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Upcoming 
Deadlines 

September —   
PTA Membership 
Month 

September 2 Early 
Bird Registration 
Deadline for MT 
PTA Convention 

September 2  
Application 
Deadline for NPTA 
Healthy Lifestyles 
Grants 

Sept. 16-17, MT 
PTA Convention 

Sept. 18-24, “Turn 
Off Your TV” Week 
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National PTA Dues Increase:  

What does it mean for us? 

By now, most of you are aware that delegates at the 2011 National PTA 

Convention approved a $.50 per member dues increase.  But, you may not have 

considered how this impacts your unit. 

Prior to this dues increase, you were required to submit $5.00 for each member 

who joined your PTA to the Montana PTA.  Montana PTA kept $3.25 of it to 

fund our state office and the many services we provide to our local units.  

Montana PTA forwarded $1.75 for each member to National PTA. 

You are NOW required to submit $5.50 per member. 

So do we need to raise our local unit dues? 

Well, that is dependent upon each local unit to decide.  If you already charge 

enough dues to cover the $5.50 that is required to be submitted for Montana 

and National PTA dues, then you may decide not to increase your dues.  

However, if your local unit dues don’t cover that cost, you should probably 

raise your dues, so that your unit does not loose money on memberships. 

What about dues for couples or families? 

Again, this will be dependent on your local unit.  Be sure that if you offer a 

discount for multiple members of a family to join that the amount covers the 

$5.50 that is required to be submitted for each member. 

Despite this dues increase, Membership in PTA is still an incredible value!  We 

encourage you to offer local member benefits to your members such as 

discounted costs for tickets or admission to your PTA events such as carnivals 

and movie nights.  Over the next several months, we will provide many ideas 

for ways you can make your local membership even more valuable. 
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the MT PTA office for a copy. 

 Don’t give your money away.  

Consider purchasing a blanket 

bond that covers anyone that you 

trust with the money, not just the 

President or Treasurer.   

 Your assets aren’t covered.  

Usually, most school insurance 

policies will not cover items that 

your PTA has stored in a closet 

or a room on campus.  And, you 

may have more “property” than 

you think.  In general most PTAs 

don’t think they have a whole 

lot of personal property.  Personal 

property is defined as any 

property that is in your 

possession.  This includes things 

that the PTA owns as well as raffle 

prizes, auction items, and 

fundraising merchandise while it is 

in your possession.  If you have 

any of these items throughout the 

year, consider purchasing a 

Property Policy to protect it 

against robbery, theft, or natural 

disaster. 

 General Liability isn’t General.  

You wouldn’t expect your auto 

policy to pay if your home 

burned down, or your life 

insurance to cover your car in an 

auto accident.  General liability 

covers bodily injury claims.  It 

doesn’t cover your money, your 

property, or you as an officer 

against discrimination charges. 

 Education is key.  Make sure you 

know what your PTA insurance 

covers for you.  Knowing your 

policy conditions and exclusions 

will allow you to plan 

accordingly. 

For more information on your PTA 

Insurance visit www.aim-

companies.com or call 1-800-876-

4044. 

A new school year is here.  You 

have meetings to plan, fundraisers 

to run and responsibilities that you 

had no clue of when you agreed to 

volunteer with your PTA.  In the 

midst of all of these tasks that you 

are taking care of, you 

have several renewal 

letters and questions 

about insurance.  Here is a 

list of the top 5 things you 

should know about your 

PTA insurance. 

 Despite having 

received at least two renewal 

letters this summer, if your unit 

paid your insurance premium 

by last year’s deadline, then 

you have no additional 

premium due now.  In addition, 

you should have also received 

a Certificate of Insurance from 

AIM.  If you haven’t received it 

or have misplaced it, contact 
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5 Things You Should Know about Insurance  
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Where are our Membership Cards? 

Membership cards for the 2011-12 membership year have been distributed to all 

local units in good standing.  The cards were distributed  at the YVPTA Council Fair in 
Billings.  Missoula and Great Falls units were able to pick up at their Central 

Administration Buildings in August, as well.  Those who did not attend the council 
meetings or pick up their cards in person and units in outlying areas cards were 

mailed directly to the Local Unit President.  The quantities of membership cards you received are based 
on your unit’s last year’s membership total. 

If your unit has not yet received your 2011-12 Membership Cards, you have not submitted an officers list 
for the current year.  Please contact the Montana PTA Office for more information at 628-9007 or 
ptamontana@rbbmt.org to arrange for delivery of your membership cards. 

Additional membership cards are only available after dues have been remitted for those already received. 

President’s Message 

“Small opportunities are 

often the beginning of great 

enterprises.” Demosthenes 

Welcome to a new school year! 

I’m excited to start our year with 

fresh opportunities, new ideas, 

friends and enthusiasm as we 

take our children to school 

again. Kindergarten is where we 

make our first contact with new 

students and parents and I 

invite you to reach out and 

welcome those new parents; 

they bring new life and passion 

to PTA events and issues. It is 

important for local units to 

engage new parents; they most 

often have younger children at 

home and want tools to 

navigate this new school 

culture. Invite Headstart 

families to attend a PTA 

Welcome and engage them in 

future events so they have a 

since of place in the school. 

Pursuing early childhood is a 

wonderful way to bring children 

into kindergarten ready to learn 

and help parents make the 

transition from home or 

preschool to public school. I 

encourage you to look for new 

leadership in your new parents 

and mentor them as they 

learn their way around 

school. 

Welcome to the beginning of 

great enterprises and a new 

year of success as we speak 

for everychild with onevoice. 

Happy Birthday PTA! 

Join the Montana PTA Board in 
wishing a Happy “PTA” Birthday to 
the following units who will 
celebrate milestone “birthdays” this 
fall: 

 Centerville PTA—60 years 

 Swan Valley PTA—30 years 

 Broadwater PTA—25 years 

 Central Heights PTA—25 years 

 Highland PTA—25 years 

 West Elem., GF —25 years 

 Blue Creek 
PTA—25 years 

 Lewis & Clark, 

GF—20 years 

 Lolo 
Elementary—20 years 
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P R O V I D I N G  P T A  N E W S  A N D  I N F O R M A T I O N  F O R  
M O N T A N A  P T A  L O C A L  U N I T S ,  C O U N C I L S ,  A N D  
M E M B E R S  

 
at the 

Holiday Inn 
Great Falls 

400 10th Avenue South 
Great Falls, MT  59405 

Fall Sports Safety 

With young athletes 
returning to playing fields 
for fall sports, now is the 
time to ensure everyone is 
well educated on injury 
prevention to ensure safe and 
successful seasons.  According 
to a National Council of Youth Sports 
2008 survey, over 40 million young 
athletes ages 6-18 participate 
in organized youth sport 
activities.  To reduce the risk 
of injury, the National 
Athletic Trainers’ Association 
(NATA) offers a number of 
suggestions to ensure a safe 
and healthy environment. 

Keep Kids Safe While Participating in 
Sports 

NATA recommends the 
following guidelines for 
parents, coaches and others 
supervising youth sport 
activities: 

Get pre-participation exams: All 
children should annually receive 
both a general medical exam and 
an orthopedic 
screening, which will 
determine their 
readiness to play and 
uncover any condition 
that may limit 
participation. 

Make sure children are physically and 
mentally “in shape”: Parents, with 
assistance from coaches, should 
determine whether their 
children are physically 
and psychologically 
conditioned for the 
sport/activity level 
they’re playing. Do not 
push children into 

something they do not want to 
do. All coaches and medical 
staff should also be provided 
with a child’s medical history. 
Check all equipment: 
Coaches and parents should 

check all equipment to ensure 
they are up to manufacturer 
standards of quality and care.  

Play smart and with your head: 
Athletes and parents should be 
well educated on the risks and 
warning signs of concussion. If 
you suspect a concussion seek 
medical assistance immediately. 
And, when in doubt, sit it out. 

Heat is a health consideration: 
Athletes should be properly 
acclimatized to heat and warm 

weather conditions at the start 
of a season. Educate players 
on signs of exertional heat 
illnesses. Any athlete 
experiencing symptoms should 
be encouraged to report them to 
the coach and athletic trainer 
immediately. 

Play with heart but protect it: Sudden 
cardiac arrest is a life threatening 
and escalating health issue in 

school sports and can be 
prevented with proper 
education. All schools should 
be encouraged to have access 
to an on-site defibrillator. 
Eat and drink to win: This 
includes a balanced and 

healthy diet. Without proper 
nutrition and hydration, young 
athletes will feel sluggish, which 

can increase their chance of 
injury. Improper hydration also 
increases the risk of heat illness. 
Be sure athletes start practice 
fully hydrated with water or a 
sports drink. 



1. Introduce the Board 
It seems so simple and yet so 
many PTA boards forget this step. 
Instead they launch into the 
agenda without welcoming 
newcomers or explaining who they 
are and what position they hold. 
Share some personal information, 
too, like how many children you 
have, what grades they are in, and 
which teachers they have. After all, 
you are all parents working toward 
the same goals, and as a veteran 
you can be a valuable resource 
beyond your PTA role. 
2. Greet Parents at the Door 
It can be intimidating to walk into a 
room full of strangers who all seem 
to know each other. Assign a 
greeter to welcome parents, point 
out the refreshments, and pass out 
agendas. 
3. Use Name Tags 
Introductions are a great first start 
but new parents have a lot to take 

5. Avoid Private 
Jokes 
At my first PTA 
meeting, the board 
kept referencing 
events from 
previous years and 
parents by first 
name only. I felt 

like I was intruding on a group of 
friends instead of getting 
involved in my child’s education. 
Save the socializing for another 
time and stick to the agenda. 
6. Consider the Seating 
Arrangement 
When I was PTA president, we 
often had more board members 
than parents at our meetings. It 
seemed silly to separate the two 
groups with a table, so we 
ditched the traditional meeting 
setup and sat in a semicircle. 
The informal setting encouraged 
participation from everyone. 
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in at their first PTA 
meeting, so use 
name tags. Have the 
board wear them as 
well as the parents. 
Name tags allow you 
to address other 
meeting attendees 
by name and start 
forging important relationships. 
4. Define Your Terms 
Avoid using jargon or acronyms. 
What is second nature to you 
sounds like a foreign language to 
a new parent. The board may 
know that SEPAC stands for 
Special Education Parent 
Advisory Council, box tops are a 
key fundraising initiative, and A&E 
means arts and enrichment 
activities, but no one else will 
unless you stop and explain. Err 
on the side of overexplaining. 
Most new PTA members won’t 
want to ask questions. 
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6 Ways To Make Parents Feel Welcome at 

Your Meeting 

Playgrounds, Climbing Walls and Rocks, Outdoor Furnishings 

Bob Remy 

406-454-0420 or bobremy.msec@bresnan.net 

Jump 2 IT 
$1,990 Plus Freight 

New Item 2011 

Reflections entries submitted to 

the state level must be received by 

the Montana PTA by: 
 



www.pta.org 

 Money Matters 
section, or see 
“Money Matters” 
guide beginning 
on pg.21  

In addition, 
completing a 
Financial Review is 
a requirement to be a Unit in 
Good Standing. 

The Money Matters guide 
provides a listing of what you 
will need to present to the 
auditor (pg 19) and a listing of 
items the auditor or audit 
committee should be checking 
(pg.20-21).  The purpose of the 
review is to certify the 
accuracy of your books and the 
records of the financial officer 

Did you know that one of the 
benefits of being a PTA unit is 
$1 million in liability insurance 
through the AIM Insurance 
Company?  Not a bad deal for 
only $50.00 per year.  Here’s the 
catch.  In order for AIM to honor 
claims, you must have a review 
of your financial records done 
every year.  AIM requires you 
follow the guidelines for the 
financial review (often called an 
audit) issued by the National 
PTA.  These guidelines are 
accessible to you in three 
places: 

 The “Unit Tools” section of 
the Montana PTA website in 
the ‘Treasurer/Financial’ 
section. 

 The National PTA website at 

and to assure the membership 
that their funds 
are being managed 
in a businesslike 
manner. 

Your auditor or 
audit committee 
should complete a 
written report  
The report should 

be attached to meeting 
minutes from the meeting at 
which is presented.  And, a 
copy of the report should be 
sent to the Montana PTA 
Office.  A template for this 
report can be found in the 
‘Treasurer/Financial’ section 
on the “Unit Tools” tab of the 
MT PTA website. At 
www.montanapta.org.  

Each grade level will race at the 

same time with separate finish 

girls and boys finish lines.  Races 

will begin with the 4th grade at 

4:15 pm followed by the 5th and 

6th grade races. 

Participants can register online 

at www.bigskygames.org (click 

on Elementary CC Meet).  The 

race is free to participants 

registered by October 6 and $7 

The Yellowstone County 

Elementary Cross Country meet 

will be held on Thursday, 

October 13 at Pioneer Park in 

Billings.  This will be a one-mile 

race for Yellowstone County 

boys and girls in grades 4-6 with 

separate 

divisions 

for each 

grade.  

for registrations received 

October 7-12.  No event day 

registration will be allowed. 

Please encourage your students 

to participate and show their 

team spirit by wearing their 

school colors. 

For more information contact 

Liana Susott, Sports Director, at 

liana@bigskygames.org 
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Has your Annual Financial Review been 

done yet? 

Yellowstone County Cross Country Meet 
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PTA—the “A” does make a difference! 



“To Be or Not To Be,” in the 21st 

Century?  That Is the Question. 

Is our membership ready to step into 

the 21st Century? 

 

Montana PTA is the largest non-
profit organization in the state with 
over 6,000 members.  Do we see the 
need to better fund our organization 
as we continue into the 21st Century; 
are we willing to fund the tools 
necessary to serve and “Take all 
Children through their journey of 
full potential?” 

It doesn’t take a rocket scientist to 
realize inflation has seeped into the 
economic landscape over the last 6 
years since we had a increase in 
membership dues in 2005.  It is more 
apparent than ever that costs have 
risen for all of us at the gas pump, in 
energy costs for home and business, 
and in food and housing.  Costs have 
leaped in our everyday activities. 

Montana PTA is not immune to 
these increases in costs, either.  As 
we forge ahead into our financial 
future, we realize that to serve our 
membership in the best possible 
way, we must raise awareness and 
concerns for the state of our fiscal 
future.  We have only one part time 
paid staff member for the entire 
organization.  We are an all 
volunteer organization with a full 
working volunteer board. I would 
challenge any other Montana non-
profit organization of this magnitude 
to do all that we do on our annual 
budget.  Most would shake their 
heads and ask how we’ve 
accomplished so much with so little. 

As to whether you want more 
support from the state, let’s look at 
what we have now: 

increase in dues. 

 

Our Logic behind this capacity 
building or sustainability factor 
in an increase of membership 
dues is to sustain current 
programs and expand Montana 
PTA’s ability to reach and 
support membership with 
more personal contact, training 
and resources. 

Our Objectives are to show our 
commitment to increased 
academic success in public 
school for all children through 
parent/community 
involvement that will be 
enhanced with additional funds 
for personal contact and 
outreach to local units through 
BSP and other presentations. 

Our action step is to emphasize 
strengths in membership, focus 
on resources, focus on 
increasing the number of 
member and dues will result in 
promising framework for 
future, develop consensus 
among membership through 
education. 

 Our desired results will be an 
increased awareness and 
knowledge for parents/primary 
caregivers/ community 
members for all children to 
reach their full potential 
through public education. 

The cost is minimal considering the 
benefits of increased outreach and 
support to our local units.  Will you 
commit $0.50 investment toward 
an annual increase in membership 
dues to “Take all Children through 
their journey of full potential?” 
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6,000+ members 

annual convention with 
educational workshops and 
opportunity to network with other 
local units 

resources galore from both State 
and National websites 

State and National programs:  
Reflections, Shadow an Educator, 
Outstanding Educator and 
Outstanding Volunteer 

Scholarships to encourage future 
educators 

Blanket non-profit status for all 
units in Montana 

Liability coverage for all units 
under the non-profit status 

We know the demand for parent 
involvement in schools is higher 
than ever with NCLB.  As we look at 
the goal to increase membership 
dues to $3.75 on January 1, 2012, 
we also look to build, support and 
strengthen Montana PTA’s 
capacity.  This will increase 
financial structure for more formal 
linkages with local units, develop 
more leaders and champions for 
Montana PTA local units, and 
provide more expert resources for 
leadership and local units.  In 
addition, we are committed to 
search for revenue from other 
sources. 

 Here’s a point for 
consideration.  Boy & Girl Scouts of 
America have national annual dues 
of $10.00.  One hundred percent 
(100%) of the $10.00 goes to 
national coffers and zero goes to 
the state or local troops.  We 
would be at less than half of that 
and offer more locally with the 
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Proposed Dues Increase 



budget as a tool – make it your friend, 
not something that is difficult to deal 
with.  The budget is the spending plan 
for the year.  Once the budget is 
adopted by the general membership, 
the hard part is done and all the 
spending decisions are already made.  
This helps you, the treasurer – you 
don’t have to try and decide things.  
The budget already has the answer!! 

2.  Always look ahead 

Whenever possible, take advantage of 
any opportunities for training and 
board member development.  You will 
feel empowered. 

5.  Bring the Change.  You never 
know when someone will want to 
join!!  Always be prepared and bring 
change, so you can complete the 
transaction right then. 

4.  Remember the Buddy System – 
Two to Sign, Two to Count. 

Whenever it is time to make payment 
on bills or write checks, insist on two 
signatures. 

When it is time to count funds and 
make a deposit, make sure there are 
two counting.  A double check is a 
must! 

3.  Bring the Budget.  Think of the 

Be looking to your fellow members 
and thinking of possible future 
treasurer candidates.  This might allow 
you to encourage them, ask them to 
help out on occasion, and develop 
their potential as a future officer. 

1.  Keep It Simple 

Yes, you need to provide a 
treasurer’s report for each 
meeting.  But, do your best at 
making it short, concise, and 
brief.  A printed one page report 
available for everyone to review 
at the meeting is a good idea; 
then the oral treasurer’s report 
can just be a brief highlight of 
the printed report. 
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TOP 5 Treasurer’s Tips 

container. Add some cornbread and a 
chilled tea and you're all set. 

Turkey-Cheddar "Wraps": Wrap 
thinly sliced roast turkey around 
Cheddar cheese sticks. Serve with 
a mixture of mustard and finely 
chopped store-bought mango 
chutney or apricot jam. Pack 
whole grain pretzels instead of 
bread. 

BBQ Pork on a Bun: Cook pork 
tenderloin, brushing it while it cooks 
with your favorite barbecue sauce (you 
can make this for dinner and use the 
leftovers for lunch). Cool and thinly slice. 
Place on a bun spread with barbecue 
sauce, and shredded carrots. Pack a bag 
of sweet potato chips. 

Junior High School Lunches 

Soft Turkey Tacos: Spread flour tortillas 
with black beans mashed with hot 
pepper sauce. Top with corn kernels, 
diced tomato, thinly sliced turkey and 
shredded Jack cheese. Roll up. 

Lentil and Spinach Salad: Cook lentils 
and toss with chickpeas, feta cheese, 
grape tomatoes, thinly sliced scallions 
and fresh spinach. 

Ham and Cheese Redux: Spread a 
split baguette with butter and fig or 
apricot jam. Top with thin slices of 
ham, a creamy cheese like Brie and 
thinly sliced apple or pear. 

S e n i o r  H S  L u n c h e s  
Spaghetti Frittata: Fold leftover 
spaghetti into beaten eggs combined 
with some grated Parmesan cheese. 
Pour into a square baking pan and 
bake at 350 until just set. Cut into 
rectangles and serve on slices of 
foccacia or other bread. 

Fontina, Onion, and Mushroom 
English Muffins: Toast English 
muffins and brush with a cut garlic 
clove and a little olive oil. Top with 
sliced fontina cheese, sauteed onions 
and sauteed sliced mushrooms. 

Roasted Vegetable and Cheese 
Salad: Roast (or grill) an assortment of 
seasonal vegetables and dress with oil 
and vinegar. In a separate container 
pack slices of Manchego or Cheddar 
cheese and a crisp green to be tossed 
together at lunch time. Send along 
toasted pumpkin seeds to be sprinkled 
on top and crisp pita chips. 

Elementary School Lunches 
Mini Sliders: Buy mini burger buns 
and top with sliced 
meatballs and a little 
barbecue sauce or ketchup. 
Pack additional barbecue 
sauce or ketchup for 
dipping. Add a bag of 
baked whole grain chips 
and pack carrot sticks and a 
frozen, 100% juice juice box. 

Pasta Salad: Cook short tubular pasta 
the night before and toss with olive oil 
to coat. Add chunks of cheese, snap 
peas and a little sweet red bell pepper 
(or other vegetable your child likes).  

Ants on a Log: Fill celery sticks with 
sunflower seed butter (or peanut 
butter if allowed) and top with raisins. 
Serve with a healthy brand of cheese 
crackers, and a small container of 
flavored yogurt. 

M i d d l e  S c h o o l  L u n c h e s  
Picnic Lunch: Leftover fried (or 
healthier oven-fried) chicken makes a 
great lunch, and if you've got coleslaw 
too, even better. Wrap the chicken in 
foil or pack it in a reusable container; 
put the coleslaw in another small 
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School Lunch Ideas — K-12 



P A G E  1 0  M O N T A N A  P T A  V O I C E  

2011 Proposed Amendments to Montana PTA Bylaws 
 

AMENDMENT 1.  Article V—Members and Dues, Section 7. 
Amend by striking out the words “September 1 and end August 31” and inserting the words “July 1 

and end June 30”. 

 Section 7.  The Montana PTA membership year shall begin July 1 and end June 30.  
 

AMENDMENT 2.  Article V—Members and Dues, Section 4. 

Amend by striking out the words “three dollars and twenty-five cents ($3.25) per annum effective at 

the beginning of the membership year 2006-2007.” and inserting the words “three dollars and 

seventy-five cents ($3.75) per annum effective January 1, 2012.” 

 Section 4.  Each member of a local PTA shall pay annual dues as may be determined by the association. 
The amount of the dues shall include the portion payable to the Montana PTA as determined by the 

Montana PTA.  The Montana portion of each member’s dues shall be three dollars and seventy-five 
cents ($3.75) per annum effective January 1, 2012.  The amount of the dues shall also include the 
portion payable to National PTA as recommended by the National PTA board of directors and approved 
by a two-thirds (2/3) majority of the voting body at the National PTA Annual Convention.  

Rationale:  This amendment is to keep MT PTA membership year consistent with our fiscal year. 

Rationale:  This amendment is recommended to reflect that the Montana PTA has not raised dues in six years.  

Delegates at the 2006 convention at which the last dues increase was enacted indicated the desire to raise dues 

in small amounts on a more regular basis, rather than waiting longer periods until a large increase is 

necessary.  Delegates at the next convention passed an amendment requiring a review of dues rates in odd 

years.  As part of that review in 2011, the Montana PTA Board noted significant increases in costs in nearly 

every aspect of today’s economy since 2006. 

King Ave W. & 

Shiloh Rd. 

Billings, MT  59102 

Visit our website:  billings.huntingtonlearning.com  

Call now for the help you've been looking for. 
You're frustrated. You feel like you've tried everything. 

You're looking for answers. Huntington Learning Cen-

ter has them. Please, don't wait to call us at 406-651-

5880. 

Study 

Skills 

Vocabu-

lary 

SAT/ACT test prep 

State Testing 

High School Exam Prep. 

Reading 

Writing 

Math 

Thinking of Running from the 
Floor?? 

Are you thinking of running for an elected 

position on the Montana PTA Board of 

Directors but didn’t submit your application 

last spring?  You have until September 9th, 

2011 to submit your statement of intent to run 

from the floor and a recommendation from a 

local PTA unit to the Montana PTA office.  

Please consider the Member Representative 

position that is still open.  For details contact 

the MT PTA Office at 628-9007 or email 

ptamontana@rbbmt.org  
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P R O V I D I N G  P T A  N E W S  A N D  I N F O R M A T I O N  F O R  
M O N T A N A  P T A  L O C A L  U N I T S ,  C O U N C I L S ,  A N D  M E M B E R S  

MEMBER REPRESENTATIVES 

MICHELLE DUNCAN 
855-3160 

memberrep1@montanapta.org 

 

VACANT 
memberrep2@montanapta.org 

 

APPOINTED CHAIRS 
 

Advocacy:  VAL HEYNEMAN 
328-7307 

advocacy@montanapta.org 
 

Convention:  ALICIA KRAFT 
628-7048 

convention@montanapta.org 
 

 

Diversity:  MARIELLEN RITTS 
453-3554 

diversity@montanapta.org 
 

Membership:  SHERRY HOLDERITH 
860-9743 

membership@montanapta.org 
 

New Unit Development:  VACANT 
newunit@montanapta.org 
 

Program:  MICHELLE DUNCAN 
855-3160 

program@montanapta.org 
 

Reflections: 

JENNIFER VANVOAST 
799-2345 

reflections@montanapta.org 

President: 

DEE HENSLEY MACLEAN 
363-1608 

president@montanapta.org 
 

Secretary: 
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Never Run Late Again! 

Time-management strategies 
to help be on time and 

organized 

Cure yourself of “one-more-thing-
itis.”  One reason adults feel rushed 
is that they habitually try to cram in 
“one more thing,” the additional task 
that so often derails plans.  One-more
-thing-itis is a form of distractibility — 
the phone rings, you answer it, you 
notice that the table needs to be 
cleared, or a plant needs to be 
watered, and, once again, you run 
late.  Strategy: Think through the 
steps you’ll take before you leave the 
house.  Gather belongings and double
-check directions, if needed, the night 
before.  

Plan ahead to arrive early.  Aim to 
arrive 15 minutes before your 
appointment time.  If the prospect of 
facing empty time if you do arrive 

early horrifies you, keep a magazine, 
book, or stack of bills that need to be 
paid in a bag near the door, and grab 
it on the way out.  Calculate your 
departure time by adding 10 minutes 
to each half hour of travel time.  With 
the extra time, you’ll feel much less 
rushed should you run into traffic or 
another unforeseen delay.  

Build routine tasks into your 
weekly schedule.  When do you 
feel most stressed — in the morning, 
before work and school, or before 
dinner, when the kids need picking up 
and dinner needs preparing?  Instead 
of filling the gas tank or stopping to 
grab the ingredients for dinner on the 
fly, map out—and stick to—a weekly 
schedule that accounts for each of 
these tasks.  Lock in times for doing 
necessary weekly chores, such as 
grocery shopping and laundry, to 
prevent running out of milk or clean 
clothes.  Strategy: Shift to-do items 

into less stressful times.  For example, 
if mornings are more rushed, fill the 
gas tank on the way home.  

Don’t say “yes” out of habit — or 
guilt.  Many of us over-commit out 
of a desire to please our family, 
friends, or co-workers.  Strategy: Get 
in the habit of saying, “I’d like to, but 
let me check my schedule,” instead of 
giving an automatic “yes.”  In the 
end, you’ll please others more by 
being able to get things done on time, 
rather than always being late and 
rushed.  

Set realistic goals.  Can you really 
make a stew and pick up the kids in 
half an hour?  Deliver yourself from 
trying to be supermom.  Strategy: It’s 
OK to plan a quick-fix meal (or to 
have take-out!) on busier nights.  
Don’t feel you have to cram in three 
errands when you have time for only 
two. 
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