COMMITTEE CHAIRPERSON GUIDELINES:
Please feel free to refer any questions to your volunteer coordinators:

Karla Palmer:  karlaapalmer@yahoo.com
Cindy Jennes:  cinjen@optonline.net
1. Know your Volunteers:  Contact all the volunteers who signed up to work on your committee.  If your committee gets too many volunteers you should call these volunteers and thank them for volunteering but refer them back to the VOLUNTEER COORDINATORS who can then place them with committees that need help.  Please do not forget to contact everyone who offers you help.

2. Know your Treasurers:

Aimee Chartier:  abchartier@optonline.net
Liz Benyon:  
lbenyon@optonline.net
3. Know your Budget:
Contact treasurers for amount available to spend or income goal to strive for with your fundraising activity.  You can also refer back to the letter given to each committee chair person at the end of last year. 
4. Know your Bills & Vouchers:

All bills and vouchers must be submitted to Aimee Chartier with ORIGINAL receipt or invoice AND an OHS VOUCHER.  Blank vouchers are available on the OHS website (https://www.edline.net/pages/OHS) and in the OHS office.

All receipts MUST be submitted within 30 days of the end of the event and then please allow 3 weeks for reimbursement.

5. Know your Monies:

All income from fundraisers should be tallied and then submitted to Aimee Chartier for bank deposit.  Please coordinate with Aimee for a convenient time/place to drop off monies.

6. Know your PTA Board:  

We are here to help you in any way we can.  Please contact either your direct Volunteer Coordinator (see attached committee assignments) or you should always feel free to contact any member on our PTA Board.  We work as a team to get the job done and thank you for all your hard work as well.
