Sutton Committee Heads Meeting

          Navigating the PTA- August 11, 2011
Thank you for volunteering your time to support Sutton Middle School!  We are looking forward to working with you this year.  Don’t hesitate to call us with any questions: 
Leigh Darby




Margaret Long

 404.231.5540



404.350.9548

 leighdarby@comcast.net 


 Long9548@bellsouth.net
Notebooks: If you haven’t already met with last year’s chair and received your notebook, please do so as soon as possible.  We ask that you keep all relevant flyers, emails, receipts, and correspondence in your notebook. This will really make for a smooth transition for next year’s chair! Please contact Leigh or Margaret if you are not sure of last year’s committee head or need a new notebook. 

Parent Center: If you want to have a meeting in the Parent Center, please contact Board Secretary Sarah Shoup to schedule the room. 

Sarah Shoup

404.705.0822

sarah.shoup@comcast.net
Sutton Source: Our weekly newsletter.Submit news for inclusion in the Source by Mondays at 2 p.m. at suttonsource@gmail.com.  The Source is blasted via e-mail each week and also posted on the website. To subscribe, go to the school’s website www.suttonmiddleschool.org.

 Website: The Sutton web address is www.suttonmiddleschool.org.  Please contact the co-presidents if there is anything that you would like to see added to our site. 

Working with Business Partners:  We have two volunteers coordinating donations from business partners. Please contact Shelley and Jeff Sweeney if have a need for in-kind donations. Our partners prefer having one contact at the school.

Shelley and Jeff Sweeney

404.355.2498

S99sweeney@gmail.com
jsweeney@ewmfg.com
Copies: Please use the Risograph in the teacher copier workroom when making more than 50 copies.  There are also copy machines in the Mail Room and in the media center.  There is paper (white and colored) available in the parent center.  PLEASE do not use outside copy centers (like Kinko’s) since the expense is far greater than using the Sutton copiers. We cannot reimburse you for outside copying expenses!  

Volunteers:  If you need volunteers for your event or committee, please contact, volunteer coordinator. Also, please remember to thank your committee volunteers. If you need thank you notes for your community sponsors, we have new letterhead we can send to you to printout. Please consider asking new parents to volunteer on your committee—let’s take advantage of our huge pool of talent and skills and get more people involved!

Budget: Our budget gets the membership’s approval vote at the Open House on August t.  Attached is our proposed budget.  Please check your line item and give us your thoughts by Friday, August 19th. Please note that 1/4 of our annual receipts (revenue) comes in at the very end of the year (spring Chastain concerts).  Any expenditure that you make which exceeds the budgeted amount would have to be approved first by the PTA membership.  

Deposits: We have a new procedure for collecting and depositing cash!

Our treasurer, Paige Hill, will be making all deposits. 
First, please complete the cash verification form (sample in this packet). More copies are in the PTA room on the wall pocket and always can be found on our website. Second, you must have two signatures on the cash verification form to show that your totals have been double-checked.
Your form can be given to Paige, Leigh or Margaret (if we are here) or to Jennifer Miller in the front office. 

There is a reason two people count the deposit. Deposit correction fees took an unnecessary chunk out of our budget last year. Please triple-check your math. Any fees will come out of your committee's budget. Please play it safe!
Reimbursements: Please use the “Check Request” form.  Checks are issued once a week (usually on Friday mornings). Attach the receipts to the form and put in the treasurer’s box in the Parent Center.  No receipts can be accepted without a Check Request form.  Please do not ask the treasurer to sign blank checks or write a check for cash.  

Teacher Grants/Capital Expenditure: If you see a need for an improvement in the school, there are two ways to request funds: teacher grants (under $1,000) or capital expenditures (over $1,000).  Forms can be found in the teacher copier workroom.  

Photos:  Part of your committee chair role is to get photographs from your event. We love to showcase these on our website, in the Sutton Source, the yearbook, and around school. Please have a committee member or attendee take a few pictures during your event. We upload pictures onto Drop Box so we can access these throughout the school year. Contact Chair Jane Tidwell 404-217-8243 or jvstidwell@yahoo.com for information on how to use Drop Box. 
Translations into Spanish: Ideally we would like all flyers/communications translated into Spanish. (English on one side, Spanish on the other). Please contact Leigh or Margaret if you need a translator. 

Additional Volunteer Opportunities: We currently have the following committee openings:  
Art liaison

Band liaison

Drama liaison

Chorus liaison

Assistant Editor for the Source
Showcase
