 ARTS IN EDUCATION CHAIRMAN

The Arts In Education chairman shall:

1. Communicate with unit/council counterparts about all aspects of the chairmanship to:

a. Encourage PTAs to bring arts experience into their schools by providing information regarding the Reflections program.

b. Encourage integration of the arts into all education.

c. Work with legislators to provide adequate funding for school arts curriculum.

2. Plan the Reflections reception in conjunction with the Reflections Chairman.

a. Form a committee of five (5) people. Ask for the assistance of other board members as needed. Use board members to greet, sort Reflections entries, bring cookies, serve and clean up.

b. Plan for a minimum of 150 guests.

c. Order a whole sheet cake.

d. Supply pop or other cold beverages.

3. Encourage unit participation in the program by insuring that all Reflections chairmen receive copies of the Reflections packet mailed to the unit president. Included in the packet (bright blue) are rules, judging information and forms.

4. Contact by e-mail or phone the unit President to get the name, address, telephone number and e-mail address of each unit Reflections chairman.

5. Arrange for a site for the Region reception.

6. Designate and staff site(s) for the drop-off of Reflections entries.

7. Oversee the displaying of entries at the Region site.

8. Present or send award, honorable mention or recognition certificates to all Region participants (provided by NYS PTA).

9. Arrange for all entries, except for Region winners, to be returned to unit president or his/her        designee. Inform the units of the winners and honorable mentions.

10. Submit articles of a general nature to The Beacon.

11. Set up a display for Spring Conference in conjunction with the Reflections Chairman.

REFLECTIONS CHAIRMAN

The Reflections Chairman shall:

1. Work on the Reflections program region-wide.

2. See that the new theme is announced as soon as it is available.

3. When unit PTA Presidents receive their state mailings in late August or early September, the Reflections packet (bright blue) of rules, theme, and all other information is included. The unit PTA Presidents need to get this information to the Reflections Chairmen as soon as possible, so they can get a good start.

4. Contact prospective judges in early fall.

5. Send a list of winners to Region Board.

6. Notify unit chairmen of Region winners.

7. Submit a list of winners to The Beacon.

10. Mail the region entries with appropriate documentation, to NYS PTA by February 1.

8. Send letters of recognition to all participants and special awards for entries submitted to NYS PTA.

9. Return all entries, except NYS PTA winners, to unit Arts In Education/ Reflections chairmen. 

11. Send thank you notes to the judges.

12. Notify Region Board and unit chairmen of results of National judging.

13. Set up a display for Spring Conference in conjunction with the Arts in Education Chairman.

AWARDS CHAIRMAN

The following awards are presented by Western Region PTA It is at the option of each committee to not grant an award in a given year if they feel that no candidate meets the criteria for that award. It shall be noted on each application form that the award may or may not be granted at the discretion of the committee.

Presidents – Principals Dinner

Jane Skrzypek Educator of the Year Award


Deadline – October 1

Community Service Award




Deadline – October 1

Founders Day Dinner

New York State PTA Honorary Life Award and/or New York State PTA Distinguished Service Award

and/or Gloria Award and/or National PTA Lifetime Achievement Award

Spring Conference

Ruth F. Huber Leadership Award



Deadline – May 1

Spotlight on Youth Award




Deadline – May 1

Newsletter Award





Deadline – May 1

(in conjunction with Beacon Editor)

Stanley Marcus Humanitarian Award



Deadline – Feb 15 – to Region Director

Jenkins Teacher Scholarship




Deadline – Jan 15 – to NYS PTA

Reflections recognition for NYS PTA winners



(in conjunction with Reflections Chairman)

NYS PTA Awards

Jane Skrzypek Volunteer of the Year



Deadline – June 15 – to Region Director

PARP (Parents as Reading Partners)



Deadline – June 15 – to Region Director

Richard Gazzola Teacher Fellowship



Deadline - June 21 – to NYS PTA

National PTA Award

Phoebe Apperson Hearst – National PTA Excellence in Education Partnership Award – to honor a local PTA









Deadline – Feb 15 – to NYS PTA

Deadlines – Hand delivered applications must be received by the postmarked deadline indicated on the application. No faxed or e-mailed entries will be accepted.

General Awards

1. Review and update each award application.

2. Be sure that applications are distributed to units in a timely manner.

3. Convene a committee of region board members to select a winner from applications received.

4. Notify winners.

5. Forward winners to NYS PTA if appropriate.

6. Secure award and arrange for its presentation at the appropriate event.

7. Thank all applicants for their submissions.

Region Board Awards

1.   Solicit recommendations from region board members for National, NYS PTA and Region awards.

2.   Convene committee.

3.   Secure award and arrange for presentation.

4. These awards should be given at the discretion of the Awards Chairman, the committee and the Region   Director.

BEACON EDITOR

The Region newsletter, The Beacon, is the medium of contact between Region Board members and members of constituent organizations. The editor is responsible for editing and organizing the information provided by members of the Region Board in newsletter format and for being a liaison to the constituent organization newsletter chairman.

1. Five (5) issues – August, October, January, March, June - Approximate length of eight (8) to ten (10) sides

2. Regular articles include:
Region Director’s Message

Calendar

Information from PTA sources such as Our Children, New York Parent-Teacher, local unit and region newsletters, national and state brochures and pamphlets

Chairmen’s articles

Assistant Director’s articles about local unit activities

Council President’s articles

Letter from the Editor

3. Four (4) weeks’ turn-around time includes:
Typing, editing and proofreading

printing and bulk mailing handled by Circulation Chairman

4. Maintain a file for reference of newsletters from units, councils and other regions for the current school year.

5. Remind chairmen of deadlines for submission of articles by phone or postcard. Check calendar of events, NYS PTA and local unit/ council calendars.

6. Set up a committee meeting prior to Spring Conference to judge newsletters and present local newsletter          awards at Spring Conference; mail 1st place winner to New York Parent-Teacher editor by deadline, usually June 30 for state competition.

7. Prepare a newsletter display for Spring Conference (May). 

THE BEACON CALENDAR

SUGGESTED ARTICLES TO INCLUDE

AUGUST: 
*The Beacon yearly plan subscription form
Substance Abuse





Environment




Awards Calendar



Historian
*Region Jane Skrzypek Educator of the Year Award

Juvenile Protection – Bus Safety, Halloween
*Presidents-Principals Dinner 

*Membership




July President’s Meeting report

Parents as Reading Partners 


Finances

Program Services







Publications




OCTOBER:
Boutique




Public Relations



Bylaws





Reflections




Education




Special Education 



Health





Urban Issues



Legislation




Outstanding Unit Award



Membership




American Education Week



Parent Involvement



*NYS PTA Convention

JANUARY:
Health





NYS PTA Jane Skrzypek

Volunteer of the Year Award



Legislation




PARP Award



Membership


 

Parent Involvement Award

Reflections reminders



Presidents-Principals Dinner report



Substance Abuse 



Convention Summary

Awards calendar



*Founders Day



Region Skrzypek Educator of Year Award
Nominating Committee









Showcase

MARCH:
Boutique




Substance Abuse



Education 




*Honorary Life Memberships



Environment – Earth Day


*Reflections winners





Parenting




*Legislation-Education Conference



Public Relations



Founders Day report



Safety





School Board Candidates



Special Education



Teacher Appreciation Week

JUNE:

Bylaws report




Stanley Marcus Humanitarian Award 

Urban Issues
Twin Projects Jenkins/Gazzola                                  Scholarships



Outstanding Unit Award 


Legislation Breakfast report





Membership Awards



PTA Day in Albany report



Newsletter Awards



Showcase report






Spotlight on Youth Award


Spring Conference report

Thank you Past Board Members, Presidents, Chairmen

BOUTIQUE CHAIRMAN

The Boutique Chairman shall:

1. Keep inventory of all pins and stationery items that are available in the boutique.

2. Order all supplies as needed from NYS PTA.

3. Set up and operate boutique at Region functions, including Spring Conference. Ask for volunteers from Region Board as needed.

4. Count all monies and turn over to the Region Treasurer in a timely fashion.

5. Have available National and NYS PTA brochures, pamphlets, and guides.

6. Have on hand NYS PTA and National PTA order forms so that individuals may order their own jewelry items.

BUSINESS MANAGER

The Business Manager shall:

1. Set up a committee for Showcase, the fundraiser for Western Region PTA.

2. Send out mailing (letter, information sheets, rules and regulations, contract) to potential commercial vendors, non-profit exhibitors and program presenters for Showcase.

3. Receive fees and signed contracts from vendors.

4. Send fees to Region Treasurer. 

5. At an early date, prepare promotional material and distribute it to various organizations e.g. schools, churches, Girl Scouts, Boy Scouts, libraries and others. Send more than one (1) copy to schools for distribution to Club Advisors.

6. Organize and assign space at site and prepare floor plan for vendors. 

7. Arrange for hospitality area including beverages and snacks for vendors.

8. Make signs to direct vendors and visitors at site.

9. Be in exhibit area when vendors arrive at Showcase to help resolve any problems.

10. Request a donation as a door prize from vendors.

11. Distribute door prize tickets as people enter the site.

12. Distribute door prizes to winners.

13. Set up display for Spring Conference.

BYLAWS CHAIRMAN

Bylaws are general guidelines for how local units and councils operate. The president and secretary should have copies. Every three (3) years from the date of State PTA approval, each unit and council is required to review its bylaws, revise them if necessary, and send seven (7) copies, whether revised or not, to the region bylaws chairman who, after reviewing them, will forward them to the state bylaws chairman for approval.

1. Serve as resource and liaison for Western Region units and councils for questions on bylaws, procedures, job descriptions, and parliamentary procedures.

2. Keep an accurate, up-to-date, monthly list of dates of approved bylaws.

3. Maintain a file of most recent copies in plastic box; pass along date stamp and inkpad to next chairman.

4. Distribute bylaws pattern, instructions for preparation and 13 Steps to Updating Bylaws to units and councils by October 15 of the school year in which bylaws expire. Provide list of units and councils for Associate Director of Assistant Directors. 

5. Distribute Guide for Writing Procedures, unit bylaws pattern, instructions for preparation, 13 Steps to Updating Bylaws and amendment forms to councils by October 15 and at least two (2) times per year. Provide list of units and councils for Council Presidents.

6. Prepare articles for the fall issue of The Beacon and as needed.

7. Suggested topics are: Units Needing to Update Bylaws; 13 Steps to Writing Bylaws; A Unit in Good Standing; Bylaws Questions and Answers; Procedures or Job Descriptions; Congratulations to Units.

8. Notify units of availability for Bylaws Workshop or Questions at events by phone, letter or postcard.

9. Answer phone calls on bylaws within three (3) days.

10. Mail three (3) copies of newly submitted unit/council bylaws to State Bylaws Chairman monthly.

11. Return promptly two (2) approved copies from State Bylaws Chairman to unit president with appropriate form.

12. Distribute additional corrected copies to District Director, Associate Director of Assistant Directors, Assistant Director, President and Secretary of unit or council for their files. Keep one (1) copy for your file.

13. Submit bills for postage to Treasurer every two (2) months.

14. Prepare a bylaws display for Spring Conference.

15. Distribute copies to Assistant Directors at A.D. training and as needed.

16. Conduct workshops as needed at Summer Leadership, Spring Conference, Schools of Instruction and elsewhere.

17. Work as liaison from Western Region to NYS PTA Bylaws chairman.

18. Attend NYS PTA leadership training such as NYS PTA convention, Summer Experience, Region Board training.

COMMUNITY OUTREACH CHAIRMAN

The Community Outreach Chairman shall:

1. Reach out to areas that do not have PTAs.

2. Become familiar with the various parent groups.

3. Be familiar with budget process differences in cities in contrast to surrounding suburbs.

4. Work on collecting materials to inform units about the work of PTAs

5. Distribute as needed a folder to units requesting information.

6. Act as a consultant to the Region Director, council presidents, and Assistant Directors.

7. Assist Region Director in designing leadership training opportunities for Assistant Directors. 

8. Write articles for the BEACON on current urban issues.

9. Assist PTAs in initiating the Shared-Decision-Making process and Parent Involvement.

10. Set up a display for Spring Conference.

11. Issues and Programs for Community Outreach include, but are not limited to:

a. Parent Outreach

b. Diversity/Sensitivity Training

c. Non-traditional families

d. Minority community members

EDUCATION CHAIRMAN

The Education Chairman shall:

1. Keep the Region Board informed on education issues in the Region, State and nation. 

2. Inform units/councils through The Beacon of the Board of Regents information.

3. Be aware of resolutions pertaining to education.

4. Be aware of sources for information e.g. charter schools, fiscal equity, No Child Left Behind, etc.

5. Attend Legislation/Education Conference in Albany.

6. Keep a file of pertinent materials for reference.

7. Set up a display at Spring Conference.

The Education Chairman shall also encompass:

1. Curriculum study and development

2. Discipline policies

3. Dropouts

4. Early childhood education

5. Education environment

6. Education reform

7. Homeless children

8. Illiteracy

9. Library services

10. NYS Education Department (SED)

11. Teacher issues

12. Testing

ENVIRONMENT CHAIRMAN

The Environment Chairman shall:

1. Inform the local units and councils about environmental issues and Earth Day Week activities through the BEACON.

2. Work with other chairman having shared concerns.

3. Give testimony when necessary with the approval of the Region Director.

4. Set up display at Spring Conference.

Environmental issues include:

1. Appreciation and understanding of earth’s life system and the part of human beings in it.

a. Air- Indoor - adequate oxygen, toxic contamination from art, cleaning supplies, pest management products

b. Air-Outdoor - CO2, ozone, lead, acid rain

c. Water-Drinking – infectious and toxic contamination such as lead, asbestos

d. Water – Marine – infectious and toxic contamination such as mercury, PCB

e. Soil- especially at school playgrounds, homes, farms

2. Reducing environmental risk by responsible practices concerning:

a. food chain – inspection, testing, and regulation for additives, and agricultural chemicals

b. solid and hazardous waste – reduce, reuse for the same purpose, reuse for other purposes, and recycle in order of priority before incineration and landfills

c. ground water management systems and sewage treatment

d. utility and industry emissions – distance of toxic industry from schools, homes, and recreational areas

e. consumer choice – environmental responsibility, polystyrenes ban

3. Correcting past contamination

a. environmental audits – home, school, community

b. testing for, reduction, and elimination of hazardous substances in air, soil, and water

c. federal and state funding for elimination of hazards at schools

d. citizen participation – important in hazardous waste site remediation process

HEALTH CHAIRMAN

The Health Chairman shall:

1. Contact local, state and federal agencies concerned with health issues.

2. Submit articles for the BEACON.

3. Set up a display for Spring Conference.

Health Issues shall include:

1. Comprehensive health education curriculum (K-12)

2. Certified health teachers or educators (K-12)

3. Disease immunizations

4. Physical fitness

5. School health personnel

6. School based health clinics

7. Amblyopic screenings

8. Single-parent families (affordable health care costs)

9. Teen-age pregnancy

10. Blood pressure screening

11. Anabolic steroids

12. Asbestos

13. Tobacco

14. Infant mortality reduction

15. Tourette’s Syndrome

16. Reye’s Syndrome

Nutrition Issues shall include:

1. School based breakfast and lunch programs

2. Funding for such programs

3. Menu guidelines

4. Government-funded nutrition programs for women and children

5. Healthy snack foods

6. Food additives

7. Nutrition education

8. Proper ingredient labeling

9. Calcium supplements

10. Cholesterol levels for children

Mental Health Issues shall include:

1. Teen suicide

2. Intervention programs

3. Self-esteem development

4. Decision-making skills development

5. Children at risk

6. Stress

Childhood Diseases

Sexuality education; Family life education

LEGISLATION CHAIRMAN

The Legislation Chairman shall:

1. Be knowledgeable about the field of legislation, having had experience, if possible, at the local level.

2. Write and orally present material clearly, factually and forcefully.

3. Study National PTA and State PTA legislative policy and programs.

4. Be knowledgeable about both the legislative process and the political process.

5. Be knowledgeable about legislative developments and be in contact with legislators, PTA units, and the NYS PTA Legislation Chairman.

6. Write articles for the BEACON according to need.

7. Write memos as needed regarding pending legislation.

8. Work to promote PTA views and positions.

9. Be responsible for planning Pre-Convention workshops, region legislative workshops and the Legislative Breakfast with the assistance of committee members.

10. Represent PTA in a responsible, firm and friendly manner without personal bias.

11. Testify at hearings with the approval of the Region Director.

12. Encourage advocacy among PTA members.

13. Attend or send representative to state, regional and local legislation conferences.

14. Set up display for Spring Conference.

MEETINGS MANAGER

Make arrangements for sites for meetings and special events at convenient locations rotating around the district in school districts in the north, south and the city.

1. Fill out building permits and mail to party within three (3) days. Include necessary information such as location, date, starting and ending times, cost, plans for the event and needed equipment such as audio-visual equipment, TV, VCR, slide projector, overhead projector, and coffee pots.

2. Serve on special events committees.

3. Collect menus and prices from local restaurants to keep on file.

4. Confer with chairman of event to select appropriate place for expected numbers of guests. See events list.

5. Get approval from executive committee for choice of restaurant. 

6. Secure locations for special events three (3) to six (6) months in advance.

7. The charge should cover all costs including the meal, decorations, favors, printing, gratuity and any guest dinners. 

8. Send contract to District Director to be signed. May need certificate of insurance.

9. Arrange with treasurer to send deposit and tax-exempt form to restaurant.

10. Set up Spring Conference by September; book March meeting at same location for the purpose of an on-site meeting.

11. During the summer, air-conditioning is preferred.

12. Consult yearly calendar of events for dates.

13. Consult with the communication facilitator.

14. Consult with hospitality or event chairman regarding refreshments.

CALENDAR






EXPECTED NUMBER

Region board meetings – September, November, January, March, May, June
15 - 25

Presidents-Principals Dinner – October





150 - 200

Pre-Convention Workshop







15 – 25

Reflections Reception








150 minimum

Founders Day Dinner – February






60 - 100

Legislative Breakfast – March






70 - 100


Showcase – April








100 - 140

Spring Conference – May







80 - 130

New President’s Meeting – July






15 - 25

Summer Conference – August






50 – 100

Membership Workshop – August






50 - 80

MEMBERSHIP CHAIRMAN 

The membership chairman shall attend state provided training especially Summer Experience and convention workshops. Chairman shall attend region board meetings.

1.  Work with members of the region board to increase membership, especially the Assistant Directors. 

2.  Keep in close touch with state membership chairman to maintain up-to-date membership figures and  payments. Send monthly reports on cards forwarded to units.

3.  Communicate with unit and council chairmen and presidents by e-mail and telephone. 

a. Advise them of their membership figures in relation to the previous year’s figures for their units and councils.

b. Give them helpful information and instructions on how to carry out their responsibilities.

c. Urge delinquent units to make payments and/or return cards.

d. Remind units to have their first payment to state office by November 1 and final payment by March 31.

e. Remind units to return all unsold membership cards to region membership chairman by March 31.

4. Encourage units to develop campaigns to increase their membership and set membership goals higher 

than the previous year. Conduct membership workshop in August or as needed. Distribute certificates of commendation to units based on membership increases and other incentives at Spring Conference. Also give an oral annual report along with a written report for the Spring Conference packet.

5. Record and send out additional cards to units as requested.

6. Continue to follow up with delinquent units to clear the way for the new membership year.

PARP (Parents As Reading Partners) CHAIRMAN

1. Attend planning meetings for NYS PTA PARP conferences, if able.

2. Attend regional conference.

3. Submit articles to The Beacon.
4. Maintain contact with NYS PTA PARP chairman.

5. Chair the PARP awards committee for the region.

6. Submit outstanding program to NYS PTA office.

7. Notify Region winner.

8. Set up a display for Spring Conference.

PROGRAM SERVICES CHAIRMAN

1. Update file of organizations/associations that provide programs, films, speakers, etc.

2. Keep kits, films, and resources that may be borrowed by local PTA units.

3. Keep records of borrowed materials; follow up to make sure all materials are returned.

4. Submit articles to The Beacon.
5. Set up a display for Spring Conference.

PUBLIC RELATIONS CHAIRMAN

1. Promote a positive image of Western Region PTA as projected by the news media (radio, newspapers, television.)

2. Explain the importance of public relations to PTA work to units, councils and the Region through articles in The Beacon.
3. Arrange for photographs to be taken at Region activities, when requested.

4. Keep a file of newspaper articles about local and Region PTA activities.

5. Keep a contact file of all newspapers, radio stations and television stations in the Region.

6. Send important and timely news releases to local newspapers, upon approval of the Region Director.

7. Arrange for workshops on the “how to” aspects of public relations, when asked.

8. Set up a display at Spring Conference.

REGISTRAR (ASSISTANT TREASURER)

The Registrar shall:

1. Keep a completed list of registrants for each event.

2.   Issue name badges at Western Region PTA events.
3.   Update the Region Director, Associate Director of Special Events and chairman of the event 

      on the status of registration.

4.   Provide Region Director and chairman with a list of registrants for each event.

5.   Encourage people to adhere to deadlines. 

6.   Log in checks received. This information should include the following:

a. Unit name and code

b. Names of registrants covered by each check

c. Amount of check and check number

7.   Submit checks received for events to the Treasurer within one week of receipt.

8.   Participate in seating arrangements.

9. Check with the District Membership Chairman for the number of delegates that a unit is                             entitled to for Spring Conference.

10. Handle registrations for NYS PTA Summer Experience and Convention according to guidelines from NYS PTA. Provide the Region Director with a list of delegates attending these events. 

SAFETY CHAIRMAN

The Safety Chairman shall:

1. Be aware of current safety problems and issues.

2. Be aware of local, state and national resources.

3. Collect a list of films, videos, books, and articles on safety issues.

4. Communicate with state chairman.

5. Communicate periodically with unit/council chairmen to keep them informed of updated information and to provide them with materials, if possible, or a list of where these materials can be obtained.

6. Study legislation and resolutions regarding safety issues. Follow progress with legislation chairman and keep units informed through calls to action if necessary.

7. Send letters to legislators as necessary.

8. Encourage units/councils to participate in National PTA and NYS PTA safety programs.

9. Attend region board meetings, NYS PTA trainings and workshops on safety issues.

10. Set up display for Spring Conference.

ADDITIONAL AREAS OF RESPONSIBILITY

1. Abduction and child abuse

2. Asbestos (also covered by health chairman)

3. Bicycle, camp, toy, fire, Halloween safety

4. Block Parents

5. Condition of school buildings

6. Firearms

7. Playground safety

8. School bus issues (standees, seat belts, safety of bus itself, driver screening)

9. School environmental issues

10. Toxic art supplies (also covered by health chairman)

SPECIAL EDUCATION CHAIRMAN

The Special Education Chairman shall:

1. Have a working knowledge of Federal and New York State special education laws and regulations.

2. Be aware of changes in laws and regulations affecting people with special needs and share such information with region and local counterparts.

3. Make legislators, Regents, State Education Department, administrators, teachers, and groups representing people with disabilities/giftedness aware that PTA represents, supports, and advocates for those with special needs.

4. Maintain contact with advocacy groups representing those with special needs in order to share information, concerns, projects, and support.

5. Prepare articles for the BEACON.

6. Communicate directly with SEPTAs and other units.

7. Communicate with NYS PTA Chairman.

8. Set up display for Spring Conference.

ADDITIONAL AREAS OF RESPONSIBILITY

1. Special Education issues

2. Gifted and Talented issues

3. Pupils with special needs

SUBSTANCE ABUSE CHAIRMAN

1. Be knowledgeable about NYS PTA and National PTA positions, resolutions and programs concerning alcohol and other drugs.

2. Be knowledgeable about the latest developments in the field and the terminology, e.g., COA, CODA.

3. Become familiar with other organizations and agencies in the field and network with them.

a. Federal agencies:

1) Centers for Disease Control and Prevention

2) US Department of Education

3) NYADI- National Clearinghouse on Alcohol and Drug Information

b. State agencies:

1) OASAS-Office of Alcoholism and Substance Abuse Services

2) DFY-Division for Youth Health Department

3) State Education Department

c. Organizations:

1) NYSCADA-New York State Council on Alcoholism and Other Drug Addictions

2) ALA-American Lung Association

3) NYPIRG-New York Public Interest Research Group

4. Write articles for The Beacon.

5. Set up a display for Spring Conference.

ADDITIONAL AREAS OF RESPONSIBILITY

1. Family-Child Pledge and Community Education Program (Safe Homes)

2. Tobacco

3. Inhalants

YOUTH MEMBER

1. Keep Region Board informed on issues related to youth.

2. Attend Region Board meetings.

3. May serve on committees as assigned.

4.   Submit articles to The Beacon.

5.   Do a workshop, if asked.

6.   Set up a display for Spring Conference.

ASSOCIATE DIRECTOR OF SPECIAL EVENTS

1. Serve on special events committees.

2. Collect menus and prices from local restaurants to keep on file.

3. Confer with chairman of event to select appropriate place for expected number of guests. See events list.

4. Get approval from executive committee for choice of restaurant.

5. The charge should cover all costs including the meal, decorations, favors, printing, gratuity and any guest dinners.

6. Send contract to Region Director to be signed. May need certificate of insurance.

7. Arrange with treasurer to send deposit and tax-exempt form to restaurant.

CALENDAR



EXPECTED NUMBER

Presidents-Principals Dinner – October


150 - 200

Founders Day Dinner – February



60 – 100

Spring Conference – May




80 – 130

TREASURER

In addition to serving as chief fiscal agent for Western Region PTA by managing the funds and providing reports to Executive Committee, Region Board, the region membership and New York State PTA, as described in the region bylaws and procedures, the treasurer shall:

1. Serve as a liaison from the NYS PTA treasurer to the region and units.

2. Serve as a regional resource for Western Region unit and council questions regarding the handling of PTA funds, taxes and fundraising. Financial questions should be answered within three days.

3. Attend leadership training, such as NYS PTA Convention, Summer Experience, region board training, as needed.

4. Conduct workshops for unit treasurers and/or ways and means chairmen as needed.

5. Write at least two informative articles for the BEACON each year.

JULY -
Fiscal year begins. If necessary, signatures on bank accounts should be changed. Records from the ending year are audited. Treasurer should be present to answer any questions.

AUGUST -
Conduct workshop at Summer Leadership Conference.

SEPT. -
Orient Region Board officers and chairmen on use of region funds, including discussion of budget, vouchers and tax exempt forms.

NOV. - 
If not attending Convention, arrange with Region Director and other co-signer for writing checks at Convention.

MARCH -
Meet with budget committee.

APRIL -
Present proposed budget to Executive Committee and Region Board.

MAY -

Prepare a treasurer’s display for Spring Conference.

Present annual financial reports and adopted budget at Spring Conference.

LIST OF EQUIPMENT:
Money Matters videotape





AC/DC calculator with tape





3 – hole punch

Four active 3 – ring binders: ledger, vouchers, financial reports and procedure book

Stamp pad with check endorsement stamp and region name stamp

Box of current forms and publications

Boxes of old records

