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THE MODEL PTA- LIVING DOCUMENT 

ADMINISTRATIVE GUIDELINES 

Submit names and contact infonnation of Incoming Officers by May 1 (or as soon 

as elected), and Incoming Chairs by August 31 through MemberHub 

Maintain updated and approved Bylaws on file at the state office, with a copy of the 

Bylaws given to all board members. Review Bylaws for possible amendments needed. 

Meetings: Prepare a calendar of the year's meetings and events, including Georgia 
and National PTA events. (Send a copy of calendar to Council and District upon 

request). 

Committees develop Plans of Work and submit to the Executive Committee 

for approval. 

Submit a copy of the PTA Audit/Financial Review to the state office. 

Operate within and maintain an approved vmrking budget. The budget and Audit 

Report should be approved by the general membership at the first general 

membership meeting of the school year. 

Submit all State and National potiion of membership dues to the state office on a 

monthly basis, and Council dues and fees by due date. 

Send at least one delegate to attend all Council meetings, and District Fall and 

Spring Conferences. Note: Does not have to be President. 

Set a membership goal to increase last year's membership. A realistic goal is 100% 

membership, or a 2% increase (last year's final membership number plus 2%). 

Members of Board attended Georgia PTA Convention Leadership Training 

Attend any two of the following State or National events: National PTA Convention; 

PTA Day at the Capitol; PTA University; District or Council School oflnformation 

or other workshop. (underline or circle the events at tended) 

Attend at least one ( 1) local School Board of Education meeting, and submi 

a report to the board of directors. 

13. Purchase PTA insurance.

14. File 990 and submit the 990 Filing Confirmation form to the state office.

15. Develop and implement a communications plan that uses available resources: website,

social media, flyers, school marquee, bulletin board, technology, etc. 

www.georgiapta.org 
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Date (Date & Initial) 

May 1 / August 31 

November 15 
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