COMMITTEE CHAIR GUIDELINES 

The following Committee Chair Guidelines has been developed to be used as a guideline to facilitate committee records.  Please use this information to help your committee run smoothly.

Committee:_____________________________________

Program Type: __________ Fundraiser  - make more money than you spend

__________ Break even – make same amount of money you are          budgeted to spend

Budget amount: ______________ (must pay for janitor out of budget)

Overseeing Director: ________________________________________________

If you have questions regarding your committee, please contact the Director listed above, or if you have additional concerns, please contact the President.

Committee Members: make a list of the members of your committee.

Meetings: record committee meetings and emails of committee members.

Calendar/Timeline: set up a calendar/timeline to accomplish committee’s goals so nothing is left until the last minute.

Volunteers: record number of PTA volunteers involved; in what capacity; number of hours involved per volunteer.

Costs: keep an accurate account of funds expended even if you do not ask for reimbursement.  Fill out proper reimbursement form for Treasurer.

Supplies: keep an accurate record of any items/supplies donated and from whom.  Be sure to send thank you letters to donors and volunteers.

Resources: list all publicity used and copy of all printed publicity.

Written Materials: include copy of all handouts, flyers, etc. in file folder

Evaluation: it is very important to evaluate the committee’s work at the end of the event and to make recommendations for next year.  Please fill out the evaluation form provided in your committee file folder.

