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2009-2010 Chairperson Information Package

Dear Committee Chairperson, 

     Let us start by saying Thank you for volunteering to chair a PTO Committee this year.  Please take the time to review this package that explains responsibilities and policies.  Many of the items that you will need can be found on the Long Hill PTO website located at the PTO tab of  www.longhill.org .  Please share this information with your co-chairs and committee members.  If you have any questions concerning the procedures outlined, do not hesitate to contact us.

Thank you for your efforts.  We look forward to a great year!

Sincerely, 

Jena Rae

PTO Co-President

903-1182
stamfordbridgeconsulting@verizon.net
Tricia O’Meara

PTO Co-President



pcomeara@msn.com 
Fundraising Information:
Maureen Malloy

PTO Vice-President





Financial Questions: 

Sally Semper

PTO Treasurer


604-6729
jsemper@juno.com
Volunteer List:

Charlene Teo

PTO Corresponding Secretary



Trish Krug

Gillette School PTO Head Rep

Jill Hackett

Millington School PTO Head Rep





Tracy Tedesco

Central School PTO Head Rep

Christine Quinn

Pipeline Editor




Kate Anastario

PTO Database





Items needed and where to get them:

· Budget Information – current year available on PTO website and from PTO Treasurer.

· Chairperson Responsibilities - attached 

· Committee Volunteer List – PTO Corresponding Secretary.

· School Building Use Form – hard copy can be obtained from Board of Ed. Office. 

· PTO Database Request – PTO website.  

· Deposit Instructions – PTO website.

· Check Request Form – PTO website.

· Tax Exempt Form ST-5 – Copy can be obtained from the PTO Treasurer.

2009-2010 Chairperson Responsibilities  

1. Contact prior year’s chairpersons to receive valuable information, flyers and advice concerning your event.  Prior year chairpersons’ names can be obtained from the PTO Co-Presidents and are also listed in the prior year’s Buzz Book.

2. CHOOSING A DATE.  PTO events are generally run at the same time each year.  Please notify the PTO to discuss setting of your date. Who do you need to notify to set and publicize the date:

a. School principal if required.

b. PTO Presidents to avoid conflicts and to include info on PTO website.

c. On-line Website Calendar to include date info.

d. PTO Pipeline to include an article announcing or reporting on an event.

3. SCHOOL BUILDING USE FORM.  You must complete a Building Use Form for use of school property. Please include your need for tables, chairs, tents, etc.  The more detailed you are able to be, the better. Don’t forget to request the time you’ll need reserved for set up, if necessary. This form must be sent to the Board of Education offices at Gillette School. 
4. PTO DATABASE REQUEST. The PTO Database can save you LOTS of time, energy and effort.   We already have listings/reports and labels for many of the events and activities that the PTO sponsors.  They are yours for the asking.  To receive information on disk, paper or labels, please complete the Database Request form and submit it as instructed. This form is available on the PTO website.

5. VOLUNTEERS.  Volunteer lists are compiled soon after school opens. A list of volunteers and phone numbers can be obtained from the PTO Corresponding Secretary.  Please try to utilize all of your volunteers. You can also solicit extra help on your own if needed.  

6. MEMOS AND FLYERS.  

a. Writing Flyers.  All flyers must be dated and include:

i. Contact name and information (i.e. phone number and /or email)

ii. Due date, if appropriate

iii. “PTO” clearly in the headline.  You can also use the PTO logo.

iv. If you are giving payment instructions, indicate in bold print that only checks made out to Long Hill PTO (LHT PTO) can be accepted.

b. Approval of flyers.  All flyers should be submitted for approval as follows: 

1. All flyers must be approved by one of the PTO Co-Presidents.

2. School wide flyers must be approved by the Superintendent.  They can be sent to directly to Dr Rovtar electronically at rrovtar@longhill.org .

3. Flyers distributed through a single school must be approved by the school principal.

4. Please allow enough time for this process.  Remember that flyers are only distributed on Fridays via email in the Friday Flyers from the superintendant’s office.  

c. Copying Guidelines.  Since we have now Gone Green in the Long Hill Township School District, we no longer send home copies in the backpacks.  All flyers are distributed electronically via Friday Flyers or using the PTO email database.  Order forms or flyers that require the return of specific, hand-written information MAY be distributed but must first be approved by a PTO co-President and the Superintendant.
7. BUDGET.  Your budget is the amount approved for a particular project or event.  Financial reports are available from the PTO Treasurer detailing prior year’s transactions.

a. Please use the PTO Tax Exempt number when purchasing supplies for your event.  The Tax Exempt form can be obtained from the PTO Treasurer.

b. Any committee anticipating overspending their budget by more than $200.00 should contact PTO Co-Presidents.  Approval must be obtained from the PTO Executive Board and it must be voted on at a general PTO meeting.  This must be done prior to committing to the expense.  

c. Additionally, if this project has been budgeted as a fundraiser and the committee chairpersons feel the fundraiser is going to generate $500 above or below than projected, the PTO Executive Board should be notified as soon as possible. 

8. HANDLING OF FUNDS.  Please use the “Deposit” form for making deposits and the “Check Request” form for requesting checks/ reimbursements.  Please request reimbursements within 30 days after an event.  Original receipts must accompany all requests for reimbursements.  Reimbursements will be made for the exact amount of the expenses submitted. These forms are available on the PTO website. 

9. CONTRACTS AND PERMITS:  Any contract must be co-signed by a PTO Co-President and the Committee Chairperson (if assigned) unless otherwise specified.  Contracts should never be signed by the Committee Chairperson only.  Copies of the contract, financial terms, selling dates, and profit percentage scales should be given to the PTO Co-President and the PTO Treasurer.  Any other financial commitments, including confirmation letters from authors, artists, programs, etc., should also be copied and sent to the PTO Co-President and the PTO Treasurer.   

10. PERMITS FOR RAFFLES AND GAMES OF CHANCE.  Please be aware that paperwork and applications must be submitted at least 4 months prior to the actual dates.  There are no exceptions. Please contact PTO Treasurer for more information.
11. PROGRESS REPORTS.  Please keep us informed on your committee’s plans and progress.  It would be  great if you could attend the PTO meeting prior to your event and the meeting immediately following your event so the plans and progress can be shared at the meeting.  If you or a member of your committee cannot attend a monthly PTO meeting (listed below) to report on your project, please phone the PTO Co-President before the meeting so that the Board knows the details to be reported.  If you are requesting additional funds, please plan to have someone from your committee actually present at the meeting. 

12. PTO MEETINGS DATES.  Note:  The Executive Board generally meets one week prior to the PTO Meeting Date.

Oct. 21, 11/18, No Dec Meeting, 1/20, 2/17, 3/17, 4/21, 5/19
13. Don’t Forget to say “Thanks”: to your volunteers, teachers, administrators, staff support, and custodians.  Send a note, make a phone call, put an article in the PTO Pipeline or local newspaper.   It’s nice to hear!

14. CONCLUSION:  Please collect all general emails, flyers and notices, as well as your personal summary and submit it, along with any photos or suggestions, to your School Head Rep or PTO Executive Member to be handed to next year’s chairperson(s).  It would be beneficial if a chairperson from each committee could meet with the following years’ chairperson to go over procedures, recommendations, etc. 
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