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Distributing Information to Keller Families
Approval Process:

*Review timeline/ event date. Begin process by sending 
communications/ advertisements/ flyers approximately 1 week 
prior to desired distribution date to Communication VP, copy 
president.

*Distribution date must be at least a week before your event 
date.

▪ Example: Event date of 9/30 means distribution by 9/23 which 
means flyers/ communication must be emailed to VP by 9/16. 

*VP/Communications proofs and edits; VP has 72 hours to return 
approved flyer/ advertisement.

*Once approved, move forward with distribution.

CURRENT VP: Jennifer Streamer, 
jenniferstreamer@gmail.com

CURRENT PRESIDENT: Carie Hooker, 
cariehookerpta@gmail.com

mailto:jenniferstreamer@gmail.com
mailto:cariehookerpta@gmail.com


Distributing Information to Keller Families

Distribution

Electronic Distribution: Preferred method of distributing 

info; we are a Green School 

*Send approved/final electronic file(s) as PDF(s) to the 

President,  and if desired, Social Media Chair, and 

webmaster, and indicate dates the file(s) should be 

communicated. (Must give advance notice) 

*If timely, PTA president will distribute the files in the 

president’s newsletter.  

*If timely, principal will also distribute. 



Distributing Information to Keller Families

Hard-copy Distribution: Obtain enough paper to make 

copies, this comes out of your committee budget. (Paper 

distribution is optional, not required) 

*Make copies in Volunteer Room using PTA copier code. (Ask 

president for copy code)

*Create stacks of copies for each teacher; label each stack w/ 

teacher name, class count list is in the volunteer room on 

bulletin board. 

*Give flyers to the school secretary to distribute to teacher 

mailboxes at least two days before you would like them to go 

home. 



Holding Events at Keller/ 
In-person Event Guidelines
▪ Determine space/room required. 

▪ If during the school day, schedule with the principal to 
choose the best date/times if multiple options. 

▪ If before/after school or on the weekend, do the following:

 *Complete Building Use Application. 

 *Return it to Rental Department. Scan and 
email form to Robin Newsome 

▪ Verify request is approved with the Rental Department via 
facility calendar review or email. Facilities calendar can be 
found on the district website 

https://static1.squarespace.com/static/58acb97259cc680d45f80f94/t/62b61708f29ff76ad8a18970/1656100616561/ros_bldg_use_app_1.pdf
mailto:robin.newsome@royaloakschools.org
http://www.royaloakschools.org/


Prior to Event  

▪ Budget is set at September meeting each year. Let 
president know by June 30 if you need any budget 
changes made for next school year. 

▪ Any single item purchase/ expense over $500 must 
be approved by the elected officers of the Executive 
Board. 

▪ If you need start-up money for change at your 
event, contact the Treasurer 7 days before your event 
with the amount and denominations needed. 
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At the Event: Per PTA insurance requirement, volunteers 

who handle any cash/ cashbox/ register MUST be a current 
PTA member. 

End of Event: Two PTA members count all monies. 

Record on the PTA Event Summary Financials Sheet, signed 
by both parties  

Place the completed Financials Sheet and all cash, checks 
and coin in a sealed envelope and deposit it into the drop 
safe located in the PTA Volunteer Room (Room 110) 

Submit copy of budget worksheet to the treasurer before the 
last day of school. Find the worksheet on our website under 
“Chairperson Resources.”
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https://www.helenkellerpta.net/chairperson-resources


Vendor Payment/ Reimbursement

Two options to cover committee expenses:

1. Request a check from treasurer, giving advance 
notice; include reimbursement request form and 
invoice.

2. Pay out of pocket, fill out reimbursement request 
and send to treasurer, along with receipts/ invoice/ 
bank statement

Scan and email or leave in PTA mailbox in lobby/ 
main office
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https://static1.squarespace.com/static/58acb97259cc680d45f80f94/t/58acba6b9a6bf751e59fead2/1487288074052/Keller+PTA+Reimbursement+Request-with+fillable+fields+for+website.pdf


BUDGET
Chair is responsible for tracking committee budget.

Committee must operate within the approved budget.

Any money spent OVER budget is considered a donation to 
the PTA and is tax deductible. You will not be reimbursed 
for money spent outside of the approved budget. 

You do NOT have to spend your entire budget by the end of 
the year. Unused money gets rolled into our ending balance 
of our bank account and gets reworked into forming next 
years’ budget.

ATTENTION: If selling anything at your event, you MUST 
request cash box start up money from the treasurer a week 
prior to event.
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Committee list 
with chairperson 

emails

Committee 
budget

Committee 
forms

Event calendar

Chairperson 
Resources

Standards of 
affiliation

Teacher favorite 
things 

Bylaws, 
procedures, 

standing rules
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https://www.helenkellerpta.net/committee-chairs
https://www.helenkellerpta.net/budget
https://www.helenkellerpta.net/pta-forms
https://www.helenkellerpta.net/annual-events-calendar
https://www.helenkellerpta.net/chairperson-resources
https://www.helenkellerpta.net/pta-forms
https://www.helenkellerpta.net/favorite-things
https://www.helenkellerpta.net/pta-forms


Resources
▪ PTA website

▪ PTA Facebook page (look at old photo albums to 

see past events for inspiration)

▪ President Newsletters (emailed 
throughout the year)

▪ National PTA website

▪ Michigan PTA website

▪ Facebook support groups

▪ Principal Dryden Facebook page

▪ Email president

http://www.helenkellerpta.net/
http://www.facebook.com/HelenKellerPTA
http://www.pta.org/
http://www.michiganpta.org/
http://www.facebook.com/principal.dryden.3
mailto:president@helenkellerpta.net
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Taking feedback 
from the 
anonymous 
survey sent to 
chairs in June, 
here are tips from 
fellow volunteers:

Use the websiteUse

Attend trainingAttend

Know your budgetKnow

Ask for helpAsk

Start planning earlier than you think you need to!Start

Communicate oftenCommunicate

Be open to new ideasBe

Reach out - President will clarify anything you don’t understandReach Out



cariehookerpta@gmail.com

www.helenkellerpta.net
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