Dear Chairperson,

     Here’s to your enthusiasm and dedication!  The PTA appreciates the time and energy you are donating to your child and the Chittick Family.  Please contact your liaison with any questions or concerns you may have.
     These pages contain important information. The information is somewhat generalized, there are simply too many details to include.  Your liaison is your key contact to get more detailed, specific information!  If you need immediate assistance & your liaison is unavailable, contact any Board member.

	President:
	VACANT
	
	
	Treasurer
	Michael Trzaska
	732-690-1667

	VP Fundraising
	Chris Conlon
	732-238-7640
	
	Rec. Sect’y
	Mary Heapes
	732-790-9250

	VP Cultural Arts
	Melissa Tapia
	732-257-5716
	
	Corresp. Sect’y
	VACANT
	


CORRESPONDENCE WITHIN THE PTA: All correspondence to any member should be left in the PTA mail slot in the office.  There is a green accordion folder with a section for each board member.  If it is time-sensitive, follow up by contacting the recipient by phone or email.  Event forms are in manila folders in the mail slot, or may be downloaded from the website.  http://teacherweb.com/nj/chittickelementary/pta/apt1.stm

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
GENERAL CORRESPONDENCE:  When making contact with vendors, you will most often give your personal phone # / email.  However, you should give the school’s address of 5 Flagler St.  The exception is if you are paying for items & shipping to your home, as this is a “per-order” situation.  Vendors who work with the PTA year after year (Tool Box, Scholastic, etc) will lose touch if mail is sent anywhere but the school.
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
BUDGET: As chairperson you are responsible to stay within your designated expense budget.  Some committees do not have expenses budgeted.  In that case the implied amount is $100 or less & is mostly for copy costs.  You may find that your budget is not enough to cover your event.  Contact your liaison ASAP.  If a small amount is needed, the president or the board will be able to approve the added expense.  If the amount is significant (i.e.: $50 or more), a motion must be presented to and passed by the membership to increase your budget.  Do not spend or contract additional monies prior to the vote.  If several people will be purchasing, give each one a spending limit.  You should review and initial their check requests before submitting to the treasurer.
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
CHECK REQUESTS: All check requests must have a receipt, invoice or contract attached. If a check is needed by a specific date, submit request a minimum of 1 week in advance.  If a check is needed prior to purchasing, fill out a check request as usual, the receipt can be handed in afterward. Advance checks will be made payable to the supplier.  I.e.: for stamps, check will be made to Postmaster.  Please have a tax exempt form for purchases, most stores will accept it. Some (like Sam’s Club) require an account designated as exempt.
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
PURCHASING:  Before making any purchases, check the PTA closet. It’s the first door on the left down the 5th grade hallway.  The key is in the PTA mail slot on a red lanyard.  We often have “leftovers” stored there.  Dig around the shelves a bit, but NOT the 5th grade sections!  If you see something that isn’t labeled for a specific event, it’s available.  Label it for your use & double check with your liaison to avoid any conflict.  Watch for sales & coupons, but don’t run all over town!  The PTA has a discount card for some stores.  Ask if a store will give a discount to non-profit groups.  If you have “leftovers”, especially in quantity & in un-opened cartons, please don’t just “dump” them in the closet.  Ask if an upcoming event can use them, if not return them for refunds. 
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
START-UP FUNDS: The monies needed to make change. The usual amount is $100.  If your event has several “sales stations” and you need more start-up, contact the treasurer.  Fill out the request form at least 1 week prior to the event, indicating the amounts & denominations needed.  Verbal requests to the treasurer are acceptable, but the written form must be presented before funds will be disbursed.
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
COUNTING & TURNING IN INCOME:  When your event is over, the tally sheet must be completed immediately.  Set aside your start-up funds, this is not income.  2 people must count & sign the tally.  If you are a committee of one, the treasurer will sign.  You must coordinate with the treasurer, liaison or board member to take the money after the event.  If your event runs more than 1 day, a tally should be done each day.  If you have payments coming in over a period of time, turn in monies as soon as the order is placed.  It is important to get checks deposited well before merchandise will be distributed, there have been checks returned for non-sufficient funds & those orders should be held.  You may turn in several tally sheets if you prefer not to hold monies at home.  Occasionally checks are done incorrectly, wrong payee, wrong amount, etc.  Set them aside for resolution, and tally up everything else without delay!  You are responsible to make contact & correct the error, or you may call the treasurer for assistance.
COMMITTEE CHAIRPERSON’S CHECKLIST

___1. Contact ALL committee members.

___2. Complete Utilities Use Form (if event is after school hours) & submit to main office.  Please add your 

          Email address.  You will be contacted by the B. o E. or the school by email.

___3.  Complete Fire Permit Form (if event is after school hours) & fax to fire dept.
___4.  Check PTA closet for supplies prior to purchasing.

___5.  Use tax-exempt form for purchases.  Complete check request form(s), submit to treasurer.

___6.  Make flier promoting event.  (See next page for details)

___7.  Have flier approved by liaison, then principal and/or assistant principal.  (may be done via email)

__7a.  The request for volunteers on the flier will reach Chittick parents.  Other sources are the EB Youth    

           Council, Hammarskjold, Churchill, EBHS & local churches, for students performing community

           service.

___8.  Complete PTA Central Duplicating form; take flier & form to copy room in Bd. of Ed. building.

           (See next page for details regarding 8, 9, & 10)

___9.  Distribute fliers into teachers’ mail slots.

__10.  Put extra copies in a basket on the counter in the main office to collect replies.
__11.  Leave a note for the After-School program (in their mail slot) if you need access to the all-purpose room 

           for set-up.

__12.  Contact ALL volunteers, or have a committee member(s) make contact to assign/coordinate tasks.

__13.  Complete event set-up form, put in custodian’s mail slot a minimum of 1 week in advance.

__14.  Complete start-up funds form.  Arrange a time to pick up the cash & cash box(es).
__15.  Make a volunteer schedule, sign-in sheet, and name tags.  Hall/door/bathroom monitors needed.  A  

 monitor may be needed in the lobby to be sure students are accompanied by an adult if required.

__15a.  The Halloween Social & the Carnival require outside security at Mr. Decker’s request.  This is provided

             through the EB Police Dept.  See event folder or liaison for details.

__16.  For evening events, you may want to see Mr. Decker to borrow the walkie-talkies to keep in contact with

           the custodians.

__17.  After event, count money & complete tally form.  Turn both over to designated board member.

__18.  Complete thank you notes to volunteers, staff, etc.  Try to email when possible.  For events like the 

           carnival, with 60+ volunteers, a “thank you” list can be given during the event.  Contact corresponding  

           secretary if you need assistance.

__19.  Complete event follow up form, return it & the event folder to your liaison.
In case you missed it, your event happened between #s 16 & 17!  (
THANK YOU SO MUCH FOR ALL OF YOUR HARD WORK!!

PROCEDURES FOR FLIERS & DUPLICATING

All fliers must contain the following information:

Must be on Chittick “letterhead” or clearly state the activity is sponsored by the PTA.

· Event Name

· Date

Time

Rain Date (if applicable)

· Admission Price, price or price range of activities, refreshments, etc.
· Contact person(s), phone number and/or email address

· Attendance restrictions (if applicable. i.e.: Chittick students only, younger/older siblings allowed)
· Adult attendance (if required)
· Entrance Location (Lobby)

Fliers must be approved by liaison and principal and/or assistant principal.  Email will speed up the process.  If fliers are left as hardcopy for the principal(s), it will take a minimum of 24 hours to be approved.  The hardcopy will be left for you in the PTA slot.

With the increased cost of duplicating and the accessibility of the internet, we are providing more information via the PTA website.  It isn’t possible to go paperless entirely, but try to reduce copies.  i.e.: fit 2 forms per page.  Eliminate reminders, or send a few reminders per class to be given only to students who need one.  Follow-up announcements (i.e.: results of fundraiser, “thanks for coming”, etc) should be done via the website.
Central Duplicating (in the Bd. of Ed. building) is our least expensive option.  A single-sided copy is 2c, double-sided is 3c.  The run time is 1 – 2 weeks, most jobs take 1 week.  Please make every effort to have your flier ready well in advance of the desired distribution date.  Duplicating may be able to rush a job, but that privilege should not be abused. 
The Duplicating form is titled “PTA Request Form” & has “PTA” in a circle in the upper right corner.  Make sure your form has that header, otherwise the cost may be charged to the school’s account.  Use the most recent enrollment sheet (available in PTA slot) for quantity needed.  Add 60-70 to the total.  The only paper color available is white.  Under “Further Instructions”, request copies in stacks of 25 (or 12 if 2/pg) to make distribution easier.  Under “subject/department”, fill in the title of your event.  You will NOT be called when the job is done, you must go in to pick it up.  Turn in the request form & the ½ page “invoice” to the treasurer ASAP.  When distributing, each class gets 1 extra copy, leave 1 for each special teacher (gym, art, etc.).  Any extras go into an empty basket (you may have to empty one, double up or bring your own) on the counter in the office.  All replies will go into this basket.  PLEASE check the contents of your basket before you take papers home.  Often the wrong forms find their way into the baskets.
The PTA has a copy machine in the storage closet, it is best used for jobs of 200 copies or less.  Please respect this limit, more than that at one time will cause overheating & jamming.  Please “log in” your copy job (name, date, event,# of copies) on the note pad.  For yourself & the copier, there’s a small fan in the closet to help cool off.  (Note: Leave the black power cord plugged in.  The copier has no on/off switch, plugged in = on, unplugged = off.)
The board has an access code to a copy machine at the Bd. of Ed.  The code will not be given to any member who is not on the board.  This service is not a substitute for Central Duplicating.  Theatre Week is the only routine exception to preparing fliers in advance, as programs must be done in 2-3 days.  Again, please make preparation of your flier a priority!  If you must use a source such as Staples for copies, you must take the added expense into account toward your spending limit, as it will more than double the Central Duplicating cost.   
To sum up, your volunteering is vitally important to the goals of the PTA.  The events throughout the school year would not be possible without involvement, enthusiasm and effort.

Thank you again for what you do!

Please return this page to your board liaison as soon as possible.
EVENT _______________________________________________________________
DATE: ________________________________________________________________


I have received the PTA Chairman packet and read the information therein. 


_____________________________________

__________________


Signature
                                                                  Date


_____________________________________

____________________


Print Name





Liaisons Initial                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
