
 Review this year’s membership campaign, make written recommendations 
for next  year’s campaign and submit a report to your board. 

 Update the membership procedures book. 
 Evaluate this term’s membership campaign. 
 Write a report detailing the theme, incentives, any resources or contacts 

you used, any issues or problems you encountered as well as the successes 
you had.  Also make note of suggestions or recommendations for next 
term’s committee. 

 Register next year’s membership chair for Washington State PTA Con-
vention. Be sure he or she attends the membership class.  

 Keep writing the membership news article for your newsletter. 
 Work with the treasurer to reconcile the membership service fees col-

lected with the number of members enrolled in the online membership 
enrollment site. Call the WSPTA office to remove any duplicate names. 

 File your final membership service fees for the year by the 25th of May. 
 Thank all of those who helped with this year’s membership campaign. 
 Start planning next year’s campaign. 
 Thank your members for joining PTA in your last newsletter article and 

encourage them to join next year. 
 Enter incoming officers via the WSPTA online membership enrollment 

site. 
 Print the online remittance forms and remind the treasurer to send in the 

membership service fees by May 25. 
 Download/print a copy of your membership roster to use next year to 

send renewal notices to your members. 
 Allow yourself to be an additional resource for your successor when 

asked. 
  

Membership Committee 
End of Term Responsibilities 

Year Round 
Membership  Chair “How To’s”! 
1. Recruit a committee of diverse 
population. Include fathers, single 
parents, staff members, community 
members, and people from different 
ethnic backgrounds. 
2. Plan a membership campaign. 
3. Prepare campaign materials. 
4. Lead membership recruitment/
renewal efforts. 
5. Collect and process fees 
appropriately. 
6. Enroll members using the WSPTA 
web-based membership system. 
7. Send fees and remittance forms to 
council/State PTA on a regular basis. 
8. Be aware of membership payment 
due dates and where the payments 
need to be sent. Ensure payments are 
made on time. 
9. Continue your membership 
campaign all year.  
10. Check membership roster 
frequently for duplicate entries. 
accurate membership records for 
your local unit. 
12. Pass all pertinent materials on to 
your successor. 
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