
	MONTHLY BOARD MEETING:
· Minutes/Budget will be emailed to you for review, FRIDAY prior to PTA Board meeting. 

· To be on agenda, email Lisa Stern by MONDAY before TUESDAY meeting 
· Every Chair is expected to attend monthly Board meetings. If you will NOT be in attendance, please send your report to your appropriate Exec Officer so they may share with Board.  Regular attendance offers insight into direction of board decisions.


	COMMUNICATION PROCEDURE:    (Please TRY TO USE WEBSITE; MINIMIZE PRINTING)

1. Prior to printing you must have APPROVAL from lisastern1@cox.net. (Do not send to Mr. Furlich please) EMAIL by MONDAY of week to be distributed and once approved: 

· Email a copy to kingstonpta@hotmail.com  for website.
2. UPON APPROVAL, copy on BLUE paper found office. USE FRONT & BACK or ½ sheets of paper. (If BLUE paper is running low, please message Lisa Stern.
3. Check clipboard for number of copies needed for distribution; class, grade, etc. 
4. Please paperclip appropriate # of copies PER CLASS and NOTE TEACHER NAME. 

5. Copies MUST be given to Mrs. Bashford by Wednesday NOON! Very firm deadline from office!


	EVENT OR MEETING ROOM NEEDS TO BE SCHEDULE/RESERVED:

1. Check KES calendar in front office for room availability. 

2. If date/location is available, fill out request with the following information: DATE, FUNCTION, TIME (begin/end), Your name & number

3. If approved, fill out APPLICATION FOR USE OF SCHOOL FACILITY, form found in front office. 

4. Leave in Mrs. Breaux’s mailbox. Upon her approval verify room/event noted on calendar
5. If your plans change notify office immediately!


	COUGAR CLIPPINGS PROCEDURE:

· Bi-monthly emailed newsletter. 1st of month full edtion  & 15th of month bulleted blurb only
· CC submission schedule may be found ( www.kingstonpta.org)  under PTA BOARD page. 
· Please submit your article copy ready material, no more than 250 words. Check spelling and grammar! Please include your name/email as KES PTA ___ Chair and email to: Kitrian Meager
· Contact Cougar Clippings Chair Kitrian Meager for any questions!
· Remember you may EMAIL anytime and get your message/article on website and may include forms for families to access online vice printing!! Email to: mail@kingstonpta.org 

 


	TREASURE PROCEDURE: 

· Treasurer documents may be found (www.kingstonpta.com) under PTA BOARD ~ open, edit and print!
· DO NOT SUBMIT reimbursement requests that exceed your budgeted line item.
· ORIGINAL receipts and invoices must be provided! Must have Exec. Officer signature for processing! 
· Submit REQUESTS to PTA TREASURER BOX by Monday noon of each week. If paperwork is complete; checks readied within 10 business days (less holiday periods). Unless authorized to be sent home with your child, your check will be left in PTA Treasurer Box in office.

· DO NOT LEAVE CASH or free floating CHECKS in Treasurer Box
· Treasurer will not accept receipts dated more than 30 days for reimbursement. Make timely requests.

· Please cash/deposit checks promptly by June 1st; checks must be cashed by July 1, 2011.



