PTA REFLECTIONS 
Program Chair Responsibilities
*By September, your PTA President should receive notification from the Regional Reflections chair person on the current school year theme and dates for entries.  You should receive a packet of further information with forms and instructions.

*An article of advertisement should be placed in the September Newsletter, announcing the theme and timelines.

*Notes should be sent home inviting students to participate, noting where forms and information can be located (the information center outside the main office, and the National PTA website) and where the artwork should be turned in (Tim has always been very helpful and involved in Reflection and  has collected the work that I picked up on the last deadline date).  This note can be copied at Mail’n’More and sent out at least a month prior to the deadline.  I found that making the deadline at least a full week before the Regional deadline gave time to judging and time for late entries.  Copying cost should come from your budget.

*Another note should be put in the October and November Newsletter reminding parents of the timelines.

*After the deadline, pick up all entries and fill out the bottoms of the forms.  You will need to talk to the president to get the PTA number and some other information.

*Depending on how many entries you receive in each category, you may need to enlist judges.  Only three entries per category, per grade grouping, can be sent on to Regional.  Regional entries will need to be dropped off according to the printed materials you were given (usually at the end of November).
*With remaining budget, trophies can be ordered for entrants proceeding to Regional and certificates can be printed for all entrants.

*There will be a Regional Celebration (usually in April).  Your PTA president will receive the information about the time, date and place.  You will need to distribute invitations to all the Regional entrants (I used backpack mail).

*Inform the parents that the artwork will be displayed at the Walkabout and that they can take the work home with them that night.  Request a display case for the artwork at least a few months early for the time period between the Regional Celebration and Walkabout.  
