Year End PTA Board Transition

The PTA year ends on June 30th and the new one begins on July 1st!

One of the most stressful and difficult times of the year can occur during the transition of one PTA board to another as they change leadership.  The Sharing of leadership information should begin as soon as the new officers are elected.

OUTGOING OFFICERS RESPONSIBLITIES

Be available when asked.  Encourage and allow the new officers to bring new ideas, enthusiasm and change that is essential to the continued success of your PTA.

· Thank your volunteers by newsletter, note, etc. or plan a special appreciation activity.  Ideas include hosting a tea, breakfast or luncheon.  Inform members of PTAs accomplishments this year.

· Survey the membership to find out what they liked/disliked and what projects they would like PTA to work on next year.  Share the results with the incoming officers.

· Send a roster of incoming officers to the Greece Council PTA president and school administrators.  Complete the New York State Form A so that the incoming president will receive mailings.  

· Pay all reimbursement vouchers and invoices prior to June 30th.

· Appoint an audit committee and make sure the treasurer’s records are up-to-date in preparation for the year-end-audit as soon after June 30th as possible.

· Complete the New York State income tax 990 forms.  Ensure that the outgoing president signs the form.

· Ensure the final membership payment was made to New York State PTA by March 31 and all remaining membership cards were returned.

· Collect committee procedure books, so that they can be updated.

· Update legal documents books.  Include any contracts that the president has signed throughout the year, especially where the incoming PTA will be held liable (such as a candy sale fundraiser).

· Hold an orientation meeting and installation for incoming officers to pass on all PTA information and to enable a smooth transition.  It is suggested that PTA maintain a file cabinet at school to hold documents and committee information.

INCOMING OFFICERS RESPONSIBLITIES

Be sensitive to those who have gone before you.  Give them credit for their accomplishments and build on what they have begun.

· Talk with the previous officers about their recommendations.

· Set a date to meet with the incoming executive committee and board for orientation and planning.

· Set up a planning meeting with the building principal.  Find out their views on how PTA fits in the school.

· Attend leadership workshops and training, beginning with the New York State Summer Experience held in August.

· Encourage participation in PTA training opportunities because it will make everyone’s job easier!

· Accept and review financial records, minutes and legal document notebooks after the audit is complete.

· Change the signature cards at the bank on July 1st . Remember 2 signatures are required on a check.  Have a minimum of three signatures on file.

· Prepare a proposed budget for vote by the general membership at your first PTA meeting.

· Become familiar with the proper format for the minutes and maintaining permanent records.

· Review your PTAs bylaws.

· Ask questions and have fun!

