PROCEDURE
BINDER
A Procedure Binder is one of the most important basic tools in PTA work and is often the least used. LAPTA
strongly urges all local units’ officers and chairs to maintain an accurate and complete Procedure Binder for all
work of the PTA. Since most new recruits have little or no experience on the job, the binder helps to identify the
task and chart a course of action. A Procedure Binder tells of the history of the PTA and what the position entails.
It is an up-to-date record that gives a foundation on which to build. If an officer or chair has not received a binder
from their predecessor, now is the time to start one. Procedure Binder is the property of the PTA and not of the
person who is using it.
A loose-leaf binder with dividers is essential. If materials will not fit in the binder, use an expandable folder. Each
binder may be used for more than one year and be updated by the current user. Procedure Binders should
contain calendars of school district, PTA events, LAPTA deadlines. Include resource materials such as the
Bylaws, Standing Rules, approved budget, Board roster, summary of any passwords and accounts, Expense and
Deposit Forms, and information from National PTA and LAPTA. Report, agendas, and minutes from all meetings
should be included. Everything should have a place in the Procedure Binder.

EMAIL PROTOCOL
It is recommended that local units should create PTA email accounts for the Board which are handed down to
successors. The use of personal accounts is discouraged. Passwords and accounts need to be known by the
President and at least the Secretary.
When sending emails to a large list of people, use an email service such as MailChimp which is free. This way
the recipients do not see everyone else’s email address and it is a convenient and organized.
Email as a means of communication is subject to the same professional standards used in writing a letter or
speaking as a PTA representative. Be careful what is said. Always include names, proper openings, closings, and
“PTA” in the subject heading. Use the tagline everychild.onevoice.© Email is not to be used for discussing details
of sensitive issues that relate to an individual’s removal from office, hearings, or investigative meetings. Copy the
President and/or Vice-President when appropriate and obtain the approval of the President if the email is
considered important or being sent to many members.
Keep messages short when possible. Proofread the email and check for tone. Respond to email as soon as
possible but not later than 3-5 days. If sending an attachment with the email, always include a message in the
body of the email. Email should be courteous, concise, clear, communicate the message, have a cooperating
tone, and spell checked.

