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General Chairperson Responsibilities 

 Meet with previous chairperson(s) of your event/committee.  If you have a specific event date, 

start planning EARLIER than you think you need to; a few months in advance. 

 Obtain all previous communication pieces and other pertinent information from previous 

chairperson(s) and/or PTA President. Each committee has an event/committee binder where 

this information can be stored and easily passed on. 

 Attend chairperson training. 

 If required, meet with PTA President and/or Principal to discuss overall direction of committee 

and/or if you need further input on requirements.  

o Schedule these meetings a month to six weeks prior to your event, and possibly even 

longer if the event is large and has many components. 

 If you need volunteers for your event or committee, meet with and provide information to the 

Volunteer Coordinator so a Sign-up Genius and/or other volunteer recruitment plans can be 

created.  

 Verify your budget with the PTA President or PTA Treasurer. 

 Stay within your budget for the event or program. 

o If you need additional funds for your event or program, you must get these approved 

prior to spending any additional monies. 

 Create a one-page checklist for your responsibilities as a chairperson at the end of your 

event/program.  Store it in your binder.  This is helpful as a resource to future chairs. 

Distributing Information to Keller Families 

Approval Process 

 Review timeline of event or desired information distribution.  Begin approval process 

approximately 1 week prior to desired distribution. 

 Create draft document(s). 

 Send to VP/Communication, copy president, for approval.  

 President and VP/ Communication will approve final document(s) and return to chairperson for 

distribution. Information that hasn’t been approved cannot be shared publicly. Documents 

should be approved by VP of Communications within 72 hours. During peak PTA fundraising, 

September through October and May through June, approval time is extended to 96 hours. 

Hard-copy Distribution 

 Obtain enough paper to make copies, ONLY if paper copies are necessary. We are a Green 

School and encourage electronic distribution over paper when possible. 

o Purchase paper from office supply store.  If you are purchasing paper, this will come 

from your event/committee budget. 

o Verify student number with PTA President or on student count sheet in Volunteer Room 

(on bulletin board). 

 Make copies in Volunteer Room using volunteer copy code. 
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o PTA President can supply the code. 

 Create stacks of copies for each teacher. 

o Student counts for each teacher are available in the Volunteer Room.  

 Give flyers to the school secretary to distribute to each teacher’s mailbox in the office at least 

two days before you would like them to go home. 

 If you purchased paper, fill out a reimbursement request, attach your receipt, and submit it to 

the PTA Treasurer. 

o For electronic submission, email the documents to treasurer@helenkellerpta.net. 

o For paper submission, leave documents in the PTA Treasurer mailbox in the Volunteer 

Room or in the office PTA Mailbox (via the school secretary), or send them in with your 

child in an envelope marked Keller PTA – Treasurer.  

 Do not ask the school secretary to do any copying or emailing for you.  All PTA work needs to be 

completed by our volunteers. 

Electronic Distribution 

 Send final electronic file(s) as PDF(s) to the VP/Communication, and PTA President and indicate 

dates the file(s) should be communicated.  

o VP/Communication will distribute the file(s) to the:  

▪ Social Media Chairperson 

▪ Website Chairperson 

o PTA President will distribute the files via the President’s newsletter.  

o If timely, Principal will distribute via the principal’s email newsletter.  

Holding an Event at Keller 

 Determine space/room(s) required. 

 If space/room(s) are required during the school day, schedule with the principal. 

 If the event has a specific schedule for different classes (e.g., an assembly), partner with the 

principal to choose the best date/times.  

o After meeting with the principal, provide principal with specific times of event or 

program at least one month prior so information can be sent to teachers and it can be 

added to the teacher’s calendar. 

 If space/room(s) are required before or after the school day or on the weekend, complete the 

following: 

o Complete Building Use Application to reserve space outside of school hours (see page 

6-7). 

o Turn in this form to the Royal Oak Schools Rental Department, 1601 N. Campbell or scan 

and email robin.newsome@royaloakschools.org.   

o Verify your request is approved with the Rental Department.  

o Contact the school secretary to verify building rental is on the school calendar. 

o Note that there may be a room rental fee and maintenance costs for events outside of 

regular school hours. 
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o Per the school district, no balloons are allowed inside the building for any reason. This is 

due to the HVAC system in the building, latex allergies, and to avoid unexpected loud 

popping noises during a crowded event indoors. 

o Find more building rental information at: 

https://www.royaloakschools.org/cms/one.aspx?portalId=455185&pageId=703644.  

 If a special set-up is required, send information to Principal who will inform the custodial staff so 

they can prepare for the event at least two weeks in advance. 

o E.g., if additional tables or chairs are required, they may need to be ordered from 

another location. 

 If event is on weekend when custodial staff is normally not at school, determine if you need to 

request additional staff for that day. 

o There will be an additional charge for bringing in staff.  Remember this for budgeting 

purposes. 

 The kitchen is not available for PTA events.  If you need the use of a kitchen or kitchen 

equipment, please see the principal.  

o Keller’s kitchen and equipment is the property of Chartwells School Dining Services.   
 

Handling of Money 
 
Prior to Event 
 

 Each committee/chairperson will be given a budget at the annual meeting (second Monday in 

September) with which to plan the event.   

 If you are the chair of a brand-new event or committee, you should present a plan of work and 

budget to the executive board for approval before money is spent. 

 New expenditures or increases in the adopted budget must be submitted to the voting body 

before the money is spent.  

 If you need start-up money for change at your event, contact the Treasurer 7 – 10 days before 

your event with the amount and denominations needed.  See page 10 for past amounts. 

End of Event 

 At the end of the event, two people count all monies.  This is to be recorded on the PTA Event 

Summary - Financials Sheet (see page 8).   

 Place the completed PTA Event Summary - Financials Sheet and all cash, checks and coin in a 

sealed envelope and deposited into the drop safe located in the PTA Volunteer Room (Room 

110).  

o The Treasurer will get the deposit from the safe, recount the money and deposit it at 

the Credit Union.   

 Do not take any cash or more than $100 in checks home.   

o Leave any funds in the Volunteer Room safe if you cannot count it immediately after an 

event.   

https://www.royaloakschools.org/cms/one.aspx?portalId=455185&pageId=703644.%20
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o The Michigan PTA prohibits that keeping PTA funds at a member’s house.  It is our policy 

that a member not take more than $100 home.     

 For your records and for future chairs, complete a Budget Worksheet form to be kept in your 

event/committee binder/ in your digital files. 

o This form must be submitted to the treasurer after your event/ committee work is 

complete.   

o This form is available on the PTA website 

 

Reimbursement Procedures 

 Complete a PTA Reimbursement Request Form (see page 9) in order to receive reimbursement 

from the Treasurer.  

o Receipts, contracts or invoices should be attached with the amount to be reimbursed 

clearly marked.   

 Submit your completed form with the necessary documentation attached to the PTA Treasurer. 

o For electronic submission, email the documents to treasurer@helenkellerpta.net 

o For paper submission, leave documents in the PTA Treasurer mailbox in the Volunteer 

Room or in the office PTA Mailbox (via the school secretary), or send them in with your 

child in an envelope marked Keller PTA – Treasurer.  
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PTA Events Cash Box History 
Below lists past amounts needed for start-up cash at events, if known (prior to 2019-20 school year).  
 

— Kindergarten Welcome  
o Membership ($150 total – $50 tens, $50 fives, $50 ones.  Usually have enough change to 

use for BTS and curriculum nights)  
— Back-to-School Night/Food Truck Fest 

o Membership (see Kindergarten Welcome) 
o Spirit Wear 

— Curriculum Night 
o Membership (see Kindergarten Welcome) 

— Book Fairs 
o Start-up money for two cash registers ($629 total – $200 tens, $200 fives, $200 ones, 

$20 quarters, $5 dimes, $2 nickels, $2 pennies) split evenly between two registers 
— Trunk or Treat 

o Cider and Donut Sale ($150 total – $50 ones, $100 fives) 
— Mom2Mom Sales ($400 total – $200 fives, $200 ones) 

o Admissions 
o Large Items 
o Fifth Grade Bake Sale, if necessary 

— Family Dance 
o Admissions ($250 total – $100 tens, $50 fives, $100 ones) 
o Membership ($150 total – $50 tens, $50 fives, $50 ones)  

— Winter Market 
o Fifth Grade Bake Sale, if necessary 

— IFFF 
o Admissions ($600 total – $200 tens, $400 fives) 
o Cookie Table ($150 total – $150 fives) 
o Silent Auction ($200 total – $40 twenties, $60 tens, $50 fives, $50 ones) 
o Children’s Raffle ($175 total – $150 fives, $25 ones) 

— Fun Fair ($1400 total/5 cash boxes – $500 fives, $500 ones)  
o Admissions (2 x $200 = $400) 
o Concessions (2 x $200 = $400) 
o Fifth Grade Dunk Tank (1 x $200 = $200) 
o Classroom Auction Basket (use Admissions money for change, track amount paid on 

sheets) 


