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INTRODUCTION

The Regional Chapter Officer's Manual is presented as a planning guide to regional chapters.
The intent of the manual is to strengthen eagiional chapter's organization and operations.

The manual is to be considered as a resource document. Individual FR&BDalChapters

may use any or all of the material to assist them. Each chapter in the manual has a brief narrative
about the mateai included. Appendices are included to give information that may enhance each
chapter's operations.

The manual is presented in loose leaf format in order to allow for additions and deletions as the
needs of the regional chapter change or in prograrsereices offered at the state levéhis
manual should be passed on to newly elected officers for the next year.

It is sincerely hoped that this Regional Chap
in both their performance and understandifthe organization. Even though leading the

organization is a complex job, it is also a very rewarding experience in the career of a school
business official.

Revised June 2009
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CHAPTER |

BY-LAWS

The By-Laws enclosed in this manuare to be considered an example of what an individual
chapter may wish to adopt. Itis understood that all chapters may not have the same needs and
requirements.
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BY-LAWS OF THE (BLANK) ASSOCIATION

OF
SCHOOL BUSINESS OFFICIALS
SCHOOL FACILITIES MANAGERS
SCHOOL FOOD SERVICE DIRECTORS
SCHOOL TRANSPORTATION MANAGERS
SCHOOL TECHNOLOGY MANAGERS

ARTICLE | - ORGANIZATION

Section 1. NAME

The name of this organization shall be the Blank Association of School Business Officials
(BASBOY)Ythe Blark Association of School Facilities Managers (BASHKg Blank Association
of SchoolFood Service Directors (BASFS/He Blank Association of School Transportation
Managers (BASTD)/Blank Association of School Technology Managers (BASTM)
Section 2. AFFILATION

This Association shall be affiliated with and function in conjunction with th&.&ys of the
Pennsylvania Association of School Business Officials (PASBO).

Section 3. FISCAL YEAR

The fiscal year of the Association shall begin on the first daylyfand end on the last day of
June in each year.

ARTICLE Il - PURPOSES

The purposes for which this Association has been formed are:

1. To encourage and establish the highest standards of ethics and practices in school
business administratigsthool &cilities managemefsichool food service
managemergchool transportation managemsohool technology (data) management

2. To encourage professional development and improvement of persons engaged in school
business administratigsthool facilities managnentschool food service
managemergchool transportation managemsohool transportation
management/school technology (data) management

3. To conduct, sponsar cooperate with others in studies concerning efficient methods and
practices in school bugess administratidachool facilities managemésthool food
service management/school transportation managésubkabl technology (data)
management
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To disseminate to members and others the results of research and other information
which may be usetb improve school business administratgmmool facilities
managemewschool food service managemsihool transportation managenisohool
technology (data) management

ARTICLE Ill - MEMBERSHIP

Section 1. TYPES

Membership shall consist of the foling categories:

1.

Active (Voting). An Active member shall include only those school employees engaged
full time in systerawide administrative, supervision of school business affairs, and/or
support of school business operatidasive membership shaithclude only those school
employees engaged full time in supervision and coordination of school facilities
operatioActive membership shall include only those school employees engaged full
time in supervision and coordination of school food service dpafattive membership
shall include only those school employees engaged full time in supervision and
coordination of school transportation managemfetive membership shall include only
those school employees engaged full time in supervision and coardinatschool
technology (data) managemerfictive membership shall be extended to administrative
or supervisory staff of state agencies with an interest in school business affairs.

(Optional Provisiorr An Active member shall be an institutional mendtgp entitling

the educational institution to Association membership for an unlimited number of eligible
employees. The education institution shall be permitted one vote for each of its members
present).

Emeritus (Voting). An Emeritus member shattlude any person with five or more
years of active membership who retired from-futie school business
administratiorschool facilities managemésthool food service managemsichool
transportation manageméstthool technology (data) managemamnd isnot employed
full time.

Associate (Norvoting). An Associate member shall include any other persons
concerned with the aims and objectives of the Association and shall consist of the
following subclasses:

a. Education. Those Associate members eygidn and maintaining an
interest in school business affasshool facilities managemesthool
food service managemeésthool transportation management

b. Business. Those members who are commercially interested in the field of
school management, ineling exhibitors, representatives of business
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4.

firms, advertisers, professional engineers, architects, certified public
accountants, attorneys, or other such schelaked professionals.

Honorary (Norvoting). Honorary membership shall include anyspes the officers
may designate from time to time.

SECTION 2. DUES

All memberships shall be subject to the annual payment of dues as established by the officers
and approved by the Association. Honorary members shall pay no dues.

ARTICLE IV - ADMINISTRATION

SECTION 1. OFFICERS

The officers of the Association shall be the President,-Piesident, Secretary, Treasuaed
Immediate Past President.

SECTION 2. ELECTION ANDTERM OF OFFICE

1.

The Officers of the Association shall be elected at alaegueeting of the Association
by a majority vote of the qualified members present. The total membership shall be
notified of the election at least one month prior to the meeting.

The terms of office shall be consistent with the fiscal year of thecietson.
Terms of office shall be for one year.

Only Active members are eligible to hold office (should also be active members of
PASBO).

No more than one person from an educational institution may hold office in the
Association concurrently.

Vacancies occurring in the office of Vié&resident, Secretary or Treasurer during the
fiscal year shall be filled by nomination and election at the next regular meeting of the
Association.

SECTION 3. DUTIES OF THE OFFICERS

1.

President

a. The Prsident shall represent and have general supervision over the affairs of the
Association. The President shall preside at all meetings. The President shall
conduct all meetings according to Robert's Rules of Order.
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The President shall appoint all comtaés not otherwise provided for and shall be
an exofficio member of all committees (except the nominating committee).

The President shall perform such other duties as usually pertain to this office
some of which are prescribed in the job descriptiatiae of the Regional

Chapter Officer's Manual.

Vice-President

a. In the absence of the President, or in the case of a vacancy in the office of the
President, the Vic@resident shall exercise all of the functions of the President.
The VicePresidenshall automatically succeed to the office of President after
having served a ongear term as Vic®resident.

b. The VicePresident shall assume responsibility for programs at all meetings.

C. The VicePresident shall perform such other duties as malelegated to
him/her by the President, and/or those prescribed in the job description section of
the Regional Chapter Officer's Manual.

Secretary

a. The Secretary shall keep a full and accurate record of the proceedings of all
meetings of the Assodian. The Secretary shall provide minutes of prior
meeting's proceedings to the membership at the next meeting. The Secretary shall
keep a full and accurate record of attendance for all meetings.

b. The Secretary shall be the custodian of all propdrtig@Association. The
Secretary shall keep a record of all official correspondence of the Association.

C. The Secretary shall serve all necessary notices to the membership.

d. The Secretary shall perform such other duties as prescribed in the jobtoescr
section of the Regional Chapter Officer's Manual.

e. The chapter may wish to consider a permanent ortiemg appointment to
secretary for continuity purposes.

Treasurer

a. The Treasurer shall certify and pay all invoices approved by th&lenes

b. The Treasurer shall collect all monies due the Association. The Treasurer shall
collect annual membership dues as established by the membership. He/She shall
keep a correct account of all Association funds.

C. The Treasurer shall hold in saésping all Association funds.

By-Laws



d. The Treasurer shall provide a report of all receipts and disbursements at each
meeting.

e. The Treasurer shall perform such other duties as prescribed in the job description
section of the Regional Chapter Officer's Mdnua

5. ImmediatePast President
a. The Immediate Past President shall serve as chairperson of the Nominating
Committee.
b. The Immediate Past President shall serve as an advisor to the President and the

rest of the officers of the Association.

C. Thelmmediate Past President shall perform such other duties as prescribed in the
job description section of the Regional Chapter Officer's Manual.

6. Meetings
The officers of the Association shall call a minimum _of () meetings per year at their
discreton with the concurrence of the membership. The site, dates, and times of the
meetings shall be at the discretion of the officers of the Association.

7. Records and Property

At the expiration of all officers' terms, the egaing officers shall turn oveo the
successors all of the records and property of the Association.

ARTICLE V - COMMITTEES

Section 1. NOMINATING COMMITTEE

The Nominating Committee shall consist of at least three Active members of the Association.
Each member of the committee st from a different school entity. The Immediate Past
President shall serve as chairperson of the committee. The other members shall be appointed by
the President at one of the meetings conducted during the first quarter of the calendar year. The
Nominating Committee shall nominate candidates for the office of-Nresident, Secretary and
Treasurer, prepare ballots for voting members and tabulate ballots at the reorganization meeting.

Section 2. AUDITING COMMITTEE
The Auditing Committee shall ogist of at least three Active members of the Association. Each

member of the committee shall be from a different school system. The members shall be
appointed by the President. The Auditing Committee shall audit the records of the Treasurer for
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the fiscal year ending June 30 and shall present its report to the Association at the regularly
scheduled meeting soon after the close of the fiscal year.

Section 3. PROGRAM COMMITTEE

The Program Committee shall be established by the President for the mfrpos@ging a

program for each monthly meeting. The composition of this committee shall be at the discretion
of the President. The Vice President shall be the chairperson.

Section 4. SPECIAL COMMITTEES

The President may appoint such special comnsithseare necessary.

ARTICLE VI - QUORUM

A quorum will be considered in existence for the purpose of conducting business if five percent
(5%) of the active members are present.

ARTICLE VIl - AMENDMENTS

These ByLaws may be amended at any regular meaetdfrihpe Association by a majority vote of
those members qualified to vote and who are present at the business session at which the
amendment is considered.

No revision or amendment shall be placed before the membership meeting for a vote unless it

has ber submitted in writing to all voting members at least sixty (60) days prior to the date of
the meeting scheduled to consider the amendment.

ARTICLE VIII - DISSOLUTION

Upon dissolution of the Association, the assets remaining after payment of all dkbts an
obligations shall be distributed by action of the officers equally to those school entities which are
current voting members of the Association at the time of dissolution or to the Pennsylvania
Association of School Business Officials (PASBO).

(Note- All chapters shall have copies of the associationtlawg on file in the PASBO office.)
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CHAPTER II
Officer® Duties and Responsibilities

The descriptions of duties and responsibilities included in this section may change depending on
the needs ansize of the Chapter.
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President
This information recommends typical duties and responsibilities of this position.

1. Be an Active member of PASBO and the regional chapter.

2. Serve as President for a period of one year or until a person is duly etestexdé¢ed this
position.

3. Preside over all meetings of the regional chapter and be responsible for all activities.
(See Appendix 1.)

4. Appoint members to standing and special committees, including a legislative liaison to
the PASBO Legislative Comntéte.

5. Serve as an eafficio member of all committees.
6. Arrange special committee meetings and notify those who are required to attend.

7. Conduct an organizational meetinghttay or June
a. Include Chapter Officers, Past President, committee mesnBASBO director from
chapter or director serving as liaison.
b. Plan activities for the year such as: programs, speakers, meeting dates, times &
locations, social activities.

8. Act as liaison between PASBO office, PASBO director and chapter.
9. Attend PASBOSteel Eagld.eadershignstitute

10. Attend the PASB@\nnual Conference.
a. Represent the Chapter at the-pomference directors and officers meeting.

11. See that the following information is compiled and returned to the PASBO office:
Previous year's chapter program schedule

Previous year's chapter membership attendance

Current year's chapter officers' nanmeduding Mentorship Contact

Current year's chapteneeting dates argrogram schedule

Current year's membershigti

Monthly meeting agenda and minutes

~oooow

12. Distribute the ByLaws/Duties and Responsibilities and other pertinent information to
incoming chapter officers.
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Immediate Past President

The Immediate Past President shall serve as an advisor to theeRresid other officers of the
Association. He/She shall serve as chairperson of the Nominating Committee and also may
serve as the Mentorship Contact Person.

Vice-President
This information recommends tyjgilcduties and responsibilitied this position.
1. Be an Active member of PASBO and the regional chapter.
2. Coordinate meeting schedules with PASBO and with other nearby regional chapters to
avoid conflicts with PASBO workshops, trade shows, committee meetings and board

meetings.

3. Chapters withirclose proximity should meet during the summer to coordinate the use of
speakers.

4. Assume responsibility for programs at chapter meetings.
a. During the month of Julydistribute dates of meetings and topics to be presented for
the following year.
b. Introduce speakers at meetings.
5. Conduct chapter meetings in the absence of the President.
6. Attend PASBOSteel Eagld.eadershignstitute
7. Arrange or delegate someone to write article(s) for publicati®ABBO Report
8. Perform other duties asay be delegated by the President.
9. During the months of May and June, prepare for the next fiscal year.
a. Consider committee appointments
b. Plan organizational meeting
10. Be prepared to acknowledge service of the President at the final meetegyett.
Treasurer

This information recommends typical duties and responsibilities of this position.

1. Be an Active member of the regional chapter and it is recommended to be an Active
member of PASBO.

2. Serve for a term of one (1) year.
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10.

11.

Serve orcommittees as appointed by the President.

Maintain checking account, issue checks, record and deposit money received.
Maintain a record of budgets, receipts and disbursements.

Submit a written Treasurer's Report at chapter meetings.

Invoicemembers for annual dues.

Serve as Secretary in the absence of the Secretary.

Prepare a budget document along with other officers.

Complete Internal Revenue Service forms as required.

Perform other functions as assigned by the President.

Secretary
This information recommends typical duties and responsibilities of this position.

15

1.

Be an Active rember of the regional chapter and it is recanded to be an Active
member of PASBO.

Serve for a term of one (1) year.
Serve on committeeas appointed by the President.
Record, preparand distribute minutes of the regional chapter meetings to all members.

Maintain permanent records which inclutie minutes, treasurer's reparnd bylaws of
the chapter.

Maintain an accurate @mbership directory.

. Keep accurate records of attendance at chapter meetings for submission to the PASBO

office.
Transmit appropriate records and materials to successor.

Perform other functions as assigned by the President.
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CHAPTER IlI

Committee Appointments & Responsibilities

PASBORegionalChapters carry out much of their business and operations through the
competent efforts of a variety of committe€®egionalChapter Presidents need to be on the
alert constantly to identify chapter membé&sr recommendations and appointments for service
to these committees.

Committee service will foster interest and improve membership while achieving the goals and
supplying the needs of the local chapter. Serving on a committee will provide membexs with
feeling of accomplishment, a sense of belonging, an opportunity for professional growth, and
needed recognition. Committees serve as a training ground for future Chapter and PASBO

leaders.
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Though chapters may differ with regard to how much emphagisaced on various chapter
activities, the following committees are suggested, with appointments made on an annual basis.

Implementing, monitoring and evaluating committees are responsibilities of the Chapter
President.

Nominating and Election Committee

Often chaired by the Immediate Past President, this committee is responsible for preparing a
slate of competent candidates for election to chapter offices. The committee should be cautious
to select candidates from as many counties as possible. Wtessag/, the committee
recommends candidates for filling vacant offices. This committee is also responsible for
nominating candidates for the PASBO Board of Directors.

By-Laws Committee

Chaired by the Chapter Vice President, this committee is respafsibkviewing current By

Laws, developing necessary new-Baws and preparing information to explain-Bsw

changes to the membership. This committee may also annually review and recommend changes
to the PASBO ByLaws.

Program Committee

Chaired by the&Chapter Vice President, this committee is responsible for planning and making all
necessary arrangements for a meaningful program presentation for each chapter meeting. This
process should take place over the summer months so that the annual progdaie schyg be

mailed to all members in August.

Membership Committee

Chaired by the Chapter Treasurer, this committee is responsible for identifying all potential
members, disseminating information concerning the activities of the local chapter and may
prepre the membership directory. The Committee should attempt to recruit members from all
school entities in the region. Emphasis should also be given to encourage PASBO membership.

Gary Reeser Memorial Award

Chaired by a chapter member appointed by thapter President, this committee is responsible

for surveying the chapter membership, on an annual basis, for the purpose of identifying a viable
candidate for the Gary Reeser Memorial Award and submitting the necessary documentation to
PASBO for considetan. Guidelines are included as Appendix 3.

17 Committee Appointments & Responsibilities



Legislative Committee

Chaired by a chapter member appointed by the Chapter President and who also may serve as the
representative to the PASBO Legislative Committee, this committee is responsible for
dissemnating proposed legislation, analyzing pdial impact on school entitiesd

recommending necessary actions to the PASBO Legislative Committee.

Social Committee

Chaired by a chapter member appointed by the Chapter President, this committee is tesponsib
for planning and making all arrangements necessary to conduct social events of the chapter.

Audit Committee

Chaired by a chapter member appointed by the Chapter President, this committee is responsible
for periodically reviewing the financial recordéthe organization with the cooperation of the
Treasurer and filing a written report with the Chapter Secretary on an annual basis.

Special Committee

Chaired by a chapter member appointed by the Chapter President, special committees may be
establishedtahe discretion of the Chapter President for any appropriate purpose.
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CHAPTER IV

Budget

This Budget is an example of what may be developed for a Chapter.
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CURRENT ESTIMATED
BUDGET ACTUAL

Beginning Fund Balance $500 $1,000
RECEIPTS
MEMBERSHIPS:

School Districts $5,250 $4,970

Business 2,800 1,750
SPRING SOCIAL:

Ticket Sales 3,000 3,025

Vendor Contribution 750 1,075
MONTHLY MEETINGS

Lunch Receipts 3,850 3,480
INTEREST EARNED 200 200
TOTAL RECEIPTS $15,850 $14,500
DISBURSEMENTS
MONTHLY MEETING EXPENSES:

Rental of Facilities $1,350 $936

Lunch 5,450 5,297

Refreshments 1,500 1,153

AV Equipment 150 100

Awards and Certificate 200 108

Misc. (printing, postage etc) 1,000 990
SPRING SOCIAL:

Dinner 2,350 2,300

Entertainment Cost 500 225

Flowers and Table Bplays 0 0

Misc. (printing, postage etc) 400 225
CONTRIBUTIONS:

PASBO-Support of ASBO

Candidate 1,000 1,000

Facilities Chapter 350 350

Food Service Chapter 0 350
SPEAKERS' FEE 600 600
MISCELLANEOUS 500 120
TOTAL DISBURSEMENTS $15,350 $13,754
Ending Fund Balance $1,000 $1,746

20

PASBO CHAPTER

) ASSOCIATION OF SCHOOL BUSINESS OFFICIALS

FOR FISGAL PERIOD

OF

PROPOSED BUDGET

PROPOSED
BUDGET

$1,746

$ 5,000
2,800

3,100
1,000

3,850
200

$15,950

$1,150
5,800
1,000
150
200
750

2,650
500
100
250

1,000
350
350
800
500

$15,550

$2,136
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CHAPTER V

Chapter Calendar

The suggested calendar activities that follow may be used as a guide to plan the chapter activities
for the year and as a monthly remenébr tasks that need attention. The calendar should be

shared with PASBO and other nearby chapt®ASBO Reporand the PASBO wesite should

be checked regularly to keep informed of upcoming events to avoid conflicts with planning
regional chapter aisfties.
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July

Attend PASBCOSteel Eagld.eadershidnstitute
Hold Officers' Organizational Meeting
a. Develop annual programselect dates, tentative topics and speakers for
meetings and socials
b. President appoints committees
Schedule location forsing social and Christmas Luncheon
Auditing Committee meets
Submit Chapter membership information to PASBO office
Submit previous year Chapter Attendance Forms to PASBO office

August
Send notie to members and to the PASBfilae of annual scheduled everdand
speakers
Coordinate PASBO staff visitation by completing Regional Chapter Visitation Form

September
Determine any Chapter contribution to ASBO Conference hospitality functions
President announces committee appointments
Report of Auditing Committee
Send October meeting agenda to members
Promote PASBO Benchmarking Program

October

Attend ASBO Annual Conference

Information announced and candidates solicited for PASBO Director and Gary
Reeser Memorial Award

Promote PASBO Award of Achievement submission

Send November meeting agenda to members

November

Gary Reeser Memorial Award Committee meets
Submit candidate for Gary Reeser Memorial Award
Send December meeting agenda to members

December

Christmas Luncheon Meeting
Submit candidate(s) for PASBO BoasfiDirectors
Send January meeting agenda to members

January

Send February meeting agenda to members
Encourage attendance at PASBO Annual Conference
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February

March

April

May

June

23

Send March meeting agenda to members
Review proposed PASBO Policy Priorities and Legislatiaféim

Attend PASBO Annual Conference

Chapter President or designee attends Board of Directors Meeting at PASBO
Annual Conference

Introduction of Regional Chapter Presidents at General Session of PASBO
Annual Conference

Nominating Committee meets

Send April meeting agenda to members

Nominating Committee presents slate of officers
Present Annual Budget

Spring Social Event

Send May meeting agenda to members

Election of Officers

Adopt Annual Budget

Send June meeting agenda to members

Plan rgional chapter representation at summer PASBO Leadership Conference

Submit list of new Chapter Office& Mentorship Contact information to the
PASBO office

Submit list of meeting dates ftite coming year to PASBO office

Submit chapter repsentatives to the PASBO Leadhip Conference to the
PASBO dfice

Annual Golf Outing Meeting

Presentation of Retirement Awards and gift to outgoing Chapter President

Annual Field Trip (Facilities Chapters)

Distribute PASBO information requestsappropriate officers

Treasurer's books submitted for audit

Membership asked to submit recommendations for annual programs/speakers

Chapter Calendar



CHAPTER VI

In-service / Programs / Services

A summary of resources available is included to aid the chapterrefiicproviding
opportunities for professional growth and development.
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Chapter Meetings

Resources available to assist in Chapter meetings are:

1. PASBO Office
1 Membership list by specialty and region
1 Workshop scheduleask for details on specific tags to be covered and
corresponding speakers for workshops covering the appropriate geographical area
1 Pennsylvania colleges and universities that are willing to offer educational programs
1 Mailing labels by regions
2. Previous year's Conference Program Baikch will list timely topics and appropriate
speakers. If unavailable in the chapter, it is available in the PASBO office.
3. Directories
1 Local chapter directory (Important to share this with the PASBO Office!)
1 PASBO- Listing by school district and byusiness category
4. Core Curriculum Available from PASBO Office
1 Lists needs for certain types of programs
5. Pennsylvania Department of Education
1 Contact persons in specific departments for programs covering new or changing
regulations
1 Subject areas remng wide attention at state level
6. PASBO Report
1 Atrticles will signal "hot topics"
1 Legislative reviews may address areas which could need program attention
1 President's message suggests the direction of state organizations with which regional
chapters mawant to tie into programming
7. Membership Survey asking for program suggestions
1 Annually
1 Suggestion Box at each meeting
8. Chapter Resource Library
91 Develop or update existing files to develop an ongoing resource for chapter
programming
9. PASBO Web Site
Regional Chapter Officer Lists
Regional Chapter listserv to send email and maintain lists
Regional Chapter members list additions and updates
Regional Chapter homepage
Regional Chapter calendar of meetings
Speakers Bureau database of prospective meeatsgmers and topics

= =4 -8 8 -9 -9

In addition to planning chapter meeting programs, there are additional types of professional
growth inservice opportunities available to members or chapters.
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Workshops and Conferences

PASBO Annual Conference
Encourage attendancethe PASBO Annual Conference by all members, but especially
by Regional Chapter Officers and committee members. This conference offers
outstanding opportunities for business officials to upgrade their management skills,
become more informed on timely topiof interest and network with other PASBO
members. The format of the conference includes seminarswoikshops and clinic
tables which address current issues appealing to school business officials with district
wide responsibilities in the broad amgfaschool business management. It also show
cases a large number of business associate exhibits where information on new products
can be obtained and comparisons made.

PASBO Leadership Conference
Members from each region are invited to this annual sumraeting, conducted by the
PASBO Officers and Board of Directors. BBO supports the costs i@presentatives
from each region to attend the summer Leadership Conference.

The purpose of thisomference is to enhance communications between PASBO and its
affiliated associations and committees. It provides a forum to exchange ideas and
suggestions, discuss common problems, and talk about how PASBO and its affiliates can
work together better and benefit from each other's experiences.

PASBO Workshops
PASBO ponsors a series of workshops designed by the Education Committee to address
specific needs of school business officials at all levels, to reinforce basic skills, to review
emerging issues and to promote planning and budgeting of resources to achiede desir
results and accountability. These workshops are offered at several locations across the
state.

Theupcomingworkshop schedule is listed FASBO Reporndon the PASBO website
The schedule is then highlighted throughout the year.

Workshop scheduleshould be publicized and attendance encouraged especially when
the location and/or specialty are appropriate for the regional chapter.

Allied Associations
Encourage attendance at allied associations' conferences and workshops. These include
but are notimited to:
ASBO Annual Meeting
PSBA Annual Conference
SNAPaAnnual Meeting
Co-Sponsoed Summer Leadership Conference
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PASBO Professional Registration

Article I1X of the By-Laws of the Pennsylvania Association of School Business Officials
establishea progam for professional registration in order to provide a recognized standard of
competencelpon application, all members who meet the standards and qualifications
established by the Board of Directors shall be registered. The details of the registcgjramp
along with applications and schedules are availabie PASBOweb site atvww.pasbo.org
There are three categories of registrants:
Pennsylvania Registered School Business Administ(BfREBA)
Pennsylvania Registered School Business Off({ERISBO)
Pennsylvania Registered School Business SpeqBRIR$BS)

Initial registration requires a completed application, membership in PASBO mastactive

or life member fothe immediatehree yeargrior to applicatiol, the applicant's current job
description and district organization chart, educational background (requirements vary with
category), work experience, and a stated numb€oatinuing Education UnitsQEU'S.
Registration must be renewed every four years with a stated number of @Eld¢'s and

reported by the applicaPASBO has developed a reporting form to aid in this record keeping
process.For the most current list of eligible CEUsfer tothe CEU Quick Reference Chart

the Appendix or th® ASBO Professional Registrati®nogram Guideon the PASBQveb site

The web site also features a CEU History for each active member thatGracksd sPASBO r
related programs and serviceBhe PASBO office can be contacted for additional information.

Many school districts are now swEgding that applicants have PASBO registration as-a pre
requisite for employment.he Regional Chapter should have a process to recognize any of its
members who attain professional registration.

Certificate of Enhanced Qualifications (CEQSs)

Individualscan receive a AnCertificate of Enhanced Qu
key school business aredsducation requirements for each CEQ area combine core workshops

that span the breadth of contemporary knowledge wittepth, advanced coursearspecialized

area built on best practices and competencies identified by successful management

practitioner§ not untested academic theories.

To earn a CEQ in any of the ten areas, a candidate must attend three prescribed core Elements
courses and one aahced course offered through a partnership with Wilkes University. All
workshops associated with a CEQ must be taken within g/ése period. Once course work is
complete, candidates should submit a CEQ application and fee to the PASBO office, grovidin
documentation of all completed coursework.

All CEQ coursework counts toward CEUs for Professional Registration, and CEQs can be used

as an alternative to areas of specialization for Professional Registration. For more information,
refer to theCEQ Guideon the PASBO website.
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Wilkes University Master® Degree in School Business Leadership

PASBOhas partnered with Wilkes Universityadfera Ma st er 6 s Degree speci |
business professionals. The Master of Science degree with a concemr&uotool Business

Leadership (SBL) consists of ten courses (30 credits). These courses address specific topics
crucial for succeeding in todayodos school busi
well as continuing education credit.

Courses & designed to provide advanced training for practicing school business personnel. The
courses also serve to provide a preparation track for qualified individuals who are seeking

positions in the area of school business. As such, it is recommended thduiaidi either have
background experience or participate in the PASBO Elements program in specific areas. If an
individual successfully completes all of the courses for graduate credit, he/she will be awarded a
master6s degr ee f r oool BAsinesk leeadership.i ver si ty in Sch

Recognizing that school business personnel lead a hectic and sometimes unpredictable schedule,
Wilkes University has designed the courses in a predominantipgeformat. The odine

format allows individuals to access coursatemials at a time that is conveniamid the design

allows for a high level of interactivity with instructors and classm&®smore information on

the Wilkes University Mastés Degree, look for the Wilkes link on the PASBO website or visit
www.wilkes.edu/pages/1277.asp

PASBO Mentorship Program

PASBO has developed a mentorship program to assist new school business officials to make a
successful transition into their position. The regional chagbteuld appoint a mentorship

contact person, such as the Immediate Past President. The mentorship contact person solicits
volunteers to serve as mentors, addressesonsiip at each monthly meetiagd contacts new
school business officials to invite thearticipation in the program. Refer to Appendix 5 for
current information on the PASBO Mentorship Program.

Awards of Achievement

The PASBO Awards of Achievement annually recognizes outstanding proposals, practices or
publications in school businesanmagement. Regional chapter officers should encourage their
members to submit applications for the awards of achievement.
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CHAPTER VII

PASBO Board of Directors Candidate

The strength of an organization is directly related to its leadership. PASB® aasociation, is
dedicated to continuing its excellence in leadership.

One of the major responsibilities of the membership is the selection of individuals for

representation on the PASBO Board of Directors. The trust, expectations and the futere of th
association are placed with these individuals.
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Qualifications

Nominees for director must be an Active or Life member of PASBO for at least the past five
consecutive years and comply with rules and regulations as prescribed by the Board of Directors.
There shall be no more than three directors from one region serving the board at any one time.
Regions shall be defined as reflected in the PASBO regional map approved by the Board of
Directors.

Duties of a Director

The Board of Directors shall be resible for the conduct of Association business. It shall
adopt all policies to be implemented by the Executive Director. (Refer to Appendix 2 for duties
as submitted by PASBO).

Board of Directors Responsibilities

The Board of Directors shall be composdédourteen members. The President, Presiddadt,

Vice President, Immediate Past President, and nine directors duly elected by the voting members
in attendance at the annual meeting of the Association shall be voting members of the Board of
Directors. The Executive Director is an @fficio nonvoting member of the Board of Directors.

How a Chapter May Select a Candidate

The Chapter President selects a candidate Nominating Committee to do the following:

1. Distribute to each qualified member a letdescribing the timetable and selection
process to be followed. (Also, include all information received from the PASBO
Executive Director or reported PASBO Repor}

2. Have assurance that the candidate has the support of I@&fieéiSchool Adminisator.

3. Prepare a questionnaire for candidates to complete that includes a resume of
gualifications and accomplishments. (See Preparation of a Resume section.)

4. Review questionnaire and select one candidate to be recommended. If more than one
canddate is nominated by the committee, a secret ballot can be held.

The candidate should be able to show the ability to have a broad perspective so that the interests

of all membership job functions are given consideration in conjunction with the mission of
PASBO.
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How to Run a Candidate for Director

Policies of PASBO do not permit campaigning to be conducted for the candidate. Material may
be presented and disseminated only by the PASBO Nomination Committee.

Candidates may prepare a resume for publicati® ASBO Reporand for distribution by
PASBO at the annual conference.d@ital or cameraeadyphotograph is also required.

All candidates for director will have an opportunity to meet with voters at the annual conference.

Preparation of a Resume

There are varied formats a candidate may use for their resume. The resume should include the
following information regarding the candidate. Dates should be used to indicate length of
employment, organization and membership.

1. Name, position and schoolstrict

2. Professional experience

3. Professional Registration, i.e., ASBO and/or PASBOtber Professional Registration

4, Prior activities completed with ASBO, PASBO and local chapter. (Committees,
publishing articlesopffices held, to mention avi§

5. Other professional organizations, memberships and any activities the tardisa
performed while a member

6. Academic Achievements, i.e., colldgiattended, degree(s) acquired

7. Any other notable personal references that would benefit thedeaed(Civic
organization, foundations, etc.)

8. Family (spouse's mae, children, etc.), if desired

9. Include adigital or cameraeadypicture to be used in tHRASBO Report
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CHAPTER VIII

Gary Reeser Memorial Award

Gary Reeser Memorial Award



In 1977, the PASBO Executive Babestablished an annual award to be given to an outstanding
member(s). The award was named in honor of Dr. Gary E. Reeser, a highly respected school
business official, who at the time of his untimely death in an automobile accident in 1976, was
Deputy Executive Director of Central Susquehanna Intermediate Unia#@il@ASBO's Vice
President.

The award is given annually at the PASBO Conference to a member or members who are
selected from nominations submitted by regional chapters on the basis of prafiessip

superior job performance, development of innovative ideas and contributions to the profession of
school business management.

In September of each year, the chairman of the PASBO Gary Reeser Memorial Award
Committee, the current Presiddfiect, fawards to each regional chapter president a

memorandum requesting the Regional Chapter to give consideration to submitting nominations
for the annual Gary Reeser Memorial Award. The memorandum emphasizes the importance and
prestige of this award which gesented at the PASBO Annual Conference. The memorandum
defines the deadline for nominationsNsvember 3@nd includes the Gary Reeser Memorial

Award qualifications and format to be followed in submitting a nominee(s) application. (See
Appendix 3.)

At the beginning of each fiscal year, it is recommended that the Regional Chapter president
appoint a Gary Reeser Memorial Award Committee consisting of one (1) to three (3) members of
the Regional Chapter. Nominations for the award may only be made Bedien to PASBO.

The deadline for nominationsMovember 3@&nd are to be submitted to the current PASBO
PresidenElect. Each Regional Chapter is encouraged to submit nominees but is not required to
do so. The nominee(s) do not have to be membere delgional Chapter making the

nomination. It is the discretion of the Regional Chapter whether the nominee(s) is made aware
of their nomination for the Gary Reeser Memorial Award.

The PASBO Gary Reeser Memorial Award Committee chaired by the PreEigehtreviews

all nominees. After careful consideration and review of all credentials, the committee selects a
nominee(s) to be recommended and approved by the PASBO Board. This procedure is highly
confidential. The award is presenegdhebanquetduring the PASBO Annual Conference
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APPENDIX 1 - Guidelines for More Effective Meetings

Why Am | Calling This Meeting?

1 Too many meetings are memorials to dead issues. Write-seoitence objective (what you
want attendees to know, do or beli@gea result of your meeting) before you schedule a
meeting. If you cannot write itdon't hold the meeting.

1 Meetings should accomplish objectives, develop people and measure people.

1 Do not hold meetings:
1. for personal executive action
2. as areplacemeifdr writing or phone calls
3. because they are regularly scheduled meetings

91 Do hold meetings:
1. toinsure standardized information dissemination
2. to solicit contributions for decisiemaking
3. to build a team committed to implementing decisions

1 Ask yourself, "Wiat are the consequences if | do not hold this meeting?"

Who Should | Invite?

1 Only the "right people,those who can:
implement decisions

make a unique contribution

approve action

carry official responsibility

make a strategic link

foster a positive attide toward subject

U s LNE

1 Numbers are importantconsider these guidelines:
1. problem solving 5 or less
2. problem identification 10 or less
3. review or presentation30 or less
4. motivation/inspiration the more the better

What Should | Cover?

1 List everything yu would like to present or discusthen prioritize. Separate the 'need to
know' from the 'nice to know'.
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Communicator's perspectives: "How will attendees view this meeting?" and how will |
answer their questionSo what?"

Use an agenda (need to knligt). Send it out as a meeting notice to announce who will be
in attendance, the place, time (start and and)dateand what will be covered.

Agendas should:

NoahkhwhNpE

concentrate on a few major issues (3 to 6)
aim high- what's important

focus on the future ther than the past
present opportunities, not problems

be creative in direction, not routine

assign presentations (including tirkéocated)
serve as a control support

How Shall | Communicate?

9 Visualize information when it must be remembered.

People thak in graphic images. Research shows graphics will double retention, increase
understanding, make the presenter more persuasive while being perceived as more
credible, morenteresting, more professiorahd more effective.

1 Select your graphic medium leasupon; preparation time, cost and overall effectiveness.

Choices include: computer project®owerPointvideo, handouts or a physical display

of the product. Graphics should feature major concepts and key words or phrases.
Charts and graphs are bé&s percentages, numbers and relationships. Limit text visuals
to one concept, six lines and six words per line.

91 Present details in written handouts at the end of the meeting to reinforce presentation content.

Where Will We Meet?

1 Whether the meetinig in an office school districtconference room, hotel, conference
center or restaurant, consider:
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size

ventilation

acoustics

lighting

access (head of room away from the door)
technology
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1 If the meeting is important to your career, use a check list,thisiroom ahead of time, and
rehearse your presentation with the equipment you will be using.

When Will We Meet?

1 When people are physically up. Stay away from Monday a.m. and Fridayqr.the first
hour after lunch.

1 Pick an unusual time and be gise about starting and stopping (unless the group decides, by
consensus, that they want to continue).

1 Set starting time by working backwards from an adjournment target.

And Then....I'm Face to Face With People!

1 As a meeting leader, you are chargedwitaintaining control and orchestrating group input,
even when confronted with:
1. negative feedback
2. sideline conversations

When It's Over...It's Not Over!

1 Action minutes:
1. summarize the meetingdecisions only
2. fix accountability- who will do what, when
3. become the tool for followup and feedback

The Seven Deadly Sins of Meeting Leaders

Resenting questions

Monopolizing the meeting

Playing comic

Public chastisement

Permitting interruptions

Losing control

Coming unprepared (THE GREATEST SIN)

NookrwhE
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APPENDIX 2 - Duties And Responsibilities Of PASBO Board Members

This information attempts to enumerate the duties and responsibilities of members of the PASBO
Board of Directors. This list is not considered to be complete, but is to be used as a guide.

GENERAL

1. You have been elected as a member of the PASBO Board of Directors by the
membership. You represent the total membership and should always present the image
of a professional. You need to be informed on association issues and speak on behalf of
the association.

2. Per PASBO Board of Directors Attendance Policy 16@0irattendance at akgularly
scheduledneetings of the board of directors iperted You should be prepared to
participate in discussion and decisions by carefully studying the agenda ardi relate
information in advance of the board meetings.

3. You should be willing to assume the duties and responsibilities assigned you, either as a
chairperson or member of a special committee or other work assignments. The way most
of the work gets done in norgdit organizations is through volunteer committee work.

4. Each member of the board should be familiar with the PASBO bylaws, policies, and the
resolutions adopted by the membership at the most recent conference. New board
members should study the minutéshe meetings held by the board during the past year
so they will be aware of recent action taken by the board.

5. Keep theexecutive director informed of any information that will be helpful in
maintaining good public relations, open communications wighntembership, and items
to be published iIPASBO Report

6. Each member of the board is expected to write at least one article per year for publication
in PASBO Reporand to solicit at least one additional article from another PASBO
member for publication.

REGIONAL CHAPTERS
1. Every member of the board should be actively involved and regularly attend the meetings
of their own regional chapter.

2. In addition to your own chapter, you are assigned as a liaison to at least one other

chapter. You should keep tiegular contact with those chaggeanswer questions that
ariseand offer to attend at least one chapter meeting.
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MEMBERSHIP

1.

As a member of the board of directors, you should always be promoting PASBO
membership, especially to those individuals wheehaot been involved with PASBO or
who have become delinquent in the payment of their dues.

PASBO as a state association can be strengthened through the activities of the regional
chapters. Get to know the members of the regional chapter to which yasseyeed as
the board representative and promote PASBO membership.

ANNUAL CONFERENCE

1.

ASBO

It is important that each member of the board of directors attend and actively participate
in the annual conference.

Senior members of the board serve on the Confer@ommittee. It is important that
these individuals provide leadership.

Encourage members of the regional chapter to which you are assigned as the board
liaison to attend the conference. This can be accomplished either through a visit to one of
the regonal chapter meetings or through a written communication.

During the Annual Conference, visit as many exhibits as possible. Thank those in the
exhibit booths for participating and supporting PASBO.

Each member of the board of directors and each rdgibagter president and vice
president is assigned to visit exhibit booths. It is important that each member of the
board assume this responsibility.

Encourage vendors to exhibit at the annual conference. Keepethativedirector
i nfor med o0ofheaandys .ihot

Since PASBO is affiliated with the Association of School Business Officials International, we
also encourage membership in ASBO. PASBO board members are strongly encouraged to retain
membership in ASBO and attend the annual ASBO meeting.
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APPENDIX 3 - Gary Reeser Memorial Award Qualifications

PASBO annually awards the Gary Reeser Memorial Award at the annual conference. This
award recognizes outstanding members of our organization who éfyepnptessionalism,
leadershipand innovationn the field of school business management.

The Reeser Committee has modified the nomination form to allow for ease of completion and
timely submission. The ongage nomination form and three letters of recommendation must be
received in the PASBO offecby November 30The nomination form and instructions are

available on the PASBO web sitBlominees for the Reeser Award can be any currently active
PASBO member (excluding current officers/board members of PASBO) who is associated with a
school distrit, a vocationatechnical schoobr an intermediate unit.

Nominees will be reviewed objectively by the Gary Reeser Memorial Award Committee and

each nomination will remain valid and on file for two years unless withdrawn by either the

nominee or nominatmparty. While the committee reserves the right to request additional

information on any given nominee, the only requirement for nomination is the use of this form

and three letters of recommendation, two of which must address issues concerning the
indvidual 6s activity and career as a school busi

Any currently active PASBO member may submit a nomination for consideration by the
committee.
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APPENDIX 41 CEU Quick Reference Chart

POLICY

NO. CEU CATEGORY OR ACTIVITY TYPE CEUs

745 Graduateor Undergraduate Course 3 4/cred.hr.

765 Conference/Group Programs 1 4 max.

765 Regional chapter meetings 1 1/mtg.

765 State or National Leadership Conference 1 4 max.

767 ASBO CAFR/Cert. Of Excellence Reviewer 7 2/report
ASBO Meritorious Budget Awar Reviewer 7 2/report

767 ASBO or GFOA Certificate of Excellence 7 18-in./4-renew

767 ASBO Meritorious Budget Award 7 18-in./4-renew

767 GFOA Distinguished Budget Award 7 18-in./4-renew

768 Service on nat/state/reg/local SBM boards/found. 6 2/year

769 Leadership in Community Service Organization 6 l/year

770 Workshop attendanefll day/half day2 hrs. or less 2 3-full/2-half/1

774 Publications book/booklet/article/tip 5 6/3/2/1

775 College instructof grad/undergrad. 4 4/cred.hr.

775 Workshop pesenter/repeat program 4 3/2

775 Presentei community/inservice program 4 1/program

776 PASBO workshop program lead planner 7 3/program

777 Business Office Review Team Member 7 3-day/2report

778 Testimony at hearings/Ex. Dir. Assigned 7 4dev/2hearng

779 PASBO benchmarking submission 7 1/submission

780 PASBO regional chapter officer 6 4/year

780 PASBO/ASBO committee chair/vice chair 6 4/year

780 PASBO/ASBO committee member 6 3lyear

780 ASBO officer or director 6 6/year

780 PASBO officer or diretor 6 6/year

781 Officer/directori Other approved org. 6 3lyear

781 Committee/Other approved org. 6 2lyear

784 PASBO Awards of Achievement 7 2/submission
ASBO Pinnacle Award 7 and
ASBO Eagle Service Award 7 3/winner

785 Mentor/mentee 7 6/year

786 Approved pilot program or special project 7 2/prog.or proj.

No more than 75% of total CEUs reported khahlify as Type 1Conference and Group

Programs
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APPENDIX 5 - PASBO Mentorship Program
ABOUT THE PROGRAM

Unlike other states, Pennsylvamarrently does not require state certification for positions in

school business management. Regardless of the lack of certification and formal educational
requirements, school business management by its nature requihesj@in training to give

individuals firsthand knowledge of the position. One component of certification programs in
other states is the completion of a training period under the guidance of a mentor or experienced
school business official.

The PASBO Board of Directors recognized th@artant role that a mentorship program could
contribute to a successful transition of school business officials into new positions. PASBO also
recognizes the abilities and leadership qualities of experienced school business officials and the
assistance #se members could provide to newly appointed school business officials. This has
resulted in the development of the PASBO Voluntary Mentorship Program for Newly Appointed
School Business Officials.

PROGRAM OBJECTIVES

1. To provide a unigue professional ééspment opportunity for new and exprced
school business officials.

2. To assist Pennsylvania school entities with the successful transition of school business
officials and thereby improve the delivery of services todtudents, staff and
community.

3. To provide technical assistance and guidance to school business officials to promote the
attainment of the highest standards of ethics and competence in als adfpsattool
business management.

4. To assist school business officials in understanding tbé foe and the development of
an ongoing personal professional development plan to enable them to attain the highest
level of personal competence and to prepare them for pasaifdncreased
responsibilities.
PROGRAM OPERATION

1. The Mentorship Programilivbe coordinated by the PASBO Regional Chapter in which
the school entitpf the new official is assigned.

2. The regional chapter shall designate a person, such as the Immediate Past President, to
serve as the regional dawt for the mentorship program.
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3. The regional chapter shall designate those who may serve as mentors. It is recommended
that mentors be school business officials with a minimum of three gksuscessful
school experience.

4. PASBO will notify the new official concerning the availabildfthe mentorship
program.

5. PASBO will notify the regional chapter dact person of the new official.

6. The regional chapter contact person sends a letter of invitation to participate in the
mentorship program folloed by a personal telephone call.

7. The rew official expresses a desire to papate in the mentorship program.
8. The regional chapter contact person apisoenmentor who agrees to serve.

9. The mentor establishes contact with the new official to develop the mentorship program
and procedures amdcommends resources and prof@sal development opportunities.

10.Both the mentor and the new official earn continuing education units (CEUs) toward the
PASBO Pofessional Registration Program.

PROGRAM RESPONSIBILITIES

Responsibilities of Regional Chaptr Mentorship Coordinator:
1. Maintain a list of current chapter members who would be willing to serve as a mentor. It
is recommended that mentors be school business officials with a minimum of three years
of successful school experience.

2. When notified by te Regional Chapter Officer or PASBO of a new member, contact the
new member to offer and encourage involvement in the mentorship program. Suggested
procedure is a letter or email followed by a personal phone call. (See sample letter
attached)

3. If requestd, match the new member with an appropriate mentor. Try to match similar
job responsibilities and LEA size where possible.

4. Distribute the Mentorship Program Guidelines to the mentorship team.

Responsibilities of Mentor:

By agreeing to be a mentor, yaull be helping a new professional to develop his/her
professional caer with information, experiencand encouragement. Email usually is the
convenience way of communication.

1. Send a welcome message to the mentee.
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2.

3.

4.

5.

6.

7.

8.

9.

Discuss with your mentee whaiuwycan do to meet his/her needs.
Set up the method and frequency of continued communication.

Review with you mentee his/her interests and area of needs to be covered during the
mentorship period.

Determine activities within the program tifname. Possible topics: sharing

professional experience, providing career advice, attending a regional chapter meeting,
exploring professional/career development interests and continued education
opportunities, assisting in sedbsessment, or encouragpeyticipation in professional
organizations and listserv(s).

Be timely in your correspondence and communications.

Be courteous and considerate to one another's needs and limitations.

Show respe@nd deal with issues in a professional manner

Mentors earn continuing education unites (CEUs) toward the PASBO Professional
Registration Program.

Responsibilities of Mentee:
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1.

2.

© 00

Make initial contact with your assigned mentor. Agree on the best communication
methods.

Introduce yourself tgour mentor. An updated vita may be a good start but is not
required.

. Set up the method and frequency of continued communication.

. Clearly convey your interests and area of needs you want covered during the

mentorship period.

. Determine actities within the program time frame. Possible topics: sharing

professional experience, providing career advice, attending a regional chapter
meeting, exploring professional/career development interests and continued education
opportunities, assisting in $elssessment, or encouraging participation in

professional organizations and listserv(s).

. Be timely in your correspondence and communications.
. Be courteous and considerate to one another's needs and limitations.

. Show respect, and deal wiisues in a professional manner.
. Mentees earn continuing education unites (CEUSs) toward the PASBO Professional

Registration Program



Pennsylvania Association of School Business Officials

Mailing Address: Office Location:
P.O. Box 6993 2608 Market Place
Harrisburg, PA 1711-D993 Harrisburg, PA 1711C
Telephone 716409551 www.pasbo.org FAX 717-540-1796

Date

New MembeName
Title

School District
Address

Dearfirst name

| am writing to personally congratulate yon becoming active in the Pennsylvania Association
of School Business Officials (PASBO).

| would like to invite you to participate in the programs of our Regional Chapter. The meetings
offer an excellent opportunity to network with other professiongt®sitions similar to yours.

For information on our chapter officers and upcoming chapter meetings, please visit
http://www.pasbo.org/regchaps.asp

Also, PASBO and our chapter offer a mentorship progmaprovide technical assistance and
guidance to school business officials. This program can provide a personalized professional
develop opportunity for:

A Experienced business officials who are getting settled in a new position

A Professionals from other @mrs making a transition into a position in school business

A Individuals beginning their professional career in school business

If you would like to take advantage of the program and be matched with a mentorfipleate
and return the attached formaontact me to get the process started.

Sincerely,

Name
Mentorship Coordinator

Chapter Name
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PennsylvaniaAssociation ofSchool BusinessOfficials
Mentorship Interest Form

/& | would like more information on the Mentorship Program
/& 1 would like to participate in the Mentorship Program

Name

Title

School Entity

Phone

Fax

Email

| am:
/A An experiencedschool business officiatartingin a new positiofschool district.

/A An experienced professionaaking a transition into a position in school business
/&£ A new graduate beginning npyofessional career mschool businesgosition.

Pleasereturn to your Chapter Mentorship Coordinator:

Insert Name
Title

Address
Phone/Fax/Email
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Pennsylvania Association of School Business Officials

Mailing Address: Office Location:
P.O. Box 6993 2608 Market Place
Harrisburg, PAL71120993 Harrisburg, PA 17110
Telephone (717) 540551 www.pasbo.org FAX (717) 5401796

Regional Chapter Visitation Request Form

TO: Regional Chapter Officers

FOR PASBO
USE

FROM: Jay Himes, CAE, Executive Director

ACCEPTANCE

SUBJECT: Visitation Request Form

Please use this form when you desire the PASBO staff to participate in your local chapter meeting. The use of thissist will
our staff with scheduling and other logistics for your mmeeti Thank you for your cooperation!

PASBO staff requested: & Jay Himes A Bill McGill A Jim Dilorio A Other

Name of Regional Chapter:

Regional Chapter Contact: | Bakibo

Telephone: ( ) Ext. Cell: ( ) Fax: ( )

Email:

Date of Meeting: Time of Meeting: Time of Presentation:

Name of Facility: R

Location of Facility:

Length of Presentation: Estimated Attendance:

Topic(s) You Would Like PASBO Staff to Discuss:

Other Meeting Details:

PLEASE BE SURE TO PROVIDE DIRECTIONS THE MEETING WHEN YOU SUBMIT THIS FORM.
ALSO, PLEASE PROVIDE A SCREEN FOR THE USE OF A DIGITAL PROJECTOR.
PASBO WILL PROVIDE THE PROJECTOR. THANK YOU!!

Taking care of the business of school sée\
An affiliate of ASBO International

Appendix 6i Visitation Request Form
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APPENDIX 7 - Calling All Speakers
PASBO Speakers Bureau Information

The PASBO web site contains a resource known as the Speakers Bureau, which allows conference committee
representatives as well as regional chapter membersigavrauist of potential topics and speakers. This listis an
excellent resource to identify potential speakers and topics for PASBO professional development programs and

regional chapter meeting

S.

The PASBO staff is currently updating the speakers aograms listed in the database to ensure the accuracy of the
information.Business associates and others have been solicited for the opportunity to submit proposed topics. By

the beginning of August the list will be updated to include those individualow r e s ponded

Speakerso a

fi Cal
ity

t o |

avail

a

nnouncement which promoted the abi

interested in providing topics complete an online form. The application form is reviewed and approved topics and
spealkers are uploaded into the database throughout the year.

To ac
click

t he
iSp

ect
I

sel
Bureaubo

dat abase

fiEducationodo on the top n:
eakers n k

vania Association o

f School Business Officials

,A"'f“"x Clin 2

care of the business of schools ... every day

[ | S

SBO-Line Archive

SBO-Line July 17, 2007
SBO-Line June 29, 2007
SBO-Line June 25, 2007

Legislative Vendors
Workshop Series

Cg
Speaker's Bureau
CEUH
CEQ Program
Elements Courses

Products / Services Resources

S TATEWIDE

TAX RECOVERY INC,

qmp 1-877-285-1129

Update My Profile]Log Qut

SS Act 1 Information President's Theme

PA Dept. of State Reverses f's Position on Act 1 Baliot Questions

SBO-Line May 24, 2007

DC & ED Instalment Payments Summary

SBO-Line May 09, 2007
SBO-Line April 26, 2007
SBO-Line April 04, 2007

Has your LEA ever used a reverse
auction for procurement?

O Yes
Ono

(3 Have an interest in using them

O Does Mot Apply

|Curren1 Weather |

Tax Bill Language — Special Session Act 1

Click here for more PASBO SS Act 1 Information

Department of State Motice on Ballot Questions

April 16 - ACT 114 WEB FORUM - no registration required!

2007-2008 Proposed Accountability Block Grants
Proposed Basic Education Funding 20072008
Proposed Reimbursement for Charter School Expenditures 2007-2008

2007-2008 Proposed Special Education Funding
Mews Archive

Legislative Updates

Countdown to State Budget

Join PASBO
Join Now ‘

Legislative Action Network

House Bill 797
Senate Bill 159-House Bill

Please click here to write in support of School Lunch-Breakfast
Reimbursement

2007 Policy Priorities
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Property Tax Relief from EIT and Gaming Revenues Please Support Senate Bill
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You can search the database for a particular tgpision event or by geographic region of available speakers. You
can also review the entire database and print a report listing all the speakers currently in the Speakers Bureau.
Please note the report that prints is currently nearly 100 pages.

calling All Speakers 2t e

The Speakers Bureau iz an excellent resource to identify potential speakers and topics for PASBO
professional development programs, conference sessions and regional chapter meetings.

You can search the database far a paricular topic, session event ar by geographic region of available
speakers. You can also review the entire database and print a repart listing all the speakers currenthy
inthe Speakers Bureau. Please note the reportthat prints is currently nearly 100 pages.

Click on the Calling All Speakers link at the left if you would like to subimit a topic to be included in this
resource.

Wiew All Records in alpha order by Title (Currently: 144 Records)

Click here to subrmit 3 session

Keyword and Criteria Search

Kennmard:

Search Field: | Flease Pick One v

[ Search ] [ Clear ]

Session Topic Search

Flease Pick One v

[ Search ] [ Clear ]

Event Name Search

Fleaze Pick One hd

[ Search ] [ Clear ]

Geographical Area Search

If you have any questions about the Speakers Bureau, please contact Andrew Rucker, PASBO Technology
Coordinator, at (717) 549551 orarucker@pasbo.org
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PASBO REGIONAL CHAPTER
LISTSERV

Using Listrak
Sending Email
Updating Members Record

1 2 3 Guide to Add Yourself to a Listserv

Assistance Available
717-540-9551
Andrew Ruckerarucker@pasbo.org
Susan Nousenouse@pasbo.org
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How to Send an Emall to Your List Using the PASBO ListSe!

PALCL LRV P TR TY

b 0 P -

listr

ak

/
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Using an Internet Browser (ie. Microsoft Internet Explorer)
go tohttp://www.pasbo.org
Sel Adbobui o from the top navigation

Select your Regional Chapter from the list of chapters which is listed by
chapter type.

Note: You may bookmark this link or go to this page directly using this
link: http://www.pasbo.org/regionalchapters.asp

Click the link,
(Admin Only) Send email to list

A Login Name and Password was requested and is available to you to get
access to the Listserv.

Record your Login Name and Password below if you choose. To get a Logil
Name and Password, contact Andrew or Susan at PASB&a49551 or
emailarucker@pasbo.omy snoise@pasbo.org

Login Name

Password

Enter this information to continue.


http://www.pasbo.org/
http://www.pasbo.org/regionalchapters.asp
mailto:arucker@pasbo.org
mailto:snouse@pasbo.org

s e e e .o. - Note: Verify that your list is selected. The
— T T . list name should appear in the orange box
I e E i in the upper left corner based on your

o = i R & login name.

From the Home Corntl Panel, click
AAut hor Messageo

PART 1

TheTest Addressfield is the email R S S e
address that will receive a test copy of H
your campaign when you click the Send "1 S e e s e - .
Test button at the bottom on the Author & = e
Send Email pageYour test campaign
will arrive with TEST: marked in the
subject line.

The From Addressis the email address

from which the message will appear to have been $katrecipient were to reply to your message, it would be sent
to the address you entered in this fielhis is alsotie address to where the message will be sent if you click the
"Send To Myself" button.You can change this on a peessage basis.

TheFrom Namefield is the name that will appear in the 'From' field of the messagemost email programs, this
is thename that will appear as the sender's identification in the inbon.can change this on a pmessage basis.

TheReply To Email field allows you to specify different From and Reply To email addre€3gspecifying an
email address in this field yoae set a different Reply To email address than your Ftbgau do not specify a
Reply To Email your Reply To Email address will be set to the From Address.

TheSubijectis the subject line of the message you are sending and will be clearly visiblstiregipients' inboxes.
In many cases, the subject of an email message is what determines whether or not it is opened by the recipient
give your message a relevant and interesting subject.

When to Sendgives you the option to send your message imatelyi or schedule it for anytime in the futuro

send your message immediately, keep the radio button selected in the send immediately position. To schedule
message to be sent in the future, set the radio button to the schedule send gasgoselected, you will have the
opportunity to use our integrated calendar to choose a date for your scheduled méssage.required to choose
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a time for your scheduled message to be séati can use the drop down menu to the right of the calenolatac
choose a time to send your message.

Soft Bounces: When sending an email to a large list of recipients, it is not uncommon for the message to "bounc
back" from one or more addresses. This means that the mail server is unable to deliver thetontbesagended
recipient, and therefore returns it. This can happen for several reasons, such as the recipient's mailbox is too fu
server is down, or the email address is no longer in use.

If you would like your message resent, you may choose @andjpdm this dropdown to have Listrak attempt to
deliver your message for the chosen number of days set.

ATTACHMENTS : If no attachments are required skip to the section enfiti@cking .

3 iauic- sl dermet Lopdarnn

[ T ——— >

o-.‘- w13 . twomm £ vip B~ w8
P e L L ora—— s Be

Coogle » et = B B miel T e v Ak - sl "

> B \ :
T Iistrak

o et e o IR — & To add attachments, click the Edit
T oo ~ Attachments button arcarefully
e e S e CLw— follow Attachments Steps 1

..... m—e, Jor v through 4.

.......

Miach Fila 7 Attachments Step 1

iR Click the Browse Button which opens a Choose File
Box allowing you to select the file off any disk drive

| , your computer can access
teBnckio) Documentso folder

Atachments automatically scanned vith Mcifae

MCAFEE v §

Choose file

Look in: | [ Desktop j EF Ef-
Attachments Step2
3 uDMv Docurnents @] Question, bxk p
u\g j My Cornputer @Results.zip
Bdgcil?nc;?i My MNebwark Places @Shortcut b0 Accesshumbers, xls T (0] f | n d y our f | I e , y ou nr
ADDcontact.VBS {52 Shorteut bo Personal - \
F_’F @nDDContact.xls {57 Shorteut ta Pete I no d ro p d own S € I ector .
[2]addtoGroup. vbs Bl shortcut o SAYADMINGEXE Open .
Desklop @nppendix? Listsery instructions Rev.doc  [£] simple_key txt
: backup.pst @Summarv.zip
."/" @ChangingUserProperties.doc %Superintendents.txt
gDatabase (H) SuptScrubbed. xls
Iy DITeUmET S @dbo_(:ustomers.xls @] Yating_Machine, bxk
— [Z] FolderFilters.txt @WriteInResults.xls
_353 @MembershipDatabase.mdb
[y Cammmutier @NewMembershipDatabase.mdb
% Public PASEO (F)

by Metwork File hame: | j ﬂl
Places
Files of ype: |AII Files [%.7) ﬂ m




Attachments Step 3

Notice the file path and name appears in the attach file box. Click Add File button.

An Attached Files box appears inside the Edit Attachments box with verification of file size and Virus Check sta
You can delete the file using the trash can if you selected an incorrect file. You can attach other files by repeat
Attachments Step through 3. Files collectively cannot exceed 3 Megabytes in size.

Attachments Step 4
Click the Back Button to add the attachments to t

confirmation of attachments uploaded and ready to be incindgzlr email message will be indicated with an
accurate file count.

>

RESUME HERE IF ATTACHMENTS ARE NOT INCLUDED.

Tracking: Listrak makes it possible to report and graph a variety of information gathered by keeping track of eax
time a hyperlink in a HTML message is clicked by a subscribEryou plan to include links in your message, and
would like to monitor subscribers' click activity, then select "Yes" for this optiamce the message has been sent,
you can go to Listraks "Reports” sectiorste the number of clicks each link has received, which subscribers
clicked on links, and much more.
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