Welcome!!! This transitional binder is meant to guide you at running the Physical Therapy Organization. You will find instructions and how-to’s on the nitty gritty details as I learned them during my time as an officer. As the years go by, the processes might change, so please update them before responsibly passing this on to the next year’s president to share with their fellow officers.  Lastly, I leave you with some words of advice.
As a PTO Officer, you have more responsibility, and more eyes looking your way. It’s important to remember that this organization is run by YOU and your fellow officers. What does or does not get done, is the responsibility of you and your fellow officers. So put forth ideas, get your members interest, and make these ideas happen! It’s evident that you be professional, on and off campus. You now not only have the power to bring up PTO’s and SEU’s reputation, but equally you have the ability to ruin our name should something bad happen. As officers, you should especially put forth an effort to make connections with anyone you bring in as a guest speaker or any clinic/individual you network with online. Heck, be really nice (not that you aren’t already) with those coworkers and professors because you NEVER know who has that one connection that can make or break a future job, internship, opportunity, and/or career. Be smart, get to know one another, communicate often, let your passion for PT/OT shine bright, and HAVE FUN! 
-2014/2015 Physical Therapy Organization President: 
Jessie Traves

P.S. Feel free to contact me any time, for any advice/ question/ concern/ update. Seriously, I would be really happy to help					Email: jessntrvs@gmail.com
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The Constitution
· This is the official bible to refer to for any policies and processes. This is your rules about anything. Can be changed, but I would recommend making any changes at the very start or the very end of the year. Refer to it as needed. If changes are made make sure an official approval from all of the officers is received. (maybe have an officer meeting just for the purpose of discussing and voting on the changes)


Members
· Recruiting
· Involvement Fair - always have an elevator speech ready when somebody asks you what your org is about; include a sign in sheet (ask for SEU EMAIL to make your life easier) for interested individuals and some swag of any sort (shirts/ gum/ candy/ etc.)
· Orientation – held during the summer; optional to recruit but definitely puts your name out there 
· Prospective/New Member
· You must email any prospective members through Collegiate Link, and they must accept in order to be officially added to the roster on Collegiate Link. Otherwise, they will have ‘joined’, and you must accept it on Collegiate Link
· To request people: Roster => Ask people to join (or something along that phrase) => Type all emails in => Click Send!
· Collegiate Link Messaging system doesn’t accept responses, and cannot attach files. So keep a copy of the emails for messaging through Zimbra if that is your preference (SEE MEDIA SECTION)
· Dues- is dependent on the constitution. Recommended to help fund organization events, but should be mandated more. As of 2013/2014, dues were 10$ for every member/officer at the start of each school year. 


Meetings
· Yearly Exec Meeting:
· Your ROC rep will email you at the beginning of each year to schedule an exec meeting in which she or he will go over some basic information on how to run an organization. This is a very useful session to attend if you are new to this and have a lot of questions to ask. They don’t usually take too much time, and are mandatory, so if you can’t make it make sure to send an officer so that your org has this information.
· Traditional meetings to have every year (optional)
· PT/OT speakers- ask for their email to keep in touch/expand connections!
· Some nearby PT school representative (UIW, USA, UTSM)- ask if they could bring application waivers!
· Recommend having food at all meetings, and a casual environment at most meetings
· Something fun (T shirt design or planning for a 5k)
· How to Reserve a Room:
· Start by creating an event on Collegiate Link first
· Reserve a room on 25live at least 2 weeks before a meeting
· This site can be accessed on the “Campus Links” Pull Down Tab on Collegiate Link. Use common sense to fill out the 25Live Reservation. Play around with the site, it can reserve rooms in a couple of different ways (Name the room, See what’s available, search by conference rooms, search by size, etc). I try to stick to searching by what’s available!
· NOTE: Reservations must be made at LEAST 3 days in advance.
· You need BOTH CollegiateLink and 25Live done within the same time frame to have your event approved/ room reserved. 


Media
· Facebook: www.facebook.com/StEdwardsPTO
· Must be added as an admin person from the previous officers
· Use this for advertisement
· Post meeting reminders/details
· Twitter: www.twitter.com/StEdwardsPTO
· Username: StEdwardsPTO	Password: help4bod
· Email: www.mail.stedwards.edu
· Username: pto		Password: help4bod
· Use this to email anybody outside of SEU, like PTs/OTs
· Last year’s roster can be found by looking at any recent sent messages. Also, there are a couple of lists saved as drafts that might or might not be updated from last year. You will have to add in any involvement fair emails to this list yourself if you choose to message through zimbra!
· You can create groups to email your org members, so you don’t have to type them in each time, or make a group for your officers that you can use.
· Zimbra is also very useful for sharing each other’s calendars in order to schedule your meetings.
· Collegiate Link: https://stedwards.collegiatelink.net/organization/pto
· Login with own SEU username & password
· Update Official roster and documents yearly


Other
· Constitution
· Can be changed at the start of every year, at the President’s discretion
· Elections
· Should be done towards the end of the year, usually around late March/ early April
· Risk Management
· REQUIRES 2 officers to attend every semester
· REQUIRES the advisor to attend every 3 years
· ROC Representative
· This person helps out with any questions and checks up on you every once in a while to make sure your org is active and reminds you about risk management or any leadership opportunities. Your Roc Rep is Thuy Vy! Email her at tmai@stedwards.edu
· Dean’s Leadership Council- School of Education:
· President of PTO will automatically be the PTO representative
· This is a council meant to represent the student body of the School of Education. PTO Rep is to update the council on your upcoming events and present any concerns and propose any changes you might want to see. 
· You may contact the executive chairs with any questions about meetings
· Registration for next year
· To be done on CollegiateLink towards the end of the spring semester.
· Shirts: 
· Recommended for SWAG and to be ordered at the officers discretion.
· You can request funding for shirts, though the ROC will only fund half of the cost. In order to receive funding (other than filling out the funding request form on collegiatelink) you will need to send 3 different invoices, along with the shirt design to whoever the funding coordinator is. They will need these documents to discuss your funding request during their weekly meetings.
