Baileywick Elementary PTA


OPERATIONS GUIDELINES
· Volunteers must always sign in on the computer in the Front Office and obtain a ‘Volunteer Badge’.

· If you need to make copies of anything for distribution, please make them at the school.  Please use the duplicator as it is faster and less expensive than the photocopier.  Do NOT use the duplicator if making fewer than 25 copies per original.  In these instances, use the photocopier.  The PTA user code for both the photocopier and duplicator is: 19970.  Please remember to reset the code when you are finished copying by pressing ‘clear’. 
· When making copies for distribution or other PTA business/correspondence, be sure to place a file copy in the PTA President mailbox as well as Ms. Hartenstine’s mailbox.

· The PTA room is located past the student restrooms on the right hand side of the hall.  The key to the room is kept at the front desk; simply ask the receptionist for them.  Supplies for fundraisers, colored copy paper, helium tanks, and various other PTA supplies are kept in the PTA room.

· The PTA popcorn machine is kept in a lower cabinet in the teacher’s lounge.

· Always submit receipts for reimbursement attached to a Check Request form filled out completely to the Treasurer’s mailbox in the copy room.  No check will be written without a Check Request properly completed.
· If your committee is involved with any sort of purchase, when possible, submit a Check Request in advance to the treasurer to pay for the expense directly, rather than asking for reimbursements.  The PTA can get sales tax refunded for purchases made by the PTA, but not for purchases reimbursed by the PTA 
· If your committee is responsible for collecting funds of any kind, be sure to follow the Money Management Policy included in your Committee Chair folder.  This policy is designed for your protection and the protection of the PTA organization.
· Special requests for materials, money change, etc. should be made to the PTA President as early as possible, preferably at least 1 week in advance.
· A committee Volunteer List is provided for you.  Please make it a point to contact each and every person on the list, even if you do not need all who have signed up.  One of the biggest complaints we receive each year is, “I signed up for [that committee], but nobody every contacted me.”  If you have more than the necessary number of people for your committee, contact the remainder on the list and let them know this.  Have them contact the PTA President for further volunteer opportunities. 
