by the IRS that the PTA has failed to file its Form 990, 
990EZ or 990N report by the date it was due.

How does WSPTA notify our PTA when a government agency or other entity has sent a 
notice or other information?
It depends on the source and nature of the information we receive. 
For notices from government agencies:
•  For general information, routine reminders or acknowledgements, WSPTA will email a copy of the document to the 

president and treasurer at their respective email addresses in our database at the time that WSPTA receives the infor-
mation from the government agency. We want to have at least two people to whom we can forward the information 
in case one of the emails doesn’t go through or someone is on vacation or unavailable. Sending the information to 
two people minimizes the risk that the matter is overlooked.

•  When we receive a notice of non-compliance we will send a paper copy to the treasurer, and an electronic copy to 
all officers of your PTA listed in the WSPTA database. In addition, we will send a copy to the appropriate region 
director, who will likely contact the PTA’s leadership to make sure that the matter is being addressed appropriately.

In addition, when a PTA receives a donation from a foundation or group giving organizations such as the United Way, 
sometimes information about the donation and/or a check is sent to WSPTA because we are listed with the IRS as the 
PTA’s registered agent. In those cases, we mail the information and/or check to the PTA’s treasurer, and send an email 
alerting the PTA’s president and treasurer that the information and/or check is being sent. If our database indicates that 
two or more people are serving in either of those officer positions, we will send the notice and/or check to the person 
listed first alphabetically in each position. As with government agency notices we want to have at least two people to 
whom we can forward the information in case the information and/or check is lost in the mail or someone is on vaca-
tion or unavailable. Sending it to two people minimizes the risk that the information and/or check is overlooked. Upon 
request, we can email this kind of notice to someone other than the president or treasurer, or email additional copies to 
any other person(s) designated by your PTA.

What happens if our local unit for some reason is not in good standing when WSPTA      
receives a notice addressed to it?
We will forward the notice as above to the person(s) reflected in WSPTA’s database; however if the PTA fails to return to 
good standing, services to the local unit will discontinue and the local unit will not be able to attain liability insurance.

What happens if a local unit is administratively dissolved by the corporations division or 
is no longer active with WSPTA?
When we receive a notice that a PTA has been administratively dissolved, we send the notice by email to all officers in 
our database and the appropriate region director.  We include with the notice the form that the PTA can fill out to rein-
state its corporate status.

What does it cost our PTA to have the Washington State PTA serve as our registered 
agent?
There is no additional charge to your PTA for this service; it is one of the benefits that your PTA receives from your 
membership service fees.

We have not previously selected Washington State PTA as our registered agent, but 
would like to do so now. How do we go about it?
Please contact the Washington State PTA office at 1-800-562-3804 or by email to support@wastatepta.org. 


