President’s To Do List

July

· New officers begin their terms, finish any necessary training and orientation
· Make sure the Treasurer renewed your Registration (with the State of Wisconsin).

· Submit previous year’s financial reports to Audit Committee by July 15th
· Check with Principal to see how the PTA can help with the new school year.
· Update the PTA website or make sure the Webmaster is doing this.

· Update the PTA bulletin board or make sure the person assigned is doing this. 

· Update the sign or make sure the person assigned is doing this.
· Submit Newsletter articles for PTA pages.

· Summary of last meeting and what to expect from next meeting

· Summary of events

· Benefits of membership

· See award guidelines

· Get Back-To-School packets ready for summer mailing to all families:

· Letter from the PTA President

· PTA Involvement document

· Event List (with disclaimer that dates may change)

· List of openings

· Membership forms with instructions to bring to school with check

· Spiritwear order forms

· Prepare volunteer sign-up sheets for classrooms or check with Volunteer Coordinator that this is being done.

· Prepare Informational Packets for Teachers

· Letter from the PTA President

· PTA Involvement document

· Event List (with Disclaimer that dates may change)

· Membership form

· Stickers to hand out on meeting dates, instructions on where to find more stickers

· General volunteer sheets

· PTA Contact List

· Budget amounts for events that are planned by staff

· Blank check requests

· Amounts for classroom allowance

· Amounts for fieldtrip allowance

August

· Submit completed financial audit to Wisconsin PTA by September 1st

· Make sure the Website, Sign and bulletin board are updated.

· President’s packet comes to your house from both state and council.

· Give a list of phonemaster dates and requests to the school secretary

· Meet with teachers and hand out packets

· K5 Picnic

· PTA gives a brief talk

· PTA has a table to hand out information and take new memberships

· Thank the volunteers who help with the picnic

· Orientation night/open house

· PTA gives a brief talk

· PTA has a table to and out information and take new memberships

· Council Meeting

· Attend

· Write summary for your school’s Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website

· Facebook
· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Collect Event Summaries as necessary

· Begin Membership Drive

· Renew Insurance or make sure treasurer has done this, information comes in the mail.

September

· Fall Fundraiser

· Thank the volunteers

· Picture day

· 1st PTA Family Event (usually a potluck picnic)/also the first general meeting

· Have Custodian reserve the district grill

· Plan to hold a vote for the budget and any other items since this is the first general meeting.

· Thank the volunteers

· Make sure the sign, bulletin board and website are updated.

· Council Meeting

· Attend

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website

· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Council Training for Presidents, Treasurers, Reflections, Membership

· Collect Event Summaries as necessary

· Membership Drive

· Reflections Program – a packet should be handed out at council.  Make sure we promote this event or we won’t be eligible for awards.

October

· Fundraiser ends

· Make sure the Sign, Bulletin Board, and Website are updated.

· PTA Family Event (costume dance)

· Thank the volunteers

· Fire Prevention Week

· Council Meeting

· Attend or make sure delegate attends

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Send out flyer to families about special fundraising projects (boxtops, etc)

· Collect Event Summaries as necessary

· Membership Drive

· Remit State and National PTA dues by November 1st
November

· Remit State and National PTA dues by November 1st
· Submit 4 copies of Local Unit Bylaws to Wisconsin PTA (bylaws must be renewed every 3 years)

· Pay annual dues ($100.00) to WAWM Council by November 30th
· Request donation checks

· Scholarship
· Survive Alive

· Sam Castagna

· Other Donations your school makes

· Provide legislative information for elections

· Make sure the Sign, Bulletin Board, and Website are updated.

· Fundraiser pick-up, choose a Saturday not too close to deer hunting or Thanksgiving

· Council Meeting

· Attend or make sure delegate attends
· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Provide Dinner for Teachers one night during conferences

· Collect Event Summaries as necessary

· Pay Council Dues by December 1st.

December

· PTA Family Event (Holiday Craft Night)  -Choose the first Friday in December so it can be rescheduled if necessary due to weather

· Thank the Volunteers

· Make sure the Sign, Bulletin Board, and Website are updated.

· Council Meeting

· Attend or make sure delegate attends

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Collect Event Summaries as necessary

January

· Incentive Reading Program

· Make sure the Sign, Bulletin Board, and Website are updated.

· Spelling Bee

· Yearbook orders

· Specials Picture Day

· Council Meeting

· Attend or make sure delegate attends

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Market day

· Collect Event Summaries as necessary

February

· Make sure the Sign, Bulletin Board, and Website are updated.

· PTA Council Carvival (see guidelines for what each local unit is responsible for)

· Nominations Committee Formed

· Council Meeting

· Attend or make sure delegate attends

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Provide dinner for teachers one night during conferences

· Collect Event Summaries as necessary

· Compile or assign Council Awards Applications due at April’s Council Meeting

March

· Council Awards Deadline, April’s Council Meeting

· Make sure the Sign, Bulletin Board, and Website are updated.

· Nominations Committee 

· Present candidates at board meeting

· PTA Pages article

· Flyer

· Council Meeting

· Attend

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Plan dates for next year with principal

· Make updates to job descriptions

· Collect Event Summaries as necessary

· Invite future leaders & committee chairs to WI PTA Convention held in April.

April

· Make sure the Sign, Bulletin Board, and Website are updated.

· Provide legislative information for election day

· Wishing Children Well District Events

· Submit building permits for next year’s events

· Hold election for officers at this month’s PTA Family Event

· Council Meeting

· Attend or make sure delegate attends

· Write summary for Board Meeting

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Hold the budget meeting for next year’s budget

· Distribute new job descriptions and folders

· Letter from the PTA President

· Contact List

· Event List

· forms

· Council Awards Deadline, April’s Council Meeting
· Collect Event Summaries as necessary

· Invite Chairs, Board Members, Administrators, Staff, & Teachers to Council Awards Banquet

May

· Make sure the Sign, Bulletin Board, and Website are updated.

· Teacher Appreciation Week

· WAWM PTA Council Awards Dinner

· Attend or make sure delegate attends
· Write summary for Board Meeting

· Select Audit Committee

· Board Meeting

· Schedule activity leaders

· Write and distribute agenda

· Distribute mail to committees

· Advertise

· Sign

· Bulletin Board

· Newsletter
· Phone Master

· Website/Facebook
· Stickers

· Write summary of meeting for Newsletter
· Submit articles for Newsletter
· Follow up on anything necessary from meeting

· Collect Event Summaries as necessary

· Attend Council Awards Banquet

June

· Field Day

· Make sure the Sign, Bulletin Board, and Website are updated.

· Clean the PTA closet

· End of Fiscal year is June 30th
· No Board Meeting

· Collect Event Summaries as necessary

· Meet with Membership Chair to Plan Membership Drive for next year.
· Meet with Exec Board to review year and plan for next.

· Transition Meeting for Outgoing/Incoming Board Members

