President

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Serve on the Budget & Finance committee along with the Treasurer and Design Team Chairs.  Work with the committee to present a budget to the membership at the May meetings.  

· Keep communication going constantly

· Provide Agendas one week prior to meetings

· Follow the day to day matters and address anything that needs attention

· Keep in contact with design team chairs and provide support as needed

· Follow up with chairpeople, board members if their responsibilities are not being met

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next President after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

VP of Membership

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Work in conjunction with the class selected to run the membership drive.  Based on communication with the teacher, make sure all membership drive procedures are being followed.  Communicate with the Treasurer regularly to coordinate deposits and to secure checks needed.  Celebrate your successful drive with the class.

· Work with the President to provide support and assist as necessary.

· Preside over meetings in the President’s absence.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next VP of membership after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

VP of Budget & Finance

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Serve on the Budget & Finance committee along with the President, Treasurer, and Design Team Chairs.  Work with the committee to present a budget to the membership at the May meetings.  

· You are the master keeper of the Plan of Works.  Work with the Design Team chairs to collect the plan of works preferably via email at least 10 days before a board meeting.  Email all plan of works to the board and design team chairs at least 7 days before the board meeting.  Last minute emergency plan of works will arise, but the goal is to keep communication going and adhear to this timetable.  This allows all board members to review plan of works before the meeting and contact the chair with any concerns or questions they may have – this will help keep board meetings as short as possible.

· Work with the President to provide support and assist as necessary.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next VP of Budget & Finance after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

VP of Programs

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Consult the Principal at the beginning of the year to discuss the family nights held in conjunction with the school.

· Consult the Invention Convention, History Fair and Science fair teacher chairpeople to determine if awards will be presented in conjunction with a PTA meeting.  If the awards will be presented in conjunction with a PTA meeting, communicate this to the secretary at least one month prior. 

· Work with the staff to provide support for family nights such as Family Science Night at the Museum of Science and History, Family Art Night, Health and Fitness Fair, Family Literacy Night, or any others.

· Work with the President to provide support and assist as necessary.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next VP of Programs after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

VP of Parent Involvement

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Work with the Principal to determine how volunteer hours will be collected.  Check with the principal to determine any outside volunteers that will be working in the school (example – TCU students, Teacher volunteer hours).

· Consult the Chairperson of the Database to get a copy of the database and the ability to tabulate each month’s hours in the database.

· Collect volunteer hours at the end of each month.  Calculate the total number of hours and submit them to the district by the 10th of the next month on the form provided.

· Determine a volunteer thank you gift and distribute the gifts either at the December & June Volunteer Appreciation Breakfasts or as levels of recognition are achieved.  In the past we have recognized volunteers at the 20, 50, 75, & 100 hour levels.

· The volunteer year for the district runs April through March.  It is recommended that you post or send volunteers a list of hours reported to allow for any corrections before the volunteer year ends.  The district recognizes 100 hour volunteers.

· Work with the President to provide support and assist as necessary.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next VP of Parent Involvement after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

Secretary

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Submit General PTA meeting reminders to the Weekly (deadline Wednesday 10am) the to be included in the Weekly for the two weeks before the meeting.  

· Submit General PTA meeting reminders to the Monthly by the deadline of the issue that is distributed before the meeting.

· Provide reminder labels to be handed out by teachers the day of a PTA General Meeting for the students to wear home.

· Take minutes at all general and board meetings.  These minutes need to be typed and distributed to the board.  They also need to be handwritten in a bound, numbered page ledger.  After the minutes are filed for audit, sign and date them.

· Keep a current membership list.  Check members in before a general PTA meeting and give them a voting card.  Only PTA members can vote or speak at meetings.  If you are unavailable to arrive early for a meeting, find someone to check in members.

· Work with the President to provide support and assist as necessary.

· Preside over meetings in the President’s absence.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next VP Secretary after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

Treasurer

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Follow all State and National guidelines for Treasurer

· Communicate with all officers, chairpeople, and staff procedures for PTA money including collecting money for deposit and requesting check, sales tax, use of the tax id number, etc

· Provide Treasurer’s report for all board and general meetings

· Use the PTA software

· Keep ledger pages for each line item and share the ledger page with the chair quarterly

· Keep classroom enrichment pages by staff member and give report at least bimonthly

· Bring a updated budget to each meeting

· File Sales Tax and Tax return in a timely manner

· Have Sales Tax Permit posted at all fundraisers 

· Work with the President to provide support and assist as necessary.

· Preside over meetings in the President’s absence.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next Treasurer after their election to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

Historian

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Follow guidelines presented by State and keep a history of the PTA year

· You may enter book in competition

· Work with the President to provide support and assist as necessary.

· Preside over meetings in the President’s absence.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next Historian after their appointment to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

Parliamentarian

· Attend board and general pta meetings.  If you are unable to attend, a written report should be submitted communicating anything for discussion or vote and to provide input on agenda items.

· Assist with the Back to School Night

· Advise the President of parliamentary procedure

· Make sure by laws and standing rules are up to date and be on the committee to revise every 3-5 years

· Work with the President to provide support and assist as necessary.

· Preside over meetings in the President’s absence.

· Maintain your procedure book throughout the year documenting what you do.  Meet with the next Parliamentarian after their appointment to communicate job responsibilities and pass on your procedure book.

· Celebrate a successful year with your fellow board members.

