1B
PROCEDURES TFOR CHAIRMEN WHO PLAN PROGRAI'S AMND ACTIVITILS.

1 PROGRAM AND ACTIVITIES

(2) In preparation, study the suggcstions made Dby
vour National Choirman in the Parent-Teacher
Menual and other matericls supplied by the S5tate
Office, Use these in so far as they fit the
neceds of your state. To them, add your Own
ideas,

(b) Plan of worke--Each chairman chall-preparc 2 plan
of workl(one pnage when typewritten, 1if possiblc)

to be Tiled in tho State 0ffice before July 1

following his appnointment. FPlons are approved bv

the Execcutive Cormilttec.

In preporing your vlan, keep in mind this thought-
Whot can groups of parents and teachers meeting
once a month during the school year do to pr:°mote
your particular work? There are associations with
large mer.berships and associations with small mem-
berships, rurcl and ubran ones; preschool, grade,
junior ond senior high school ones.

(c) General Outline for Plan of Work.
1-0Objectives to be obtalned.
2=Suggested Progroms.
3-Suggcsted Activities.
L-References and program helps.

11 REPCRTS

(2) An annucl report(wrltten on forms provided by the
atote Office!) is to be filed.

(b) Reports s regiired by tvhe Nation2l Chalrmen shall
be mode: keep one copy for your files and Send One
to the state oifflce.

(¢)* Compile at ieast three questions to be sent to local
units for their yecrly reports.

III CORRESPCLIDENCE

vondence on the work

-

() Answer promptly all corres
of your chairmconship.

(b) Kecep o file of cll correspondence which 1s essentlal
‘and turn to your successor at the close of your
term, together with coples of your outlines, reports.
etC.



