Cougar Ridge PTSA How To

Throughout this list you will note the reference to VP’s.  Please refer to your PTSA Organizational Chart for the Executive Committee Vice President that each committee falls under, as well as the names of all other committee chairs.  Please also feel free to call on the PTSA President(s) for direction.

How to attend monthly PTSA meetings...
· All Standing Committee Chairs will attend monthly meetings, report briefly on committee progress if appropriate, and participate in other general business.  Notify your VP the week before the meeting with special agenda items or if unable to attend.

· Ad Hoc Committee Chairs are welcome to attend all monthly meetings.  They will be asked to attend the first meeting after their committee work is completed and report briefly on their committee’s work.

· Meetings will generally be on the third Tuesday of the month.

How to maintain a committee notebook…

· Include general PTSA board organizational and financial information, including committee budget.

· Include instructions for committee tasks.

· Include committee timeline.

· Include a record of all expenses, even items that are donated.

· Include agendas for any committee meetings, flyers and other publicity pertaining to your committee.

· Include completed Committee Evaluation Forms.

· Include a computer disk with all files pertaining to your committee.

How to obtain and acknowledge volunteers for committee work…

· You will be provided with a list of volunteers for your committee from Opening Day Packets from the VP of Volunteers.

· Publish requests for further volunteers in the “Weekly”.

· Be sure to contact all volunteers right away, thanking them and letting them know of the timeline they can expect, even if you no longer have a need for their time.

· Volunteers should be acknowledged as a group (ex. everyone that worked as a volunteer for the Fall Social) in the “Weekly” following the event.

· Personal thank you notes to each volunteer following their assistance are encouraged.  PTSA cards are available.  Please do not give individual gifts to each volunteer.  Recognition will be given during volunteer appreciation week in the spring.

How to deal with money…


· Use the PTSA budget and financial guidelines for reference.
· Review the Procedures for Handling Committee Funds

· To be reimbursed: use the reimbursement form found in the workroom or at www.cougarridgeptsa.org.  Please attach a receipt or invoice to the form and have it signed by the VP in charge of your committee or the President.

· Contact PTSA Treasurer with any questions.

How to obtain class lists or labels… contact the Database Administrator.
How to communicate with classroom room parents… contact the Room Parent Coordinator.

How to communicate with the Cougar Ridge community…

All articles, flyers, and web postings must be approved by your VP prior to publication.  Be sure to include date, time, place, RSVP (if needed), whom to call with questions and that it is a PTSA sponsored event.

· Via The “Weekly”… our school newsletter published each Thursday on the Cougar Ridge and PTSA websites for reminders and brief information about a committee or event.

· Submit approved, brief articles to the school office by noon on Monday of the week of publication by emailing them to Teri Feely. 

· Contact your VP with questions or for guidance.

· Via The “PTSA Connection Page”… our PTSA supplement to the Weekly newsletter, published monthly on or about the last Thursday of the month as part of the Weekly, contains detailed information about programs and events.

· Deadline for articles is the Monday before the publication date, unless otherwise specified by the Newsletter Coordinator.

· Articles should be emailed to the Newsletter Coordinator.

· Via Flyers… Be sure that a flyer is necessary.  Ask yourself if the same information can be sent out in the “Weekly” or in the PTSA Connections.  Flyers are sent home only on Thursdays.  Flyers must be in the metal boxes in the office hallway by the end of the day Wednesday. 

· Contact your VP at least one week in advance of date the flyer is needed, to schedule printing and arrange for any special paper needs.

· Be sure to leave 2 copies (for posting in the outside cabinet and bulletin board) in the Exec. VPs box in the staff workroom.  Give Margie Calderwood 15 extra copies for those who stop by the office and ask for an additional copy.  Keep a master copy for your notebook.

· If there is a return expected, talk to Margie Calderwood about creating a file for collecting them.
· Via the Website… www.cougarridgeptsa.org
· Contact the Webmaster.

· If there is a return form expected, create a file for collecting it in the office.
How to make copies, access workroom and office, obtain supplies and reserve meeting rooms… 

· Obtain PTSA copy code and printer instructions from your VP.

· Do not use school workroom for the half hour just before and after school, during lunch, or at anytime it inconveniences the school staff.  Staff always has priority!
· Use PTSA supplies from PTSA designated areas.
· Limit communication with the office staff during the half hour before and after school or anytime when their attention must be given to our children.
· Use of rooms for committee meetings must be scheduled through the school office. 
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