
Local Officer Training
Welcome to all Alabama Local Chapter Officers 



Our Agenda 

How to find the Alabama P.E.O. website

How to find the International P.E.O. 

website

 IOLC (Instruction Officers of  Local 

Chapters)

Duties and Instructions for ALL local 

officers



Resources You Will Need 

Website Resources

 www.peoalabama.org

 www.peointernational.org (aka The HUB)

Note: You will be asked to change your passwords 

regularly on these sites.

 P.E.O. Constitution 

 AL State Bylaws and Standing Rules

 List of Supplies for Officers of Local Chapters

 Alabama Spot Reminder Document 

http://www.peointernational.org/
http://www.peointernational.org/
http://www.peointernational.org/


Our Alabama Website – Sign IN  



Where to Find Documents



Where to Find International Resources

Member Login



The HUB



The Library



Instructions to Local 



The IOLC



A Few Housekeeping Announcements 
 Remember Your Board Buddy is here to help You!

 Please always use the Correct Transmittal Sheets when sending giving to the State 

Treasurer-Use the Chapter Giving Only Transmittal.  The Direct Transmittal (for 

Individuals) should be sent to International directly by the giver.  Note: direct giving 

can be done via the HUB.

 Dates matter in P.E.O.:  Here are a few very important ones…

 Yearbooks should be complete and sent to State Board by June 15 each year.

 In May be sure to have a State Convention Report at your chapter meeting.

 In June update all committee assignments on the HUB.

 In July start recruiting candidates for Project-remember for ELF anytime of the 

year is great.

 December each year start checking on your membership lists in preparation for 

Year End.

 In December it’s not too early to start collecting dues from Sisters.

 Local Chapter Presidents’ Letter are drafted and read to the chapter in February 

and sent to the State President.



More Housekeeping….
 In December and early January -ELF Legacy Chapter, IPS Partners in Peace 

Chapter (along with the online form which should be included to the state 

treasurer), PSA Laureate Chapter, STAR Constellation Chapter, PCE Brighter 

Tomorrow Chapter, Cottey College Luminary contributions, and all project 

contributions must be received by the Alabama State Treasurer by January 31 

in order to get them to the International Executive Office by the stated 

deadlines and for chapters to receive credit at the state convention in that 

year. Otherwise, recognition will be given the following year.

 March 10 (NLT) submit local Committee Chair reports to State Committees 

chairs.

 Treasurers send completed and signed IRS Form  (via the HUB)with check for 

dues and assessments to state treasurer before March 10.



Now Let’s Talk about Our Officers

Guard

Chaplain

Corresponding Secretary 

Recording Secretary

Treasurer

Vice President

President 
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