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INTRODUCTION
Congratulations on your election as a local unit PTA officer!  Your position is important to every child in your school community.  Being a PTA officer brings with it a great deal of responsibility as well as many rewards.  You will learn that serving as a PTA officer is a wonderful experience – an enriching, fulfilling, sometime frustrating, but priceless opportunity – for you as an individual, as a leader and as a member of your community.  

This booklet for incoming officers will give you guidelines about how to get started.  It is not a comprehensive instruction booklet on how to complete your term successfully. It is just a starting place.  

Training and planning will be one of the most important contributors to your success so plan to attend Minnesota PTA’s Leadership Training Conference in August in St. Paul.  Please make every effort to bring your officers and committee chairs.  Registration forms will be mailed in packets directly to each PTA school as well as be available on our website at www. mnpta.org.  

GETTING STARTED – What do I do first? 

Take a deep breath! Get a cup of coffee (or tea) and read this guide through.  Gather the materials listed here and meet this spring and summer to plan for the upcoming year.  Call your council (Rochester, Duluth, Bloomington) or the Minnesota PTA office if you need support, guidance and/or reassurance.  

· Register to receive your Official PTA Kit at www.pta.org/OfficialKit. This kit replaces the Back To School Kit and will not be sent automatically to units as it has been in years past.  This kit contains information and resources including the PTA Quick Reference Guides for the president, treasurer, membership chair and program chair. 

· Talk with the outgoing president and officers about your PTA’s status and seek their recommendations.  Review their year’s goals and determine what was left undone, what was accomplished and what you may want to focus on for the upcoming year. 

· Verify the existence of necessary documents that will help you successfully run your PTA (see document list below). If any documents are missing or outdated, work with the outgoing officers to get the documentation updated. 

· Verify that the outgoing secretary has submitted the Officer’s List to the Minnesota PTA office upon election but no later than June 1st.  This form is available on the MNPTA website, www.mnpta.org.  Or, it may be requested via email at mnpta@mnpta.org. 

· Meet with the school principal to find areas of common interest and concern.  Learn about the school’s goals and share your objectives for PTA.  Establish a good working relationship right from the start by opening the lines of communication. 

· Review your bylaws to ensure they are updated and current (must be reviewed and updated at least every 5 years). Your bylaws will be your guide for determining committees, budgeting and financial processes as well as rules for elections, general meetings, and criteria for remaining a “Unit In Good Standing”. 

· Meet with your Executive Committee, set meeting schedule for the upcoming year and review goals and expectations with them.  

· Encourage your officers and other interested PTA members (remember to cultivate future leaders) to attend training and leadership development opportunities, most importantly, the Minnesota PTA State Convention in August.  Check to ensure that your PTA current budget covers attending convention and other training opportunities for at least the newly elected officers.  If not, request the budget be amended before the school year ends and you begin your term.  

· Make sure that an audit of your PTA’s books will be properly conducted at the end of the outgoing treasurer’s term and that the IRS Form 990 was filed when due (15th day of the 5th month following the end of your fiscal year.  Change the signers on the PTA’s bank accounts and ask that a final report for the end of the fiscal year be made available when completed but no later than the start of the new school year.  

DOCUMENTS/RESOURCES IMPORTANT TO YOUR PTA 

The following documents/resources are needed to run your PTA effectively.  Make sure you have them when you begin your planning for the coming year.  If any of these documents/resources are missing, work with your predecessor or other officers to replace or recreate them.  In some cases, the documents/resources may be available from MNPTA and will be indicated by a *. 

· List of your PTA members, addresses, phone numbers and email addresses. *

· Most current version of your PTA bylaws.*

· Quick Reference Guides for Presidents, Treasurers, Membership and Programs.*

(New Guides will be sent to each unit in August in the PTA Official Kit)

· Copies of minutes for last year’s Executive and General Membership meetings. 

· Copies of treasurer’s reports for a last year if not included in minutes. 

· Copies of last year budget, and if available, next years budget. 

· Copies of committee reports from last year. 

· Copy of last year’s calendar of events, meetings, activities. 
· Copy of financial audit report for the last two fiscal years. 

· Copy of the most recent Form 990. 

· Incoming Officer’s Guide.* (also available at www.mnpta.org)
· Dues Remittance Form and Officer’s List.* (also available at www.mnpta.org)
WHAT YOU SHOULD KNOW ABOUT PTA

To lead a PTA unit with confidence, you must first understand the PTA’s purposes and policies.  PTA is a national nonprofit organization that has dedicated itself to advancing the well being of children, youth and families for over 100 years.  PTA is first and foremost an advocacy organization speaking on behalf of every child. 

Purposes of the PTA
· To promote the welfare of the children and youth in home, school, community, and place of worship.
· To raise the standards of home life.
· To secure adequate laws for the care and protection of children and youth.

· To bring into closer relation the home and the school, that parents and teachers may cooperate intelligently in the education of children and youth.

· To develop between educators and the general public such united efforts as will secure for all children and youth the highest advantages in physical, mental, social, and spiritual education. 

The PTA at the local level is linked to the state PTA and National PTA, forming a nationwide network of members working on behalf of all children and youth. 
Because of its connections to the state and National PTAs, the local PTA is a valuable resource to its school community with (1) access to programs to benefit children, youth, and their families, and (2) the recognition and size to influence the formulation of laws, policies, and practices – education or legislative. 

Local PTA units must be a “Unit In Good Standing” in order to fully participate in the programs, resources and benefits offered by PTA.  A local PTA is a “Unit in Good Standing” if:

1. It adheres to the purposes and policies of the national and state PTA;

2. Remits dues (national and state portion) for at least 20 members to the state office when collected but not later than March 31st  (postmark);

3. Must have a copy of current bylaws approved in the last 5 years on file at the state office;
4. Submits an Officer List for the current membership year.

5. Files the appropriate version of the IRS Form 990 annually. 

Each year, once all the criteria have been met, a Certificate for Unit In Good Standing will be mailed to your unit. 

Because local PTAs are subordinates of the Minnesota PTA and national PTA, your local unit is granted non-profit (501c3) status by the IRS.  This designation carries with it certain responsibilities and requirements, namely that PTAs be non-partisan, non-sectarian and non-commercial.  In other words, PTAs don’t endorse political candidates or parties, are not religious or show religious preference, nor do they endorse products, services or businesses.  
If a local PTA unit is NOT in Good Standing, the unit, nor the students from the PTAs school are eligible to receive awards (including PTA scholarships and Reflections) or recognition. 

Additionally, the non-profit status of the local unit is jeopardized and may be lost. 

It is crucial to maintain your PTA’s Unit in Good Standing status, please call the MNPTA office to determine if your unit meets the afore mentioned requirements and if not, what needs to be done to meet the criteria.      
PTA IS A MEMBERSHIP ORGANIZATION

	How much should we be collecting for dues? 

The State and National portion of your local units dues are $4.00 and $1.75 respectively.  If your unit charges more than $5.75 for dues, your unit will count the amount in excess of $5.75 as income. Many units charge more than $5.75 per member as a means of raising funds to support their local PTA activities.   
Each member should be given a PTA membership card. 

· Will we receive an invoice for our membership dues?

No, MNPTA does not send invoices to units.  You should send in your dues to the MNPTA office as they are collected, at least quarterly. MNPTA will send you PTA membership cards each August in the Fall Membership Packet. If you need more, please contact MNPTA. 

• How often should we be sending in dues? 

Dues should be sent to the state office as they are collected using the *Dues Remittance Form. Don’t wait till the end of the membership year to send in your dues.  Paying dues late may jeopardize your unit’s eligibility for membership awards, the Reflections program, PTA sponsored contests, promotions and discounts and MNPTA Scholarships. 
•  Should we include a member list?

Only the *Dues Remittance Form and the check should be sent to us. You do not need to send us your membership list.

•  Is entering our members on Just Between Friends (fka OMDR) required? 

No, entering information on JBF is not required by MNPTA but it is strongly encouraged.  However, you will find the functionality of JBF can be very valuable to your unit as it is a membership tracking and communication tool.  If you want to learn more about JBF, and to record your membership directly into the Just Between Friends system (formerly OMDR) go to: http://www.justbetweenfriends.com/PTAquickstart  
•  Do we continue to sell memberships all year?

Please continue to sell memberships at all of your school events.  Parents aren’t the only persons that can join PTA.  Grandparents, school board members, students, community leaders and local businesses can also show interest in and support of your school by joining PTA.  

•   What is the minimum number of members a unit can have and still remain in good standing with State and National PTA?

Every person that pays dues receives the benefit of belonging to your local unit, but additionally deserves the benefits available from State and National PTA.  The only way members receive all benefits is to be have their own membership card and dues paid to the state office.  A unit must forward the dues collected for each member to the state office, 20 is a minimum but should never be considered a maximum.  Remember, The larger the group, the louder the roar!

•  When is the final date for sending in our 2010/2011 dues?

Please remember that all dues must be submitted to the state office before April 1,            2011 to be eligible for membership awards. Dues collected and paid after                         April 1, 2011 will be credited to the 2011-2012 membership year.  

*Dues Remittance Form is found on the MNPTA website on the For Our 
Members page. 
 


	


PTA Monthly Checklist for Starting your new membership year
Before the end of the school year:
· Verify that incoming officer contact information has been sent to MNPTA using the Local Unit Officer List. 
· Sign up on the home page of MNPTA (www.mnpta.org) to receive electronic mailings/newsletters/action alerts from MNPTA. 

· Review your unit’s bylaws and records, including budgets.

· Familiarize yourself with national PTA website at www.pta.org and Minnesota PTA website at www.mnpta.org. 

· Meet with your principal and officers (may be identified as your executive committee).

· Appoint standing committee chairs (review bylaws to determine process).

· Discuss goals and develop plans of work for your PTA and committees. 

· Begin planning your membership campaign; who are you going to reach out to this year? 

· Ensure that plans have been made to audit your unit’s books at the end of the current fiscal year. 

· Register to attend the Minnesota PTA convention in August. Registration forms can be found at www.mnpta.org/convention. 

· Consider implementing Reflections at your school if your unit does not already participate in this national program. 

· Ensure that your unit has registered to receive the Offical PTA Kit at www.pta.org/OfficialKit
June/July

· Begin developing your calendar of PTA events and activities for the coming school year, including communications.  Review last year’s calendar – analyzing what worked well and what you might want to change or modify.  

· Review the MNPTA Dates and Deadlines found at www.mnpta.org to familiarize yourself with important dates and events.  

· Change signers on your bank accounts. Verify all outstanding checks, money has been accounted for. 

· Review completed audit and finalize your budget. 
· Schedule and set agendas for executive committee meetings and general meetings. 

· Review insurance needs for your unit and your officers. Our preferred vendor is Association Insurance Management, www.aim-companies.com/pta 

· Plan training and orientation for your board (best place is the Minnesota PTA state convention August 7th at the TIES Conference Center in St. Paul)
· Verify your PTA unit has their own EIN (Employer Identification Number). Contact MNPTA if you need to apply for an EIN. EIN’s are used by the IRS to identify businesses and organizations similar to a social security number.  

· Verify that your PTA unit has their own sales tax exempt status from the Minnesota Department of Revenue.  Contact MNPTA if you need to apply for a tax exempt certificate. 

August/September

· Conduct a friendly, highly visible membership drive, focusing on the value of belonging to and supporting PTA.  Target parents, teachers, students, staff, neighbors, businesses and community organizations (ongoing).

· Prepare articles for newsletters. 

· Host open house/back to school event. 
· Attend MNPTA state convention. Get energized for the upcoming year! 
· Promote participation in Reflections. Publicize in your community. 

· Publish a newsletter and a regular schedule of communication. 

· Review and share new materials/resources provided to your unit by national PTA and Minnesota PTA. 

· Remind treasurer to remit the state and national portion of dues to the state office at least quarterly with the Dues Remittance Form (www.mnpta.org). 

· Set your meeting agendas incorporating special interest topics, guest speakers and programs in addition to necessary PTA business. 

· Schedule child care, meeting locations, refreshments and officer duties for your meetings.  

· Ensure that PTA Membership cards are distributed to all dues paying members of your unit. Contact MNPTA if you need more membership cards. There is a user ID and password on the back of each card that changes with every membership year. They are necessary to access some areas of the national PTA and MNPTA websites as well as valuable discounts for your members.  

We hope you have a wonderful year! 
Minnesota PTA is here to help you as well as be a resource 
for you and your members. 
Please feel free to contact us!

Mari Urness Pokornowski





Minnesota PTA President





marirunessp@yahoo.com





Lori Ortega

Minnesota PTA Membership Chair

members@mnpta.org
Sandy Zarembinski

Minnesota PTA Operations Manager

mnpta@mnpta.org
(651) 999-7320

(800) 672-0993
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