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1. How to publicize an event or meeting

To publicize an event or meeting, consider the following:

Worthington Weekly article send via eSchoolNewsletter,

Email to room parents,

The PTA website,

A flyer via backpacks,

Posters or flyers around school and on volunteer room bulletin boards,

The front display case next to the cafeteria,

An announcement to be made in the morning at school, at PTA and Site

Council meetings, and

A table at school pick-up or drop off.

When planning your publicity, make sure to allow time for meeting deadlines and printing

lead time. If you place posters or flyers around school, you are responsible for making

sure that your items do not cover up other fliers and for the removal of posters after your

event.

2. How to place an item in the Worthington Weekly

Type your information in a document using Arial 9 font, and email it to

iris_feinberg@hcpss.org

The Worthington Weekly deadline is Wednesdays by noon.

3. How to place an item in the eSchoolNewsletter

Type your information in a document using Arial 9 font, and email it to Renee Ernst at rernst@convergencetech.us
IMPORTANT: Please continue to use the Worthington Weekly (which is sent out weekly

on the eSchoolNewsletter) for your announcements & reminders.

Let's utilize eSchoolNewsletter for flyers announcing an event or program that might

include volunteer requests AND final reminders for deadlines & events.

4. How to send an email to Room Parents

Send an email to Diana Pascarelle at dpascarelle@hotmail.com requesting the Excel file of

all email addresses of room parents.

5) How to submit content for the webpage

Email Jill Calhoun at ndfamily05@verizon.net with attachments (preferably in PDF) to

be posted on the website.

6) How to schedule an event or meeting

First, check the date with Keith West at CHARLES_WEST@hcpss.org . Then, check

with Renee Ernst or Diana Pascarelle so we can clear it on the PTA calendar. The date must be

cleared with HCPSS Facilities using the Application and Permit for Use of School

Facilities form. Please fill out this form promptly and completely and submit the form to

Keith West for his signature. An additional form requesting heating or air conditioning

must also be completed. Obtain this form through Keith. Please make a copy of the

completed form for your records.

7) How to get information to teachers

In general, the best way to get information to staff is by sending an email to Keith West

at CHARLES_WEST@hcpss.org. He can then forward the email to all teachers or to

teachers in a specific grade.

If you prefer to send your information in writing, please submit it to Kathy Orlando for

approval. After approval is secured, you may photocopy the letter and place it in the

teachers’ mailboxes.

8) How to get copies made

Please try to utilize the Worthington Weekly, the PTA website, or the eSchoolNewsletter

as much as possible before opting for copies.

Check your budget and/or clear copy costs with Danielle Crump (treasurer). Contact Renee Ernst  to obtain the copy discount card for Office Depot and take your print job to

Office Depot.

9) How to send home notices/flyers with children

Please try to utilize the Worthington Weekly, the PTA website, or the eSchoolNewsletter

as much as possible before opting for copies

All flyers to be sent home via backpacks must be approved by Kathy Orlando. All flyers

and other forms of publicity for your event should include the following information:

Name of event/theme,

Date,

Time,

Location,

Fee (if applicable),

The phrase “A PTA-sponsored event,” the phrase “family event” or

something similar such as “no drop-offs,”

The phrase, “In order to maintain a safe environment for all children and

adults in the Worthington community, we encourage parents to

supervise their children during all PTA and school events. Our goal is to

provide a positive experience for all participants..."

Due date for your fee (if applicable),

Contact person with phone number and email, and

Any other information pertinent to your event such as “this is a picnic style

event, so don’t forget your blankets and folding chairs,” activities,

food, or a description of theme dress.

Check your budget and/or clear copy costs with Danielle Crump (treasurer). Contact Renee Ernst to obtain the copy discount card for Office Depot and take your print job to

Office Depot.

When you're ready to distribute the copies, you need to batch them before putting them

in the mailboxes. A class-by-class breakdown is posted in the front of the PTA mailboxes

in the volunteer room. Put a small note on your batches instructing teachers when to

send them home, and to whom they should go to (youngest and only or to all children).

Make sure to thank teachers and include your contact information in case there are

questions. Have them in the teacher's boxes before the beginning of recess on the day

that you'd like them to go out. Give several extra copies to Iris. You may leave extra

copies in a neat stack on the counter in the office work area.

10) How to get table, easel, coffee or other equipment

The PTA uses the schools tables, chairs, and trash cans for our events. For set-up to

run smoothly, please provide a floor plan or list of tables/chairs you will need to the

custodians. For events occurring during the school day, contact George Ted. For

evening events, contact Trevor Rhoden (after 3:30pm). Please give them at least a

week before the event.

For supplies such as paper products, raffle tickets, balloons, balloons weights, etc.

please check the supplies in the PTA shed (get combination from Renee Ernst) for leftovers from other events before

purchasing additional items.

11) How to introduce a new idea or topic at a PTA Meeting

New ideas are important! Please let Renee Ernst or Diana Pascarelle know if you have a new idea or something you want to discuss. They can help you decide the best way to introduce it

and can put it on the PTA agenda.

If you have an idea, you can bring it up at the 'open forum" time of the PTA meeting. If

you know ahead of time, please let Renee know so we can allot time to discuss it.

12) How to get reimbursed for an expense

First, check with your budget and/or with Danielle Crump, our treasurer, to make sure that

any additional expense is authorized! If you spend your own money on an authorized

expense, submit a copy of your receipt to Danielle along with a disbursement request form

for reimbursement. The disbursement request form is available on the PTA website.

You can put the receipt in the Treasurer's mailbox in the volunteer room or give it to

Becky at a PTA meeting. Disbursement request forms must be signed by the chair of

your committee.

13. How to get information regarding sales tax and tax-exempt status

Guidelines regarding sales tax:

PTAs must be charged sales tax when purchasing items

PTAs must charge sales tax when reselling items

PTA's tax exempt status is for INCOME tax vs. SALES tax.

The PTA is not tax exempt from sales tax, and must pay sales tax on

purchases. However, if you turn around and sell the items you purchased, you

can deduct the tax you paid on the purchases from the tax due on the sales.

There is a line item on the tax form for this. The school is tax exempt. The PTA

is not tax exempt.

So, if you purchase food, drinks, cups, decorations, etc for an event, you will pay sales

tax on the purchase (at the point of sale). Danielle Crump will in turn reimburse you for the

entire amount. There is no tax-exempt certificate required. If you purchase items and

then resell them at an event (merchandise or pizza and drinks, for example), the PTA

will have a line item on our tax return to account for the sales tax. If you plan to resell

purchased items notify Danielle Crump beforehand so she can identify the tax

implications and properly account for it, both at the event and on our PTA's tax

return.

14) How to create a response box or envelope for your event

If you send home a flyer that requires a written response, you must designate a location

for the returned responses. Ask Iris in the office if you can place a box in the office or a

folder in the PTA mailboxes. You can also provide Iris with an envelope/box to place the

responses in as they are collected. You are responsible for providing a clearly labeled

envelope/box, regularly collecting responses from the container, and removing the

container when the response period is over.

15. How to publicize your event in local newspapers

Forward a blurb (bullet format is fine) with event highlights to Janet Kim,

thjbkim@verizon.net, for publication in local media. Attach photos of the event.

16. How to solicit volunteers for an event or meeting

Send an email to Chris Peters cpeters108@verizon.net  with your volunteer
needs approximately three weeks in advance of your event. Be as specific as possible.

Also consider posting your volunteer needs in the Weekly and eSchoolNewsletter.
