
GETTING 

STARTED 
Once elected as President, get organized early. Talk with the outgoing President and set a date for a formal 

transition of records. Ensure Board members have met with their predecessors to receive Procedure Binders 

and relevant information. Request and review a copy of the Bylaws from LAPTA to ensure it is the most current. 

Meet with the principal to discuss the calendar for the year and review campus goals and needs. Set up the 

personal “Presidential” work environment by creating folders on a computer and cloud storage for shared files. 

Also, organize a new President’s binder and file space at home. Browse LouisianaPTA.org, PTA.org, and join 

PTA Leader group on Facebook to connect with other PTA leaders. Follow LAPTA on Facebook. 

 

Financial Check Up 

Coordinate with the new Treasurer to have the signature cards for bank accounts updated with new signers at 

the beginning of the fiscal year. Authorized bank signers may have debit cards issued in their name and the name 

of the PTA. Review the Bylaws to determine the number and requirements for check signers. Minutes from the 

election meeting are necessary to enact the change, as well as other requirements established by the bank. 

Facilitate, if necessary, arrangements for documents to be delivered to the Audit Committee after the fiscal year 

ends and in the beginning of the school year. See LAPTA Toolkit: Treasurer for financial details. 

 

Starting Your PTA Work 

The newly elected President should call and conduct a meeting of the newly elected officers within 30 days of 

the election. Have an agenda for all meetings. Appoint parliamentarian, historian (if necessary), standing 

committee chairs, and other open positions. Strive for a balance of experienced and new members who 

represents campus demographics. All Board members should submit their names and contact information at 

LouisianaPTA.org/submit-officer-data-1 as soon as possible each year. 

 

Meet with the principal to discuss school plans for the year and keep them informed of PTA activities throughout 

the year. Establish a calendar in cooperation with the principal to include school holidays, Board meetings, 

General PTA meetings, PTA special events, all PTA election dates, dates for selecting budget and nominating 

committees, PTA program deadlines, PTA Founders’ Day on February 17, Membership dues deadlines, 

membership awards deadlines, LAPTA grant deadlines, LAPTA Leadership Training, and PTA conventions. 

 

Schedule a planning meeting for the Board. Your Board includes officers (President, Vice-

President(s), Treasurer, and Secretary), the principal, parliamentarian, standing committee 

chairs (if specified in your Bylaws), and additional committee and chair positions such as 

historian, faculty representative, and student representatives (as specified in your Standing 

Rules). You should determine goals for the year and the PTA programs you would like to 

implement. Review the current Bylaws and create the Standing Rules with the entire Board. 

The Bylaws contain many job responsibilities, timelines, and due dates. Reviewing them 

together gets everyone on the same page with the same expectations. Make sure Board 

members know they must check with you before speaking on behalf of the PTA or before 

sending any correspondence. Board members are to contact the President before 

discussing PTA business with the principal. The Standing Rules contain the specifics on how 

the PTA is organized and run. LAPTA is creating a template for your use. 

 

See the end of this section for the President’s Duties Checklist. It is also recommended that the President 

review all sections of the LAPTA Toolkit. 


