PRESIDENT’S TIMELINE
 Arrowhead PTA
Read the By- Laws and Standing Rules many times so you are familiar with them.  
May
Meet with new executive board.  Go over possible meeting dates, ideas, things that are working/not working, fundraising for the next year.
Summer
Before school starts meet with your membership chair (secretary) and set up ideas for theme for the year, open house schedule for membership sign up.
Go to bank and add President, one of the VP’s, and Treasurer as signers to the account. You will need to take a copy of the PTA minutes that show the names of the PTA Executive Board.
August 
Budget Meeting – to be held a week or so before school starts - Executive board attends (minus delegates if you’d like) and invite Principal.  Go over each committee, look at what was spent last few years, and decide their budget for upcoming year.
Stuff folders prior to open house. Schedule with Terry. You will need 6-8 people to help stuff. Also, plan what you want to display at Open House (ie, fundraiser info) and have a membership table at open house - helps to have two people there, preferably one of them being the President. 

K Open House - have someone at this too. Woo those new parents!  
Meet with 1st VP to finish up list of committee chairs.  Have 1st VP contact them to let them know they are chairpersons.
Every month: 

PTA Council Meeting - Prepare and give Arrowhead council report. Usually first Wednesday of each month.
Executive Board Meeting - We have held these 1/2 hour before regular PTA meeting starts.
Monthly PTA meetings
· Email committee chairs to urge them to attend meeting, ask for report via email.  Prepare agenda including committee reports and email to the secretary prior to meeting for ease in note taking.  

· Make a “PTA Meeting Reminder” flier (half sheet) and send out in book bags on Monday of the PTA meeting week encouraging attendance.

· Make copies of agenda to pass out at PTA meeting.

· Make a “scripted” agenda for yourself so you remember what you are supposed to say at certain times. 
· Arrive early to set up the PTA room, make copies of agenda, and ready for the Executive Board Meeting (held ½ hour before regular meeting).
· Have secretary send you minutes (from past meeting) before the next meeting so you can proof it ahead of time. This also lets you have a copy at the meeting for approval in case the secretary can’t come at the last minute. Same for treasurer’s report. 
· Get a non-check signer to review the bank statement and sign their name on the paper. This is required as part of our bonding insurance.  

Make updates to the PTA Webpage including adding monthly PTA Meeting Minutes and monthly ArrowHeadlines newsletter.

Attend monthly Nature Zone planning meetings (usually at 8 a.m. since some teachers attend).
Write article for newsletter

Attend Presidents Meeting.  PTA Council President will schedule. 

September  

Make sure committee chairs are in place, and have their binders and whatever else they need. 
Committees that probably start this month:  After school programs, Picture day, Acme receipts, Box tops, Campbell Soup labels, Birthday book club, Conference dinners, Greenhouse, Chicken Coop, Library, Nature Zone, Newsletter, Website, Room parent coordinator, Student directory. 

Events that happen this month:  Picture Day, Conference Dinner 

Fundraiser kick-off with assembly? Depends on what you do for fundraiser.
Helping Hands and Outstanding Educator needs to get started. Send the forms home to all students and get it in the newsletter.  You need to get a committee together (they will meet in October) - usually includes 2 to 3 board members, the principal, and 2 non-board PTA members. The committee meets in October and names are chosen - you notify winners (I took them a little gift like a plant - there is about $25 per winner in the budget) and send them the necessary forms they need to fill out. Inform them as soon as you know when the Founder Day Brunch is - they are invited to attend.  Principal is also invited. 
Make sure your payment is made for membership by the 30th.  This will get you an early bird award.  Last year, Council gave us a $200 refund on our dues for meeting early bird deadline.
Make sure you fill out a facilities use form for the PTA and any other school rooms for all PTA events.  ie Holiday Shop, book fair, PTA meetings, etc. 
Schedule COSI, or other assemblies you want.

October

Events that happen this month - Donuts for Dad, Conference dinner, Halloween parade and parties.
Make sure Reflections program is started. Usually due in November.
Testing - We purchase snacks for 3rd grade testing - check with the Principal about what they want. 
Fundraiser should be delivered (unless you are doing something different, of course) 
Have committee meet to choose Outstanding Educator and Helping Hands winners. Order plaques to be presented to them at Founders Day, as well as the name plates to be added to the plaques in the front hall. We use a company called Andy’s. 

[If you plan on a December PTA meeting - some years we do, some we don’t - it depends on the calendar - then you can move the Helping Hand and Outstanding Educator a month because you can approve it in December instead of November.]   

November 

Events that happen this month - Picture retakes, Veteran's day assembly, Conference dinners, Pint size blood. 
Start set up for holiday shop? 
December

Events that happen this month - Holiday shop, winter holiday parties. Some years, we have a PTA meeting in Dec., some years not. Take a look at the calendar and decide for yourself. 

Write up the Helping Hands and Outstanding Educator winners report for January’s Council report – this is when they will all be read and voted on. Keep it to one page.
January

Events that happen this month - decide when/if spring fundraiser will happen 
Movie night? 
Wee Deliver usually starts around now.

Start plans for Family Picnic

Make sure you and both delegates are there to vote on HH and OE at PTA Council meeting.

February

Events that happen this month - Valentines parties, Conference dinners, Grandparents day, book fair, Founder Day Brunch

Spring Fundraiser kick off ? 
At PTA meeting, officially form Nominating Committee for next year.

March

Events that happen this month - Science Fair and Kindergarten Registration (unless it is held later). 

Check with 1st VP on getting Volunteer brunch plans moving. We have held it at the Tomahawk room, Donato’s, and at the school.  Talk with board and principal to decide.

Nominating committee report presented at meeting.

April

Decide what you want your fundraiser to be for next year.  

Events that happen this month - Science fair (unless it is held in March), Art Show
Check with the Principal what he would like for testing snacks and how much.
Voting on new officers occurs at PTA monthly meeting. 
May 

Volunteer brunch
Events that happen this month - Muffins for mom, Music Program (usually happens this month - but could be different - bake sale happens at concert), Staff Appreciation and Installation brunch. 

You will need to collect volunteer hours from your committee chairs and they should include their volunteers hours also. The form you need to record this on will be mailed to you mid May from Ohio PTA. Then you fill it out and mail it back or report online at Ohiopta.com.

You will need to organize an Audit committee for Auditing the books.  This gets done after June 30th but before the budget meeting in August. 
Family picnic?  

Plan to attend School Board meeting to support OE and HH winners from Arrowhead.
June

Events that happen this month - Field day, 4th grade field day, student appreciation (inflatables).
