PROCEDURES FOR CHAIRMEZN WHOSE WORK DZALS ITH THE CCNGRESS
ORGANIZATICN OR PRCCEDURE.

I PLAN OR WOREK.

(a) 1In preparation, study the suggestlons ol-your
National Chairman, Parent-Teacher llanual, and
other materials supplied to you from the State
Office., Use these insofar as they fit the needs

of your state. To these add your own ldea.

(b) Each chairmen shall prepare & plan of work (one
page when typewritten, if possible) to be filed
fn the State 0ffice hefors July 1 following his
appointment. Plans are approved by the Ixccutive
Committee., '

In preparing your plan keep in mind this thcught--
what ccn groups of parents and tecchers meeting

once o month during tie school year, do to promote
vour particular werk? There are associctions with
large memberships and assoclations with small mem-
berships; rural and urban ones; preschool, grade, .-
junior ond senior high school associatlons.

(c) GENERAL OUTLINE FCR PLAN OF WORIK.
1-Objectives to be obtalned.
2-Suggewstcd Activities.

ITI REPORTS

(a) An annual report (written on forms provided by tie
State Office) is to be filed,

(b) Reports as required by the national chcirmen shall
be made: keep one copy for your flles and send one
to the State Office.

(¢) Compile threc questions to bec sent to local units
for thelr yecrly reports.

IITI CORRTZSPONDTICE

(a) Answer promptly all correspondence on the work of
vour chairmanship.

(b) Xeep a file of all correspondence which is essentilal-
and turn to vour successor at the close of your tern,
together with copies of your outlines, reports, ctc.

TIV. BULLETIN (Kansas Parent-Teacher)

Write articles for the Kansas Parent-Teacher. These
will be requestcd when desired by an officer in charge
of this particular work,



