June 30, 2009


Dear Committee Chair

Thank you for volunteering!  To our returning chairs , thank you for coming back. To our new chairs,  welcome aboard! We’d like to thank you for helping out the PTA and our community.  We have a great team this year and you should be proud to be a part of it.

The Fair Haven PTA is a well-run organization of dedicated and hardworking people.  We strive to keep well-organized records that can be referred back to and passed on to the next Chairperson..   

Please look over your Committee binder, make notes, and update the information throughout your project. All binders should include the following:

I) Committee Description and Basic Information page:  This page will list a general description of the committee and contact information needed for the year. Your budget or projected fundraising goal will be listed here. Please update your binder with this each year.
II) Committee Chair Basics:A brief recap of important committee chair procedures and policies.  
III) Committee Chair Instructions:  A list of what to do when, notes from meetings and other relevant “how to” information.  For many committees, a timetable or a detailed task list is very helpful.  Please be as specific and detailed as possible.

IV) Budget: An outline of our reimbursment policies and a place to keep track of your committee’s budget and actual expenses
V) Communication: An outline of our communcation options -- flyers, newsletter articles, lunch menu blurbs etc. and instructions on how to use them
VI) Contacts: A list of names, phone numbers and emails of your committee members as well as outside contacts (e.g. vendors, suppliers, speakers, guests)
VII) Other Information:  Copies of relevant paperwork including menus, supply lists, contracts and similar items to help future committees understand what you did

Because we are a part of a National Organization there are rules we must follow, please refer to your binder if you have any questions on the procedures. If you are having trouble or have questions at all, please feel free to contact your Executive Board Rep or me at any time. We would be glad to assist you as you document your committee’s work.

Please keep your information up to date and be as specific as possible so that there can be a smooth transition when you pass along your committee to a new chairperson.

If  you will be no longer chairing the committee, the Procedure Binder will be collected after it has been updated. If you are staying with your committee, updates will be forwarded to you.

Please call or email if you have any ideas, complaints, questions or suggestions (741-7675 or astevens197@verizon.net ).  I look forward to working with you this year and thank you again for volunteering.

Regards,

Amanda Stevens

President 

Fair Haven PTA

