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Chair Information

First of all THANK YOU!! We cannot host programs for View Ridge without the time and help of all of our Committee
Chairs.

The following is a list of helpful information to enable you to have a successful program. Please feel free to contact your
officers with any questions.

Tools

● Each committee will have a Google Drive committee folder. This folder will have information on your event from
previous years. Please email the President for an access link.

● We have a Canva account available for designing graphics which is preloaded with PTA logos and brand kit. If
you’d like to use Canva, email the Secretary.

● Committee Chairs will be invited to join our team Slack. Slack is a collaboration and communication tool and all
members will be added to the “general” channel. There are other channels you can choose to follow such as
#socialmedia, #websiteupdates, or #walkathon. You can start new private or open channels and invite members
to follow them to collaborate with your committees. Slack also supports direct messages and allows you to
adjust the notifications for your mobile or desktop app.

● We have a central SignUp Genius account for creating volunteer sign up sheets. If you need a volunteer signup
sheet, email a request with details to the Volunteer Coordinator.

Finances

● All committee chairs must be members in good standing of our PTA. If you haven’t done so already, please join.

● Each committee has a budget which will be emailed to you. Please know what your budget is and spend wisely.
Any spending over your budget limit must be pre-authorized by the board or it won’t be eligible for
reimbursement. For 2021-2022 year, you must get authorization from an officer before program spending may
begin. Don’t hesitate to ask for donations! We are a 501c3 charity, so people who donate can write off their
donations. Contact the President if you need a sample of a donation request letter. Also, check to see if the PTA
already has what you need in the closet or storage before purchasing new items.
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● Reimbursements requests must be submitted online within 60 days of purchase and by the last day of the school
year. Copies of receipts and invoices must be emailed to the Treasurer along with your request.

● If your event needs starting cash, please fill out the appropriate form and leave in the Treasurer folder and email
the Treasurer at least one (1) week in advance of your event. You will receive a check in your name for the total
amount and then you will need to go to the bank and get the starting cash you need.

● To deposit funds please have 2 PTA members count, and sign the deposit form. Put the form and all money in an
envelope/bank bag and drop into safe in the PTA closet.

● All contracts need to be signed by 2 board members, if you have a contract for something with your event,
please make sure you get them signed correctly by contacting a President.

● Committee Chairs are responsible for completing a Committee Program Report at the conclusion of your event
or project.

Communications & Promotions

● All notices/flyers that you want to send out in Kid Mail or PTA communication channels must include a PTA logo
and be approved by the Secretary.

● If want flyers, sign-ups, photos, or announcements to be promoted on the website, social media, or PTA email,
you need to coordinate with the Secretary. Be sure to connect with the Secretary in advance to negotiate
scheduling and if you need graphic support.

● The Secretary prepares and sends a monthly newsletter. If you would like an announcement in the newsletter,
please e-mail the Secretary by the announced deadline.

School

● You can print black and white flyers at the school using the copy room and copy code (see Officer for the code).
We can use any of the color paper that is stored in the lower cabinets. There is also a laminator in the copy room
for limited jobs.

● The PTA drawer is located in the office. This has folders for most events, as well as forms for cash box advances
and deposits.

● The PTA closet is straight down the main hall on the right, just before the cafeteria. The closet is to remain closed
and locked. The key is in the PTA drawer. There is only ONE key for the PTA closet so be sure to return the key.

● For carnival, holiday store, holiday wrap, and field day Chairs, you have supplies/storage on the 3rd floor. Please
get the elevator key from Laine in the office. You must have the key to get to the 3rd floor. Please make sure to
turn the light off when you are done, and return the key to the office. Currently, the 3rd floor storage is at
capacity and we are NOT allowed to move any new items there until we’ve cleared out and organized our
storage.

● Don is the janitor during the day, and Clint is our night Janitor.  They are very helpful when needed, please thank
them when they assist us for any PTA event. If you need support, supplies, or access to the building, you can
email them or call the custodian cell phone. Email the President for the information.
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Once again, Thank You, your time and effort are appreciated! It takes a village, and everything you do, is so that the
kids at View Ridge have awesome opportunities and experiences!


