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President
· Preside over monthly PTA meetings
· Speak at various school/PTA functions, including Back to School Night, Kindergarten orientation…
· Liaison between PTA and school administration (calendaring events, initiating new programs, etc.)
· Liaison between PTA and teachers (providing classroom supplies, etc.)
· With Committee Chairs, schedule and prioritize activities/programs and fundraisers
· Ensure compliance with State, National, and County PTA
· With treasurer, oversee annual PTA budget process
· Write monthly column for PTA newsletter
· Recruit involvement from parents and teachers in PTA activities

Vice President
· Assist President with all of above duties
· With input from Committee Chairs, prepare building use forms for all PTA events
· Ensure compliance with State, National, and County PTA
· Coordinate outreach/fundraising to area businesses
· Attend (or make sure we are represented at) County Council of PTAs and Superintendent’s Advisory
· Participate, and encourage others to participate, in PTA sponsored events and fundraisers

Secretary
· Type monthly agenda for PTA meetings
· Have sign-in sheet for PTA meetings
· Take notes during meeting and then type the minutes; send approved minutes for posting on VES PTA website
· Maintain agenda, sign-in sheet, minutes, Treasurer’s report in a binder
· Send in list of new officers for upcoming school year to state (sent in June after elections)
· Ensure compliance with State, National, and County PTA
· Assist with email account notifications

Treasurer
· With other Board members and Audit Committee and input from Committee Chairs, prepare annual budget
· Present a written financial statement at every meeting 
· Maintain custody of funds; keep an accurate account of receipts and expenditures
· Make disbursements as necessary, in accordance with the adopted budget 
· Submit fiscal books and records to, and otherwise assist, Audit Committee
· Submit dues to State PTA; Liability Insurance
· Ensure compliance with State, National, and County PTA

Committee Chairs
· Give dates to Vice President in May for next year’s event
· Give budget number to PTA treasurer for next year, in May
· Recruit a Co-Chair who will be willing to take over event/program after you
· Keep school principal and PTA President informed of event/issues; get approvals as necessary from Principal
· Obtain copy of tax exempt letter to use when purchasing items for your committee/event
· Check folder in PTA crate periodically
· All PTA flyers must indicate PTA on them AND must include a contact name
· Incorporate volunteers whenever possible, laying the foundation for improved programs and future leadership
· Send any information you have on your activity/event to the webmaster (George Biles) for PTA website (gbiles@fbr.com).
· Work with Secretary on email notifications




Selected Committees/Administrative Activities/Programs

Combined Federal Campaign (CFC)
the annual charity and non-profit fund-raising drive conducted by Federal employees and military personnel in their workplace each fall.  Federal employees and military personnel may designate the Vienna Elementary PTA on their pledge card to donate to the PTA via payroll deduction.  The chairperson of this committee is responsible for filing the annual application with CFC in January.  This person also advertises the CFC to the school community though flyers and newsletter articles in the fall.  This committee does not take all much time (coping fliers for the Wednesday folders a few times in the fall, drafting a newsletter article or two, and filing the application, which takes only an couple of hours to complete and much of its work may easily be conducted at home.
Fall Fundraiser
Coordinate all aspects of the school’s largest fundraiser, which is the fall gift-wrap sale.  In the spring this person must contact companies and present information to the PTA board for a decision.  This person will sign a contract with the chosen company, distribute order forms (with explanations), and keep students motivated with incentives and reminders.  When the orders come in, verify accuracy, collect the money and place the orders.  Organize additional volunteers to help with the distribution of the gift-wrap once it comes in.
GRACE Arts
Monthly art enrichment program for the entire school.  Each month, our docents present an artist to each class.  Following the presentation, we do an art project based on that artist.  All information is provided to the docent, even lecture notes.  The presentation is 10-15 minutes with the rest of the time taken up by the project. We usually try to have at least 2 docents per class so one can present while the other prepares the project.  The commitment is 1 hour of classroom time a month and then usually an extra 30 minutes to an hour at the monthly jam session where the artist and project are presented to you. Other volunteer opportunities with the GRACE Art program include preparing art supplies each month, help with displaying art work, picking up and dropping off portfolios at the Greater Reston Art Center (GRACE) and help with the Evening of Art and Dessert in the spring.


Holiday Shop
Organize and setup the holiday shop in early December.  This is an opportunity for children to purchase nominal gifts for their families and friends.  The chairperson and assistant will need to inventory the items for the holiday shop, set up and inventory the remaining items after the holiday shop.  The chairperson will also need to organize many volunteers to staff the events. There are many volunteer opportunities with varying time commitments.
Basket Raffle
Same night as Holiday Shop and is the money-maker. 

Membership
Manage the annual PTA membership drive and prepare a PTA membership flyer to go home to all parents at the beginning of the year, and a teacher flyer for all staff mailboxes. This person will collect the dues, keep membership records and provide membership cards (upon request) and send thank you letters/donation receipts and any thank you gifts to members. Dues will be turned into the treasurer. Membership dues need to be sent to the state by December 1st to be considered to be in good standing.  Chairperson should be available to attend PTA meetings to provide status report, or send the details to a member who can report on the chair’s behalf.

Odyssey of the Mind
The OM program is an opportunity for the students to explore their creativity and problem solving skills in a nation-wide competition.  The chairperson will distribute flyers notifying students of the program, hold an information meeting, and help set up the OM teams.  This person will need to set up coaches for each team and find judges and volunteers for the day of the OM meet.
Read-a-thon
Organize and run the annual read-a-thon, in which students of VES read as many books as possible in the month of February and collect pledge money for each book read.  The bulk of the work for this committee occurs in January and February and involves meeting with Mrs. Black to plan the event; updating and distributing materials before and during the event via Wednesday folders; collecting and counting reading logs each week during the event; planning (with the school) the end of read-a-thon celebration; and collecting pledge money after the event is over.  It is helpful to have an assistant who can help count books each week. This event must be closely coordinated with the school.
Staff Appreciation
Plan and implement all teacher appreciation events. In the past these have included a luncheon for the school staff in the November and all events for Teacher Appreciation Week in the spring.  This chairperson will get volunteers to help set up, clean up and prepare food for these staff luncheons. Additionally, this past year, there were smaller event for teachers and staff once a month, ie: coffee, juice and pastries in the morning, goodies in their mailboxes, some sort of winter holidays treat, St. Patrick day goodies in the staff room. Last year, the Committee Chair took in baggies of giant cookies and put in the teachers mailboxes for their birthday months. And, coordinate order out lunches for teachers once a month.
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