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      10011 Portage Road, Portage, Michigan 49002

Chairperson Guidelines
Thank you for being a Chair for one of our PTO activities.  Please follow the listed guidelines to help keep our organization successful.

A. 
Check/Verify with the Vice President the date and time of your event.   Before a date/time can be changed, it must be approved with the Principal and thru the Vice President. 

B. 
Make sure you receive a copy of the previous year’s Event Summary Report from the President, if this isn’t a new event.
C. 
Make sure you receive copies of the treasury forms:

1. 
Tips from the Treasurer – This will verify you budget.
2. 
Event Financial Statement

3. 
Money forms are available in PTO box, online or email from Treasurer

D. 
Committee Meetings will be set at the discretion of the Chair.

E. 
Communication:   The Principal must read and approve all written material before it is distributed.
1. 
When sending flyers home via Backpacks – 
a. 
Send out notifications or flyers no more than 3 weeks before your event/program.  
b. 
This will cut down on having to send out a second flyer closer to your event/program.   
c. 
Try to fit 2 or 3 flyers on one page to keep our copy costs down.
d. 
In the PTO box is a log for copies.  Please include:  date, what/reason, your name and the number of copies.
e. 
Leave an “original/white” copy of your flyer in the top PTO mailbox folder marked Originals.  This is so the office staff can make more copies when it’s necessary.

2. 
If you want information to go out via the PTO Newsletter – Send information to Communications Chairperson with what you want written in the newsletter.  This can go in prior to 3 weeks as well as after the event for thank you’s and information.
3. 
If you want information to go out via the PTO Website - Send information to Communications Chairperson with what you want put on the Web.  This can go in prior to 3 weeks as well as after the event for updates.
F. 
Setup Requirements at School Located Events:
1. 
Let the Custodial Staff know what will be needed and where and when, a week or more prior to the event/program.  (They have a mailbox in office also.)  
2. 
Include any diagrams or drawings if applicable.

G. 
Complete Chairperson Event Summary, Event Financial Summary and any other documentation needed for the event.  
1. 
These reports must be turned in within 5 days after the event/program.  
2. 
In events with sub-committees, it is the head chairperson’s responsibility to get all reports completed and filled out from each sub-committee chairperson.
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