PTA GUIDELINES (STANDING RULES) 2011-2012 

· Whenever you send an e-mail to the President or Vice Presidents please send it to all of us.  It will keep us all in the loop.

· Every flier to be sent home to PRES families must be approved in advance by the PTA President or one of the Vice Presidents AND the Principal or Assistant Principal.  Please submit to the school for approval 24 hours in advance (using e-mail will greatly expedite this process).  Each flier should identify if the PTA is sponsoring the event, have PTA representative contact information, state “payable to PRES PTA” as appropriate, state how/where to return checks (e.g. envelope marked “PTA” and placed in PTA box), thank parents for their support, give a deadline, if appropriate, etc. 

· Please keep a copy of every flier as well as good notes of how you planned your event—it helps the committee next year.
· Leave extra copies of fliers in the front office—parents often call and ask questions or ask for additional copies.  In order to distribute fliers to a class, place the appropriate # of copies in the teacher(s) mailboxes.  Include one for the teacher and indicate whether it goes home to everyone or to just youngest/only and when you would like it to be sent home.  The current y/o count sheet is located on the bulletin board closest to the teacher mailboxes.  Sending items to the youngest and only children GREATLY reduces our copying costs.
· Send an electronic copy of your flier to the Newsletter coordinator for inclusion in the newsletter and to the Website Coordinator so that a link can be created on the website to direct parents to the flier on-line.
· When making more than 30 copies use the Gestetner and PTA paper.  PTA paper is kept in the PTA closet – please take what you need from the closet (If supplies appear low, please advise the President or Vice Presidents).  If you need fewer copies, use the other copier.  Our copy code number is 17666.  Please use these copies sparingly; we are given a limited number of copies each quarter and when they’re gone, they’re gone.  Do not go to Staples or Kinko’s for copies and request reimbursement.  If the Gestetner cannot meet your needs, get a quote from Outer Office, and give the PTA President or one of the Vice Presidents a call.  With adequate notice, we can also request printing from the HCPSS Print Shop at no charge.  Please ask the PTA President or Vice Presidents for a copy of the HCPSS printing guidelines.
· The key to the PTA closet is in the front office, in a box in the cupboard below where the volunteer sign-in computer is kept.  Please remember to return the key when you’re done.
· Remember to advertise your event in the PTA newsletter to thank parents and volunteers for making your event successful.  As of August 2011, the PTA sends home a weekly electronic newsletter.  Making sure has all the current dates/times events etc will make it more valuable for our families.  Please send your requested message to the PTA Newsletter Committee Chair on Wednesday for distribution that Friday.  The PTA President and Vice Presidents routinely review the newsletter for content.
· If you need a check from the Treasurer, give as much lead-time as possible. If it’s time-urgent, call or e-mail to arrange for signatures.  Provide the disbursement request and copies of supporting documents. Checks for deposit should be hand delivered to the Finance Committee Chair with a completed deposit sheet.  
· For any contracts requiring PTA signature, please contact the PTA President.  Any contract that obligates the PTA should be consistent with your budget, be consistent with your committee objectives, and state exactly your expectations.  For example, if the date or manner of performance is essential to you, the contract needs to state that it is material.  Don’t be afraid to modify a vendor’s form.  With any questions about a contract, please ask the President or Vice Presidents for review.
· To request room/space for an event, you must create an electronic account at https://ems.hcpss.org/VirtualEMS/ (as of Summer 2011).  This is now an on-line process.  It will take 24 hours to create your account and then you can return to make a reservation.  Chief Custodian is Diane Mathews Diane_Matthews@HCPSS.org.
· Please notify the custodial staff of any event needing their help (table set up, extension cords, etc.)  Understand in advance the responsibilities of PTA volunteers, parents/ attendees, and Custodial staff (particularly for clean up). 
· If your committee needs a database listing of students, teachers etc., please first contact the President or one of the Vice Presidents to determine which PTA databases are available for your use.   The PTA will create also a list for each PTA Committee of parents who have volunteered to assist. 

· Never turn away a volunteer—we depend on them entirely.  Together we can find the right match for the right person.  If you need more volunteers, call any member of the Executive Board to help with recruitment.
· If you have a question or concern, e-mail or call the President or the Vice Presidents.  Keep the Board informed with e-mail updates prior to the monthly meetings.  They help the meeting run smoothly and in a more timely fashion.
Have fun and enjoy the year.  You are making our community stronger and our children’s lives better by doing this work.

Thank you.
Updated July 13, 2011


