JF Cooper School PTA Volunteer and Committee Expense Procedures
Below are procedures for volunteer and committee coordinators for any JF Cooper PTA event. 
1. Please do not spend any personal funds without first clearing it with your contact person on the PTA Executive Board. 
2. Do not print on your home printer; use your own toner or paper. This will not be reimbursed. Printing flyers and other type of documents can be done at Cooper School. The PTA has their/its own supply of paper in the PTA supply closet. All copies should be completed at Cooper School.
3. Please contact your committee coordinator or board member if you need stamps. Sometimes we receive donated stamps for events (e.g. Race for Education, Carnival, etc.). If you do need to purchase stamps, then it needs to be approved by your contact person on the PTA Executive board.

4. Please keep in contact with and clear all expenses with the specific PTA Executive Board member or committee chairperson you are assisting. He/She will communicate as necessary with the rest of the board and principal. 
5. All forms to be distributed to the kids via the school need to be approved by the principal. Please give the principal 2-3 days review time.
6. Your committee chairperson/contact person will be the liaison with the Treasurer. This minimizes multiple check requests going to the Treasurer. Also, this way the Treasurer will be aware of what expenses were already authorized.

7. Please be patient as it may take the Treasurer a few days to process your check. There is a check request form on the PTA website that needs to be completed and ALL receipts need to be attached. No reimbursement will be made without accompanying receipts.
8. All leftover supplies/items bought with PTA money (e.g. paper products, water, games from carnival, etc.) need to be placed in the PTA storage closet and not kept by any individual. If it doesn’t fit in the closet (e.g. game from carnival, etc.) then other arrangements can be made.
9. Any expense made by a committee chairperson over the amount of $500 needs to be approved by all PTA Executive Board.
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