PTA Plan of Work 2009-2010
Name:    



Position:    

Grade:    



Authorizing Officer:   





	Activity, Event or 
Item to Purchase
	Date 
 (or date range)
	Anticipated Income
	Requested Expense

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	TAX
	
	Not Reimbursed 

	
	Shipping and Delivery
	
	

	
	REQUESTED TOTALS
	
	

	Description or Purpose:



	Notes from Budget Committee:
	APPROVED TOTAL
	
	


Line Item Account:







Treasurer will assign account
Plan of Work Procedures 2009-2010

A completed, approved Plan of Work is required to request money from PTA. The PTA budget is created based on Plans of Work received from all teachers, staff and PTA chairmen. Attached is a blank Plan of Work for you to use when requesting money for the 2009-2010 school year.

How to Complete

Authorizing Officer:   This is the person responsible to PTA for your budget. For teachers and staff, that is Ms. Graham. For chairmen, it will be the Vice President assigned to you on the flow chart. This person will represent you at the budget committee and board meetings.

Activity, Event or Item to Purchase: List what you are planning to purchase. You must be descriptive, but try not to be too specific. This is the actual item that will be approved in the General Meeting and the funds approved may only be used for what is listed in this area. For example, if you want to purchase stools for your teacher table, you should list “seating for teacher table”. If you list “stools for the teacher table” and give us a picture of the stool with item number, you will be held to the stools with that item number. You may find the stools are discontinued and you want to buy different ones. Be as specific as possible, while leaving yourself flexibility.
Date: Please be as specific as possible on the date you plan to make the purchase. You are not held to this date, but it will help us anticipate cash flow throughout the year.

Description or Purpose: Please be as specific as possible in this area. It will help us understand the intent behind the purchase and will speed up the approval process. If the “Activity, Event or Item to Purchase” section is too general, and the “Description or Purpose” area is not complete, your Plan of Work will be returned. Or, we will have to guess your intent and you may not receive the amount requested. In the example used above, the “Activity, Event or Item to Purchase” would list seating for teacher table. However, this is where you would explain, “I am looking for the stackable stools to use at my teacher table.” 
Notes from Budget Committee, Approved Total and Line Item Account will be completed by the Budget Committee. This section will be completed and returned to you once the budget is approved by the PTA general membership. 
Due Date

Teachers and Staff

Plans of Work must be turned in to Ms. Graham for approval by May 26th. Ms. Graham will approve all Plans of Work and forward to Becky Lanning by June 1st.   

PTA Chairman

Plans of Work must be completed for each chairman for every PTA purchase and event. Plans of Work are due to Becky Lanning by June 8th.
Approval Process

The budget committee meets over the summer to compile all of the Plans of Work and craft the PTA budget based on forecasted revenue and anticipated expenses. The final budget is presented at the first General Meeting of the new school year; scheduled for August 27th at 2pm. Once the general membership votes to approve the budget, you will receive your Plan of Work returned to you with the approved amount indicated, along with an explanation of the variance if applicable.

Spending Money and Getting Reimbursed

Once you received your approved Plan of Work, the money is available to you. There are three ways to make purchases.

1. Turn in an invoice or completed order form along with payment instructions and the mailing address. Becky will match the invoice to your Plan of Work. She will then send in payment along with the completed order form. Please make sure your order form is completed. This will ensure a timely process. If the form is not complete, it will be returned to you for completion.

2. Purchase the item yourself and turn in the receipt along with a reimbursement form. The reimbursement form is matched to your Plan of Work and a check will be made to you within the week. (remember, we do not reimburse tax) 
3. In some instances, for teachers and staff, you may receive a discount if the purchase is made through PISD. If this is the case, you can make arrangements with Janice for her to purchase the item for you and PTA will reimburse the school. 

If you have any questions, please do not hesitate to call. We are here for you and want to make the Plan of Work process as easy as possible.

Becky Lanning, treasurer@hedgcoxepta.org, 972-527-3117

Tracy Lake, president@hedgcoxepta.org, 972-517-2871

