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Jones Lane Elementary School PTA

2007-2008 Committee Handbook

General Background…

Welcome!  We’re very happy that you have decided to be a 2007-08 PTA Committee Chairperson.  We are looking forward to working with you this year. 

If you are new to this position, the first thing you should do is contact the previous chairperson for your committee.  This person is your best source for detailed information about your committee’s responsibility.  While you are familiarizing yourself with your duties, please remember to keep detailed records.  One day you will need to pass this important information on to the next committee chairperson -- should you decide to seek another committee position next year or move on to a new school.  Your records about your ideas for the future will be an invaluable item to share with the next chairperson that takes over your committee.  Should you have ideas about ways in which to improve your committee, please remember to discuss any major changes with the PTA President and 1st Vice President beforehand.   
Enclosed are some materials that should make your job a little easier this year.  Please review these materials and file them in a convenient location.  You will probably need to refer to these materials throughout the year.  
Top Ten Things You Need to Know…

1. “1629” is the PTA code for the school copier.  Lately, the copier has not required the input of a code.  However, please keep the PTA code handy in the event that the copier is repaired over the summer.  
2. PTA data and files are generally produced in Microsoft Word or Excel format.  This is to permit ease of file review, email, and transitions for future committees. 

3. The “Budgets” for all PTA Committees will be finalized at the October PTA meeting.  Please review the attached budget and contact the PTA Treasurer, if you have any questions or concerns about the attached budget.  Also, please do your best to stay within the budget allocated for your committee.  Should you need an increase in your budget, please be sure to contact the PTA Treasurer immediately.  
4. “Communication” is the key to our success!  Each PTA Committee has a mail folder in the PTA File Cart which is located in the copy room at school.  Check it regularly for information.  Also, feel free to contact PTA Board members and other committee chairpersons through this mailbox.   

5. “PTA Flyers and other PTA Communications (hereinafter “documents”)” -- Jones Lane Elementary School PTA should be printed at the top of all PTA documents.  Documents that are to go home in students backpacks must be approved by the PTA President, 1st VP and Mrs. Sample, in that order.  Documents that are intended for placement on the PTA Yahoo Group e-mail should be approved by the 1st VP and PTA President only.    
6. All contracts need to be reviewed and approved by the PTA President.  All tax forms should be reviewed and submitted by the Treasurer.  Also, remember that all contracts entered into by your committee must be signed by the PTA President in order to be valid.
7. The “Jaguar Express Newsletter Deadline…”is the first Tuesday of the month.  The absolute last day for article submissions is the first Thursday of the month.  Late submission of articles will be accepted on a space available basis.  Please note that the newsletter will not be published in September, January and April. 

8. If you need help or advice about your committee or event, please contact the 1st VP.  If you need volunteer help, please contact the PTA 2nd VP.  Volunteers are generally solicited in the summer and in the spring. 
9. Keep a record of all your committee’s expenses.  Submit all disbursement forms to the PTA Treasurer.  It is the responsibility of each committee member to fill out itemized deposit slips for each check and monies received.  Once the deposits slips are completely filled out, submit those items to the PTA Treasurer.  

10. You are a valuable asset to the PTA and JLES.  We appreciate your help!  If at anytime you are concerned about a PTA matter, please feel free to contact the PTA President or any PTA Officer.     
Do We Have Your Numbers?

A roster of all of the JLES PTA Officers and Chairpersons is enclosed. Please review the information on the roster carefully.  If you notice any mistakes, please contact the 1st VP immediately.  It is important that we have the correct information listed for each committee member.

About the Back to School Packet…

At the beginning of the school year, each child brings home a “Back to School Packet” (BTS) filled with important information.  This is your opportunity to provide information about your activity to the JLES families.  The BTS packets will be assembled by our Summer Jobs Committee and volunteers on August 9.  The following PTA Officers and Committees should prepare a flyer for the BTS Packet:

President’s Letter

Buddy Program Information

FLES Information
Directory Information
Form
Promotions 



Volunteer Sign-ups

Spirit Clothing Order Forms
Drama Club Information

Sally Foster Flyer

First PTA Meeting Notice
PTA Calendar



Back-to-School Picnic
Halloween Young Run


In order to facilitate the review and approval process, please send draft of your committee’s flyer/materials to the 1st VP by July 23rd.  Use email, real mail or the 1st VP’s PTA folder in the copy room.  This will give the 1st VP time to complete the review process, provide feedback, and allow time to make copies.  Once the review process is complete, you will need to make 550 copies of your flyer/materials and leave them with Chris Moore in the office prior to the BTS packet assembly date.
Monthly Meetings…

PTA meetings will generally be held at 7:00 p.m. on the first Tuesday of each month.  The President will contact you in advance to confirm whether you will be available to give a report.  Please feel free to contact the President, if you would like an agenda topic added for discussion at each meeting.

Where to Find Those Extra Helping Hands…

If you need volunteers for your event or activity, please contact the 2nd Vice President.  Volunteers are generally solicited in the summer and in the spring.  

Please let the 2nd VP know if you would like volunteers solicited through the BTS packet flyer for any activity not listed above.

PTA Money Talk…

Enclosed is the Approved 2007-2008 JLES Preliminary PTA Budget.  This budget will be reviewed and approved again at the October meeting.  Please review the budget allocated for your committee.  If you would like to make changes to your committee’s budget, please contact the Treasurer or President.
Executive Board…
The PTA Bylaws provide for an Executive Board to consist the five PTA officers, MCCPTA delegates, the principal or a representative appointed by the principal, and “Core Chairs” selected by and representing the various committee chairpersons.  Core Chairs are divided into the following five groupings: School Community, Fundraising, Educational, Cultural, and Recreation and Family. The Core Chairs will be selected at the September 4th PTA meeting.  This is also the date of the Committee Training meeting.  Please mark this date and plan to attend.
Please Keep The Following Reference Materials Handy…

JLES PTA Officers and Committee Descriptions

JLES PTA Calendar
JLES PTA Committee Roster
JLES PTA Budget

JLES PTA Bylaws

Thank you for agreeing to volunteer your time to the PTA. We are looking forward to a wonderful year.  We’re so happy that you are along for the ride!

[image: image2.wmf]
[image: image3.wmf]
PAGE  
4

