Wrapping Up Your Job!

I know you are tired and ready to pass your job on, but before you drop your notebook in the PTA workroom or on someone’s front porch, remember just a few things.

1. Notebooks

a. Finalize and detail all of your information

b. Organize it by event or chronological

c. Be specific with ideas that worked and ones that didn’t

d. Give a list of suggestions for the upcoming year

e. Provide a monthly recap of what to expect for your successor

f. Pass on a notebook that is organized and neat.  It is what you would have liked to receive!

2. Volunteer Registration Forms

a. If you have not already updated and made changes to your volunteer registration form, do so with your successor.  Help them to understand the form and what needs to be changed and allow them to give their input.

b. Print Shop Deadline is  _________________________

Your Job is not over until you have successfully passed it on.  It is the most important process to come full circle and end your position for the year.  You will be remembered by not what you did in the year, but how well you completed your job!

May 2007

Dear _______,

Thank you for volunteering to serve on next year’s _________ PTA Board.  I hope you will have a rewarding year knowing how much help you will be to our students and teachers.  Enclosed you will find a list of people you will be working with as part of our _________ PTA.  Isn’t it amazing how many people have so generously volunteered their time?   _______________ is a great place to donate your time. 

Please double check your contact information on this list.  Please advise me of any corrections.  You’ll be receiving email reminders over the summer. Thanks……….

The person who did your new job last year was __________________and I know she will make sure the notebooks detailing the job are transferred to you.  Next year you will also be working closely with ____________________, feel free to call her whenever you need additional help.  On Tuesday, May ____ at 9:30am we’ll be having an Exchange the Information Coffee in the cafeteria.  You’ll be able to receive your new helpful notebook and you can meet __________. If you are not able to drop by Tuesday morning, please contact ____________ so you may obtain her notebook.  
A few dates for you to put on your calendars next fall: 

Monday, August 13th 

9:30am 1st Day Folder Stuffing

Tuesday, August 14th 

Teacher Welcome Back Luncheon

Pick up School Supplies

4:00-5:30 Open House/Meet your teacher

Wednesday, August 15th 

– it all begins again!

When school resumes, please go to the workroom located behind the office.  There you will find our PTA mailboxes.  You will have your own file and it will be filled with all the information you need to begin your year.  We’ll have our first board meeting in August.  Over the summer you can think of ideas to continually improve your “volunteer job” and include them on a “Plan of Work” which basically talks about what you want to accomplish in your volunteer position during the next year.  

Thanks for ALL of your help at our school and have a great summer!

___________________          OR   ______________________

NCE-PTA President

Volunteer Coordinator

May, 2007

Dear _____________,

As another year winds down, I want you to know how much I appreciate your continuing to volunteer for _____ PTA.  Working last year and volunteering again says a lot about YOU and means very much to me.   The children and teachers at our school are truly blessed to have so many caring, creative and talented parents in our school.  Thanks for being one of them!  

The new officers have spent the last month or so preparing for next school year.  New volunteers have been recruited and plans are being made for August. Enclosed you will find the most updated list of _____PTA Board positions.  Isn’t it amazing how many people have so generously volunteered their time? 

Next year ______________ has agreed to continue the work you’ve done with _______________ .  In order to make her new position work smoothly, the notebook of information you’ve been using this year needs to be transferred to her.  On Tuesday, May ____ at 9:30am we’ll be having an Exchange the Information Coffee in the cafeteria.  Please bring your notebook and you can meet __________ and hand off your job to her! If you are not able to come to the coffee, please contact her and transfer  your notebook of wonderful hints to her.

A few other dates for you to put on your calendars next fall: 

Monday, August 13th 9:30am 1st Day Folder Stuffing

Tuesday, August 14th  Teacher Welcome Back Luncheon





Pick up School Supplies





4:00-5:30 Open House/Meet your teacher

Wednesday, August 15th – it all begins again!

Thanks for ALL of your help at NCE and have a great summer!

____________________

or 
_________________________


NCE-PTA President


Volunteer Coordinator
