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PTA Presidential Calendar 
The following is a list of some typical duties and activities throughout the PTA year.  You are encouraged to edit this document for your personal use, adding bullet points with items specific to you and your unit (spring carnival, International Night, Homecoming, etc.)  The more you add, the better organized you (and future PTA leaders at your school) will be!!

Spring (following election):

· Hold a board-elect meeting to ratify appointments and begin planning

· Attend a council PTA meeting if possible 

· With the Treasurer, invite a budget committee to prepare a proposed budget 

· Verify with Principal what programs are essential and how will you fundraise to provide those programs; use the one fundraiser to three programs rule.
· Establish or reaffirm PTA Unit’s goals and mission

· Help outgoing president plan the installation of your board 

· Meet with the principal and make a preliminary calendar with meeting dates, event dates, etc

· Order/Pick up membership envelopes

June:

· Verify that each member of your board has a procedure book, job description, bylaws, and materials

· Confirm a specific date for the treasurer to turn over all financials to the auditor

· Meet with the budget committee and prepare a proposed budget – this is where you will decide what fundraisers to have, what programs to continue and what events to sponsor
· Continue to recruit chairpersons for Reflections, fall events, etc.
· Confirm event dates with all chairpersons and get them in the school’s master calendar 
· Determine how you will communicate with school administration staff over the summer if needed (pick up mail).

July/August:

· Verify that the treasurer has filed new signature cards with the bank with appropriate officers’ signatures and information

· Review the new PTA Toolkit or Toolkit update which should have been mailed to your home.  Verify executive board members and committee chairs have read what is expected of them, eg give the bylaws forms to your parliamentarian, historian forms to historian, etc.  

· Review your insurance guide and familiarize yourself with red, yellow and green activities

· Finalize your membership form, collect membership cards and materials from council.

· Confirm that the auditor has completed the audit for period January 1 to June 30.
· Verify that the treasurer has a copy of the year-end audit and year-end financials and has begun the tax preparation

· Update all PTA parent volunteer forms, directory forms, Reflections entry forms, pledge drive and/or fundraising forms and determine how they will be reproduced and distributed
· Verify that you have volunteers to work at registration/first day and that they know where to be
· Update your PTA website with back to school dates and activities

· Plan your School Year’s Eve or Newcomer Welcome event

· Hold your first Executive Board meeting; check bylaws, Executive Board must meet at least two weeks prior to general Association meeting.

September:
· Verify that all PTA forms are ready to distribute on the first day of school and/or posted on school website)
· Attend the Irvine Council meeting and collect all materials for your school
· Be prepared to speak briefly at Back to School Night—check with principal
· Publicize the date, time, and agenda of your first association meeting.  Schedule your meetings for the year so that they can be published in advance and be on your school calendar.
· At the first meeting, discuss and amend or approve the: year-end financials, year-end audit, minutes from the June PTA meeting, current budget.  Send 2 copies of the budget, year-end financials, and audit to council

· Confirm that the treasurer is working with a tax preparer or preparing the tax return

· Turn in at least 15 membership dues of $4.25 each to council to qualify for Early Bird status.  The $4.25 should reflect what is stated in Section 6 or your bylaws, the Irvine Council dues of $0.65, the 4th District dues of $0.60, and the $3.00 for National PTA .
· Check to see if your bylaws are updated (at least every 3 years).   Check the standing rules (in the back) and the officer list to see if you want to amend anything.  If approved by Association, have parliamentarian submit changes to council.
· Verify that the fall events (such as Red Ribbon Week, Walk to School Day & Reflections) are being planned and handled

October:
· Walk to School Day and Red Ribbon Week are happening this month!

· Attend or send a delegate to the Irvine Council Meeting and collect school materials.  

· If you didn’t get the budget, year-end report and audit turned in to council last month, you’d better get them turned in ASAP (mid-October at the latest!).
· Verify that a school directory is in the final stages of production if desired

· Turn in your membership dues with at least 50 members to council with a remittance form - $4.25 per member
· How is that tax return coming along?  Turn a copy in to council as soon as you have it

· Reflections contest ends this month.  Verify that winning entries are turned in to council

· Was there a fundraiser?   Provide a donation receipt to any donor requesting one and to any donor who gave $250 or more.  Try to provide a gracious receipt to everyone if possible.
November:
· Turn in the second (or third) installment of membership dues with a remittance form $4.25 per member

· Attend (or send a delegate) to the Irvine Council meeting

· Tax return must be filed with the IRS by November 15th!  Give a copy to council Treasurer as well.

· Turn in your hospitality fee to council ($40) and insurance payment ($190) with a remittance form
· Turn in your Workers’ Compensation Annual Payroll Report

· Check with the spring events leaders that planning is underway (grad night, promotion dance)
December:
· Reflections winners will be announced.  Verify that all artwork for you school was picked up

· Turn in your third (or fourth) membership payment to council with a remittance form

· Depending on your meeting schedule, you elect a nominating committee for next year’s officers this month or next (yes, already)

· Verify that the treasurer has set a date to hand over all financials from July 1 to December 31st to the auditor

· Turn in your PTA membership list to council Membership VP(electronically if possible)
· Verify all deposits have been made from fundraisers 

January:
· Turn in any membership dues to council with remittance form.  

· Attend (or send a delegate) to the Irvine council meeting

· How’s that mid-year audit coming along?  Do you need to amend your budget for the rest of the year based on year-to-date expenditures/fundraising?
· Nominating committee should be elected and meeting this month
· Confirm that all spring events are being planned and handled (jogathon/teacher appreciation)
· Plan an event for next month’s PTA Founder’s Day/Take Your Family to School Week
February:
· Nominating committee presents their proposed slate to your membership

· Approve or amend the mid-year audit, sending a copy to council
· Attend or send a delegate to the Irvine Council meeting

· Turn in your last installment of membership dues to council with a remittance form

· Elect delegates to Sacramento Safari and PTA State Convention

· Form an Honorary Service Awards Committee for PTA service awards
· Celebrate PTA Founder’s Day/Take Your Family to School Week
March:
· Conduct election of officers for next year.  Send the list of elected officers to council and update the www.fourthdistrictpta.org website
· Last chance to turn in the mid-year audit (mid-March)

· Attend or send a delegate to the Irvine council meeting

· Did you have a fundraiser?  Make sure all donations were deposited in the bank in a timely manner and that written receipts were issued for donations over $250
· Verify that the historian has been tabulating volunteer hours for your school. 

April:
· Attend with the incoming president (or send a delegate) to the Irvine Council meetingInvite the school principal and incoming president to the Irvine council luncheon

· Encourage all new officers to sign up for PTA training classes

· Verify that the historian has turned in volunteer hours for the school including an estimate of the remaining months
· Attend Convention

· If you haven’t already, update the incoming officer list and send a copy to council and 4th district

May:
· Attend the Irvine council meeting with the incoming president

· With the incoming president, plan an installation of officers ceremony

· Update your procedure book (be nice!)

· Verify that teacher/staff appreciation week is happening at your school

· Help the treasurer transfer bank information, etc to new board

· Relax a little

June:
· Publicly thank everyone who helped you.  Any gifts to board members must be purchased from your personal funds.  A nice note is perfectly appropriate.
· Be available to help the new officers with transition items
· Insure that secretary has created a bound record of meeting minutes for the school year for unit records
· Celebrate!
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