President Monthly Checklist 
The role of the unit PTA president can seem like a daunting task. No mistaking, PTA can be a lot of fun. We make new relationships and grow through our experiences. Still the president is running a non-profit and there are days when it might seem hard to keep up with everything. 
This monthly checklist is designed to assist you in your planning and obligations throughout the year. 

April/May
· Attend the Missouri PTA Convention
· Review unit Bylaws, fiscal year dates, and records
· Become familiar with Missouri PTA and National PTA resources (mopta.org and pta.org)
· Meet with outgoing president 
· Meet with incoming executive committee
· Develop preliminary calendar 
· Make sure officers are sent to MOPTA 
· Make sure an annual review committee is in place 
· Recruit committee volunteers 
· E-learning –PTA Basics, Local Unit President & Parliamentary 
· See if eligible for awards (due Sept 1) 
· Make sure to follow MOPTA and NPTA social media 

June/July

· Meet with Principal
· Hold a summer meeting with Executive board
· Finalize calendar
· Go over budget if it was not previously adopted
· Review meeting process (agenda/voting/motions)
· Make sure Financial end of year report is finished (out going treasurer)
· Make annual review committee is underway (after end of Fiscal Year)
· Annual review, complete file 990 (best if outgoing treasurer)
· Make a membership campaign plan
· Form a bylaws committee if needed
· Plan Back-to-School activities

· Plan to launch the Reflections program 

· E-learning course – Board Basics, Local unit Treasurer & Preventing Theft in your PTA

· Make sure communication resources are updated (Social Media, website, contact lists)
· Register for the National PTA Back-to-School kit
· Make sure the unit has insurance

August

· Host a Back to School event
· Kick off membership campaign
· Hold General Meeting
· Report of the annual review committee
· Report End of Year Financial report
· Report on filing of 990
· Present budget and vote (if not previously done)
· Explain the importance of membership
· Explain how the PTA will communicate with members
· Committee chairs introduce committee
· Outline goals
· Amend bylaws if needed
· E-learning course – Membership basics & Reflections Leaders Training

· Part of a council – attend or designate individual to represent

· Attend regional or local PTA trainings 

· Fill out applications for awards due September 1st
· Outstanding Council Newsletter Award

· Outstanding Unit Newsletter Award

· Gold Seal Award Application

· Blue Seal Award Application

· Council Achievement Award Application

· Outstanding Unit Website Award

· Outstanding Council Website Award

· Male Engagement Awards ($150 awarded)

· Health Wellness and Safety Education Award ($150 awarded)

· Parent Education & Engagement Awards ($ varies depending on State Budget)

September
· Hold general membership meeting if did not do so in August
· Send in membership dues (these are due monthly)
· Apply for awards – Due September 1st postmarked
· Send in End of Year Financial report, Annual Review form and copy of 990 submission (due 12/1 but why wait)
· E-learning – Quick Guide to Taking & Approving Minutes
· Kick off Reflections
· Hold Executive Board meeting
October
· Send in dues
· Look over awards – see if on track
· Plan for next general meeting
· consider hosting a program or event 
· recognize Reflection winners
· Ongoing communication with Executive Board
· E-learning – Effective Advocacy For Your Child

· Keep communication avenues current (social media, website, newsletters)

· Share Contact – consider submitting article for publication
· Share MOPTA social media posts
November

· Send in dues
· Send in End of year financial report, annual review report, copy of 990 IRS submission (due 12/1)
· Hold a General meeting
· Plan an event or program
· Give a treasurer’s report 
· Recognize Reflection winners
· Address any bylaws changes and send amendments to the state
· Elect the nominating committee (check bylaws)
December

· Send in dues
· Hold a general meeting if you did not hold one in November
· E-learning – Quick Guide to Budget Basics

· Plan membership drive for new and existing parents
· Share Contact 
· End of Year Financial report, 990 submission copy and annual review form due to state office 12/1
· Upload Reflections entries
· Share legislative information
January

· Promote membership drive
· JC/DC sign up drive
· Voter registration drive for April election
· Pass along JC/DC alerts
· Committees reports for finished work
· General membership meeting (if didn't hold one in Nov/Dec)
· Review awards applications – adjust if needed
· Plan to apply for individual and membership awards due March 1

· Student Safety Award ($150 awarded for unit/council)
· Advocacy Through Legislation – individual and unit/council
· Leaders Project 

· Advanced Leaders Project

· Membership awards
February

· Send in dues
· Send in convention registrations
· Plan to apply for membership awards – due March 1st

· Check on nominating committee
· Hold a Founder’s Day event
· Honor volunteers with the Missouri Distinguished Service Award

· Send out JC/DC alerts
· Send out Contact
· Prepare for March meeting
· Review guidelines for holding elections
March

· Send in dues 
· Apply online for membership awards (due March 1st)

· Hold a general meeting – plan an event to bring them in
· ELECTIONS – send in officers by 3/31
· Address any bylaws changes you might need
· Send in Convention registrations
· School board and bond issues 
· Hold a candidate forum 

· Consider supporting bond issues

· Form a budget committee
April/May

· Send in any dues
· Attend state convention
· Have committee’s turn in final reports and procedure books
· Executive board review committee reports and select financial review committee
· Hold a general meeting – plan an event 
· Pass budget for next year
· Report on convention
· Officer induction
· Report on accomplishments from the year
· Send out a survey
· Thank all volunteers!

