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Dear Dedicated Volunteer, 

 

Welcome to our team!  We, the 2007-08 PTA officers for Colin Powell, are 

excited that you will be joining our efforts this year to “bring good things to 

kids!” 

 

We want to sincerely thank each one of you for your support and dedication 

to the children, families, and staff at Colin Powell.  Needless to say, all the 

programs offered to our school community are impossible without you! 

 

Enclosed, please find a general guide to chairing the committees in our PTA.  

The guide is divided into three major sections by answering the following 

three questions: How does the Colin Powell PTA operate? How do I (as chair) 
communicate PTA-related news to parents/students and staff? How do I 
deposit and/or get money?  Our hope is that you’ll find this guide a useful 

reference throughout the year.  Should you still have questions or if an 

answer is not included, please feel free to contact one of us as we are here 

to support you! 

 

We have a truly great team of fun and enthusiastic parents and staff.  We 

appreciate your tireless efforts to help our PTA function at its best!  We 

look forward to seeing each of you throughout the school year. 

 

Your 2007-2008 PTA Officers 

Delia Valentine  delialv@cox.net  703-322-0970 

President 

Anaisa Jauregui  anaisacj@hotmail.com 703-830-3899 

1st VP-Programs and Activities  

Liz Fong   funfongs@yahoo.com 703-818-1949 

2nd VP-Ways and Means 

Jenny Doyle   doyleshamrock@att.net 703-830-9939 

Secretary 

Ismail Mohideen  imohideen@gmail.com 703-815-1725 

Treasurer 

mailto:delialv@cox.net
mailto:anaisacj@hotmail.com
mailto:funfongs@yahoo.com
mailto:doyleshamrock@att.net
mailto:imohideen@gmail.com
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How does the Colin Powell PTA Operate? 
In the following section, you’ll find the “structural” components 

of our PTA.  We have the team of officers that include a 

President, a 1st Vice-President (Programs and Activities), a 2nd 

Vice-President (Ways and Means), a Secretary, and a Treasurer.  

We also have a Chairperson(s)/Coordinator(s) who serve as the 

point of contact for that committee and/or activity. 

 

In order to provide the most support for the Chairs of our 

Committees, each Chair is assigned to one of the Officers on the 

Executive Team.  The supportive structure serves a dual purpose: 

1) to provide a communication channel and allow each 

Chair/Committee to bring up concerns and/or ideas that will be 

more effectively addressed by the team of officers, 2) to 

provide support and/or guidance to those Chairs who may need it 

(e.g., new in their role).  The officers and chairs will communicate 

with each other in person, via email and/or phone.  Each 

committee also has a folder in the PTA file drawers for any 

committee-related mail and communications. 

 

We operate based on a pre-determined PTA calendar that has 

been coordinated with the school’s administrators prior to the 

start of the school year.  Any deviation from the dates proposed 

on the calendar need to be coordinated and cleared by both the 

administrators and the PTA officer team. 

 

You’ll find in this section: 

Board/Committee Contact List 
PTA Position Descriptions: Officers and Chairpersons 
Committee Chairperson-Assigned Officer Support 
Calendar of Events 
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2007-08 COLIN L. POWELL ELEMENTARY SCHOOL PTA BOARD 
LIST 
     

GROUP      TITLE/COMMITTEE NAME TELEPHONE E-MAIL ADDRESS 
Executive 
Committee President Delia Valentine 703-322-0970 delialv@cox.net 

 1st VP-Programs and Activities Anaisa Jauregui 703-830-3899 anaisacj@hotmail.com 

 2nd VP-Ways and Means Liz Fong  703-818-1949 funfongs@yahoo.com 

 Treasurer 
Ismail 
Mohideen 703-815-1725 imohideen@gmail.com 

 Secretary Jenny Doyle 703-830-9939 doyleshamrock@att.net 

     
Community 
Outreach Mini Walk for the Homeless Renee Orlosky 703-968-3050 Renee.Orlosky@fcps.edu 

 Bulletin Board Barbara Rayder 703-266-2143 barayder@cox.net 

 Cluster Vll Parent Advisory Eileen Mathies 703-830-9563 mathies4@verizon.net 

 Human Relations Shital Kacheria 703-266-3947 shitalkacheria@hotmail.com 

 
Sully Comm. Safe/Drug Free 
Youth Rose Chau 

703-815-
6298/unlist j2ttrock@gmail.com 

 *Jump Rope For Heart Stacy Castro 703-222-8753 astrosteen@verizon.net 

 
Superintendent Parent 
Advisory Sheri Walker 703-818-2670 shwalk@verizon.net 

     

Enrichment Grace Arts Shawn Overos 703-266-1029 soveros@msn.com 

 Cultural Arts Linda Lui 703-266-7089 hklfong@yahoo.com 

 Flex Rose Kim 703-818-9711 kim@fhlb-of.com 

 Junior Great Books OPEN OPEN  

 Minority Achievement Jacy Hobson 703-631-1165 jacy.hobson@frb.gov 

 Reflections Barbara Rayder 703-266-2143 barayder@com.net 

 Reflections Susie Twedt 703-968-7455 stwedt@cox.net 

Programs/Activities Cafeteria Coordinator Bunny Lenoir 703-815-8939 bunny@bill-lenoir.com 

 Chess Club Ellen Kim 703-901-0174 ellen0174@yahoo.com 

 Family Fun Robin Seabrook 703-803-6521 rseabrook@ncope.org 

 Family Fun Phyllis Villani 703-502-8995 villani20@cox.net 

 Hospitality Eileen Mathies 703-830-9563 mathies4@verizon.net 

 Multicultural Night(International) Asha Indira 703-815-1836 ashaindira00@aol.com 

 Room Parent Coordinator Anaisa Jauregui 703-830-3899 anaisacj@hotmail.com 

 
Library Resource Vol. 
Coordinator Jackie Short 703-830-6557 johnandjackieshort@cox.net 

 Membership Judy Fanucci 703-815-7886 fanucci5@gmail.com 

 Sixth Grade Activities Robin Seabrook 703-803-6521 rseabrook@ncope.org 

 Sixth Grade Activities Phyllis Villani 703-502-8995 villani20@cox.net 

mailto:delialv@cox.net
mailto:j2ttrock@gmail.com
mailto:bunny@bill-lenoir.com
mailto:ellen0174@yahoo.com
mailto:CMAZIQUE@ICMA.org
mailto:j2ttrock@gmail.com
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2007-08 COLIN L. POWELL ELEMENTARY SCHOOL PTA BOARD 
LIST 

     

GROUP      TITLE/COMMITTEE NAME TELEPHONE E-MAIL ADDRESS 
Programs/Activities 
Continued Volunteer Coordinator (Email) Carla Mazique 703-818-3341 carlamazique.cpe@gmail.com 

 
Volunteer Coordinator 
(Orientation) Patti Whalen 703-818-3738 pwhalen73@gmail.com 

 
Volunteer Coordinator 
(Tracking) Ann Vu 703-222-6014 ann.vu@verizon.net 

 Ambassador Program Anaisa Jauregui 703-818-3341 anaisacj@hotmail.com 

     

Publicity Directory Linda Lui 703-266-7089 hklfong@yahoo.com 

 Directory Amy Heimbach 703-802-0997 aheimbach@gmail.com 

 Publicity Jenny Doyle 703-830-9939 doyleshamrock@att.net 

 Puma Post Brenda Hinkle 703-968-9860 Puma_POST@yahoo.com 

 Yearbook Karen Kramer 703-502-8874 kskramer@cox.net 

 Yearbook Robin Seabrook 703-803-6521 rseabrook@ncope.org 

     

Ways and Means Box Tops for Education Lisa Evers 703-266-2286 volunteermom@verizon.net 

 Campbell's Soup Labels Dawn Fraioli 703-818-8188 dfraioli@inphonic.com 

 Carnival-Chair Cindy Trinca 703-502-9294 cindy.trinca@fcps.edu 

 Carnival-Silent Auction Brighid Orlando 703-266-4189 brighid@cox.net 

 Carnival-50/50 Raffle Mayerlyn Cordero 703-830-4435 mayerlyn@aol.com 

 Carnival-Volunteer Coordinator Shirley Gastelle 703-968-4268 gastelle4@verizon.net 

 Carnival-Food Concessions Bill Trinca 703-502-9294 cindy.trinca@fcps.edu 

 Carnival-Bake Sale Diana Rhodes 703-830-6843 liberald@verizon.net 

 Carnival-Prize Coordinator Michelle Trainor 703-803-2923 michelle.trainor@gmail.com 

 Carnival-Cake Décor Contest Suzanne Kelly 703-802-3198 suzanne.kelly@verizon.net 

 Giant Bonus Bucks Vicky Garon 703-502-8334 vgaron0717@aol.com 

 Sally Foster Gift Wrap Mona Wolverton 703-272-7163 rmia@cox.net 

 Spirit Wear Peggy Roberts 703-968-0782 proberts8@cox.net 

 Spirit Wear Sarah Shea 703-818-8791 spageshea@juno.com 

 Spirit Wear Suzanne Kelly 703-802-3198 suzanne.kelly@verizon.net 

 Holiday Shop Susie Twedt 703-968-7455 stwedt@cox.net 

 School Pack Amy Heimbach 703-802-0997 aheimbach@gmail.com 

 Original Art Works Betsy Kyker 703-815-1676 bbqjk@msn.com 

   

 

Thank You For Your 
Support.    For volunteering,  please   call    Delia Valentine.   Updated 9/25/07 by LF 

mailto:carlamazique.cpe@gmail.com
mailto:pwhalen73@gmail.com
mailto:ellen0174@yahoo.com
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PTA Position Descriptions 

 

Elected Officers: 
*refer to the Committee Chairperson-Officer Support List for variations 

 

President: Point of contact for School Administration to the PTA.  Provides 

overall leadership, ensures the general operations of the local unit conform 

to State and Local PTA standards, and provides support to the individual 

committees.  Maintains and updates the Guide for Parents to the Colin Powell 
PTA.  Generally the liaison to Community Outreach Committees*. 

 

First Vice President (Programs and Activities): Supports the President in 

all activities, and provides support to individual committees.  Leadership 

focused on promoting parent/staff membership and involvement with PTA 

school, family, and student activities.  Maintains and updates the PTA 
Membership Roster and Volunteer Handbook.  Generally liaison to Programs 

and Activities Committees*. 

 

Second Vice President (Ways and Means): Supports the President in all 

activities, and provides support to individual committees.  Leadership 

focused on promoting and supporting activities that would raise funds to 

support PTA activities provided to the students, families, and staff at Colin 

Powell.  Maintains and updates the Guide for Committee Chairpersons.  
Generally liaison to the Ways and Means Committees*. 

 

Treasurer: Conducts financial business on behalf of the PTA.  Oversees the 

adopted budget and ensures that expenses fall within budgeted amounts.  

Maintains accurate records of all financial transactions by conducting the 

day-to-day accounting activities related to income collection and 

disbursements.  Maintains and updates the Profit and Loss Statements.  

Oversees and provides information as needed for the PTA’s year-end audit. 

 

Secretary: Provides assistance to President at PTA meetings.  Maintains and 

updates PTA minutes, announcements, Events Calendar, Chair Roster, and 

other proceedings via general communication methods (online, Puma Post, 

Principal’s Newsletter, Bulletin Board, CPNN, and Email Distribution List).  
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Keeps current list of PTA members and important PTA paperwork.  Prepares 

correspondence on behalf of the PTA.  Liaison to Publications and 

Enrichment Committees*.  

 

Committees, Representatives and Activities: 
Descriptions are divided into the five groups typically corresponding to 

those that each officer supports.  The frequency of commitment or 

expected time commitment is noted in parentheses ( ). 

 

Community Outreach 
 

Mini Walk for the Homeless (October): Coordinates annual Mini Walk for 

Homeless.  Western Fairfax Christian Ministries (WFCM) and Fannie Mae 

jointly sponsor this event for the benefit of the homeless families in Fairfax 

County. 

 

Bulletin Board (ongoing): Coordinates and maintains the PTA bulletin board in 

the main lobby. 

 

Cluster VII Parent Advisory (five meetings annually): Attends meetings as 

CPES’s representative to Cluster VII, and reports highlights from those 

meetings at PTA meetings as needed. 

 

Human Relations (ongoing): Serves as a point of contact who works with 

school administrators to award yearly human relations award. 

 

Sully Community Coalition for Safe & Drug Free Youth (ongoing): Works 

with the coalition & counselors to coordinate activities to prevent alcohol, 

drug, & tobacco use by youth & to promote character development.  

Coordinates and implements “Red Ribbon Week” in the Fall. 

 

Jump Rope for Heart (February): Coordinates and implements “sponsorship 

program” and an afternoon of jump roping and activities to support the 

American Heart Association.  This event is held every other school year.  It 

is not scheduled for the 2007-2008 school year. 
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Superintendent Parent Advisory (four meetings/annually): Attends meetings 

as a CPES representative to the Superintendent’s Advisory Committee and 

provides feedback to the PTA at monthly meetings as needed. 

 
Enrichment 
 

Grace Arts (ongoing): Coordinates with Greater Reston Art Center (GRACE) 

& parent volunteers.  The parent volunteers provide monthly art enrichment 

programs to the classrooms.  These art programs are supplied by GRACE. 

 

Cultural Arts (2-3 times yearly): Coordinates with teachers & administration 

to arrange performing artists & curriculum-based cultural assemblies for the 

students. 

 

Flex-Foreign Language Experience (ongoing): Coordinates before/after 

school foreign language program through the Fairfax Adult Education 

Department (FAED). Obtains teachers through FAED, sets up schedules, and 

registers students. 

 

Junior Great Books (ongoing): Works with the school administration to 

provide the students with an enrichment program to help students develop 

the essential skills of reading carefully, thinking critically, listening intently, 

and speaking and writing persuasively.  Trained parent volunteers facilitate 

in providing interpretive discussion & activities with literature. 

 

Minority Achievement (ongoing): Coordinates, promotes, and implements 

programs and seminars for students, parents, and school staff that address 

issues affecting minority achievement. 

 

Reflections (Fall): Coordinates the National PTA Reflections Program and 

Awards Ceremony for this arts recognition & achievement program for 

students in literature, musical composition, photography & visual arts. 
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Programs/Activities 
 

Cafeteria Coordinator (ongoing): Coordinates the daily parent volunteers 

who assist the school’s Cafeteria Hostess.  Parent volunteers help with the 

children while they are at lunch.  Children may need help with opening 

containers, giving them forgotten utensils, napkins, and answering questions 

they may have.  Volunteers can help on a weekly, monthly, or substitute basis 

and may also substitute for the Cafeteria Hostess as needed.  

 

Chess Club (ongoing): Organizes the Chess Club and coordinates club 

meetings to include instruction as well as play.  Club is for beginning to 

experienced chess players. 

 

Family Fun (ongoing): Organizes and implements fun activities for non-school 

hours that are geared for the students and their families.  Activities in the 

past have included Corn Maize, Chick-fil-A Night, Silver Diner Night, Family 

Dance, etc. 

 

Hospitality (ongoing): Organizes Breakfast for the Teachers and Staff the 

week prior to school opening (August), coordinates Teacher/Staff 

Appreciation Week (May), as well as various special occasions to provide 

refreshments during the school year (e.g., author visits, teacher in-service). 

 

Multicultural Night (fall-winter): Formerly International Night.  Organizes, 

coordinates, and implements the school’s annual Multicultural Night 

featuring students and their families displaying and performing their 

cultural heritage.  The night typically involves a stage show, fashion show, 

cultural displays/exhibits, and food tasting.  Culminating in an event typically 

lasting about 2-2.5 hours, the preparatory work includes selection of 

performers (and rehearsal as needed), coordination of backstage, organizing 

the cultural exhibits, and soliciting for food tasting items from families. 

 

Room Parent Coordinator (ongoing): Coordinates and communicates PTA 

activities/needs to the Class Room Parents.  
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Library Resource Volunteer Coordinator (ongoing): Provides support to the 

Librarians (shelving, checking in/out, inventorying books) and the Reading 

Specialist (PALS, inventorying books, etc). Volunteers work on a weekly, 

biweekly, or monthly basis and as needed for special projects. 

 

Membership (ongoing): Coordinates the annual PTA membership drive 

(Summer planning-Fall implementation) and maintains CPES PTA membership 

roster.  Distributes membership packages (late Fall) that may include a 

membership card, guide for members, directory, and gift (e.g., memo pad).  

Writes membership report column for Puma Post. 

 

Sixth Grade Activities (Spring/year-end): Coordinates sixth grade 

fundraising for an end of year social, as well as a sixth grade promotion 

ceremony. 

 

Volunteer Coordinator-Email Distribution (ongoing): Maintains the email 

distribution list and distributes volunteer requests and/or notices. 

 

Volunteer Coordinator-Orientation (ongoing):  Produces and/or updates a 

Volunteer Handbook and Procedures (sign in binder, photo badges, TB 

screening, field trip badges, etc) and provides orientation to new volunteers 

with school/PTA volunteer guidelines. 

 

Volunteer Coordinator-Tracking (ongoing): Maintains spreadsheet of 

volunteers and provides monthly/bimonthly tracking of volunteer hours.  

Encourages volunteers to track their hours and sign in at the front office.   

 

Ambassador Program (ongoing): Coordinates a group of multi-lingual/cultural 

volunteer parents who are willing to greet and provide support to newly 

registered families/students from various families who need help in 

assimilating to the US culture, school system, and the PTA.  

 



       The Colin Powell PTA  
       We Bring Good Things to Kids. 
Updated 9-26-07 by LF, Page 12 of 33 

 

Publications 
 

Directory (beginning of school year): Compiles, produces, and distributes an 

annual directory of student names, addresses & phone numbers as well as 

PTA contacts.  Coordinates with front office staff to gather necessary 

information for directory aimed for delivery in October.   

 

Publicity (ongoing): Submits articles and/or photos about school activities to 

local newspapers. 

 

Puma Post (monthly-ongoing): Coordinates, edits, and publishes the monthly 

PTA/school newsletter.  This includes coordinating deadlines & submissions 

with teachers, administrators, & parents. 

 

Yearbook (ongoing): Coordinates, produces, and publishes CPES’s annual 

yearbook for distribution at the end of the year.  Coordinates a team of 

volunteers as needed for any of the tasks.  Tasks may involve taking formal 

class and candid class photos, page layout and design, marketing, taking and 

tallying orders, and delivery of yearbooks. 

 

Ways and Means 
 

Box Tops for Education (ongoing): Compiles & submits box tops sent into 

CPES for General Mills Box Tops for Education Program to earn extra funds 

for CPES. 

 

Campbell’s Soup Labels (ongoing): Compiles & submits Campbell’s Soup labels 

for Campbell’s Education Program to earn extra cash for CPES. 

 

Carnival-Chair (Fall Planning—Winter/Spring Implementation): Organizes 

and provides the overall structure for the annual carnival/fun fair for the 

school community.  Works with the carnival volunteer coordinator and all the 

subcommittees to include set-up/clean-up, silent auction, 50/50 raffle, food 

concessions, bake sale, kid’s cake decorating contest, and prize coordinator. 
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Carnival-Silent Auction (Fall Planning--Winter/Spring Implementation): 

Coordinates Silent Auction & donations traditionally held in conjunction with 

annual Winter/Spring Carnival Fundraiser.  Tasks involve forming a team of 

solicitors, soliciting for donations from families and area businesses, and 

organizing and implementing the auction.  Also works with the Room Parent 

Coordinator to help organize class baskets for the auction.  

 

Carnival-50/50 Raffle (Fall Planning—Winter/Spring Implementation): 

Coordinates, promotes, and administers the sale of 50/50 raffle tickets as 

part of the annual carnival.  Tasks involve creating and copying flyers and 

tickets, promoting ticket sales, implementing an “incentive program” if 

needed for kids/classes/grade level, and organizing the raffling off of half 

the total ticket sales to one winner (usually towards the end of the carnival). 

 

Carnival-Volunteer Coordinator (Winter-Spring): Works with the Chair of 

the carnival to coordinate volunteers for the carnival.  Organizes the 

volunteer check-in process and coordinates the volunteers throughout the 

carnival time period. 

 

Carnival-Food Concessions (Winter-Spring): Coordinates the Concession 

Stand for the carnival with food that may include pizza, hotdogs, chips, 

nachos, sodas, water, etc.  Organizes the purchase, delivery, set-up, and sale 

of food items by use of volunteers as needed. 

 

Carnival-Bake Sale (Winter-Spring): Coordinates the Spring Carnival’s bake 

sale by soliciting for donations and promoting/managing the sale of baked 

goods at the carnival. 

 

Carnival-Prize Coordinator (Fall-Winter/Spring): Coordinates the Prize 

Program for the carnival by choosing appropriate prizes (company), ordering, 

and ensuring timely delivery of prizes for the carnival.  Coordinates the 

distribution of prizes to the games during the carnival. 

 

Carnival-Kid’s Cake Decorating Contest (Winter-Spring): Coordinates and 

implements the Kid’s Cake Decorating Contest for the carnival. 
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Giant Bonus Bucks (ongoing): Enrolls the school in the Giant Bonus Bucks and 

Safeway Escrip programs (August/September). Tracks reward points as 

necessary. Announces start and end dates of programs.  These funds have 

historically been used to purchase the planners used by the Fourth Grade. 

 

Holiday Shop (Fall-Winter): Coordinates winter holiday shop to allow 

children to shop for holiday gifts for their families at school.  Tasks include 

selection of Holiday Shop company, promoting the program through flyers, 

and organizing the times that the children can view and make their 

purchases. 

 

Original Works (Spring): Works with the regional representative of Original 

Works, a kid-personalized art merchandise program.  Chairperson 

coordinates the production and sale of personalized student art 

merchandise.  Material gets delivered by representative for teachers and 

chair to have students create the art (Fall) and orders are taken for 

delivery (Spring). 

 

Sally Foster Gift Wrap (Summer-Fall): Coordinates fall fundraiser by 

marketing the products and incentive programs, obtaining and tallying 

orders, and distributing the products upon delivery.  Chair solicits as many 

volunteers as needed, especially during the distribution and delivery phase.  

Sally Foster offers a seminar during the summer with a sales representative 

from the company who provides support to the school’s chair. 

 

Spirit Wear (ongoing): Coordinates the sale of t-shirts, sweatshirts, bumper 

stickers, and other products to foster CPES school spirit, “PUMA PRIDE.”  

Tasks involve promotion of items, taking and tallying orders, and distribution 

of merchandise in both the Fall and Spring. 

 

School Packs (End School Year—Summer—Beginning of School): Coordinates 

with teachers to put together grade level school packs, which contain the 

supplies needed for the following school year.  Tasks involve distributing 

flyers and working with the school packs company, tallying orders from 

families, and delivering school packs upon receipt prior to first day of school 

(usually by Open House). 
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2007-2008 Committee Chairperson and  

Assigned Officer Support 
 

Officer Support: Delia Valentine (President) 
Mini Walk for the Homeless-Renee Orlosky 

Bulletin Board-Barbara Rayder 

Cluster VII Parent Advisory-Eileen Mathies 

FLEX-Rose Kim 

Human Relations-Shital Kacheria 

Sully Comm. Safe/Drug Free Youth-Rose Chau 

Jump Rope for Heart-Stacy Castro (not being held for 2007-2008 school year) 

Superintendent Parent Advisory-Sheri Walker 

Junior Great Books-OPEN 

Minority Achievement-Jacy Hobson 

Reflections-Barbara Rayder & Susie Twedt 

 

 

 

Officer Support: Anaisa Jauregui (1st VP-Programs and 

Activities) 
Cafeteria Coodinator-Bunny Lenoir 

Chess Club-Ellen Kim 

Family Fun-Robin Seabrook & Phyllis Villani 

Hospitality-Eileen Mathies 

Multicultural Night-Asha Indira 

Room Parent Coordinator-Anaisa Jauregui 

Library Resource Volunteer Coordinator-Jackie Short 

Membership-Judy Fanucci 

Sixth Grade Activities-Robin Seabrook & Phyllis Villani 

Volunteer Coordinator (Email Distribution)-Carla Mazique 

Volunteer Coordinator (Orientation)-Patti Whalen 

Volunteer Coordinator (Tracking)-Ann Vu 

Ambassador Program-Anaisa Jauregui 
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2007-2008 Committee Chairperson 

Assigned Officer Support (Continued) 
 

 

Officers Support: Liz Fong (2nd VP-Ways and Means) and 

Ismail Mohideen (Treasurer) 
Box Tops for Education-Lisa Evers 

Campbell’s Soup Labels-Dawn Fraioli 

Carnival Committee Chair-Cindy Trinca 
Silent Auction-Brighid Orlando; 50/50 Raffle-Mayerlyn Cordero; Volunteer Coordinator-

Shirley Gastelle; Food Concessions-Bill Trinca; Bake Sale-Diana Rhodes; Prize Coordinator-

Michelle Trainor; Kid’s Cake Decorating Contest-Suzanne Kelly 

Giant Bonus Bucks-Vicky Garon 

Sally Foster Gift Wrap-Mona Wolverton 

Spirit Wear-Peggy Roberts, Sarah Shea, & Suzanne Kelly 

Holiday Shop-Susie Twedt 

School Packs-Amy Heimbach 

Cultural Arts-Linda Lui 

Original Works-Betsy Kyker 

 

 

 

Officer Support: Jenny Doyle (Secretary) 
Directory: Linda Lui & Amy Heimbach 

GRACE Arts: Shawn Overos 

Publicity: Jenny Doyle 

Puma Post: Brenda Hinkle 

Yearbook: Karen Kramer & Robin Seabrook 
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COLIN L. POWELL ELEMENTARY SCHOOL 
PTA CALENDAR OF EVENTS 

2007-2008 
(Monthly Focus on Character) 

 
 

AUGUST 2007 
28-     Tues.-Breakfast for the Teachers 
given by PTA – (9-10AM) 
29-     Wed. - New Family Orientation- (7-
8pm) 
30-     Thurs.-Open House/Meet the 
Teachers-(1:30-3pm) 
           Puma Post Deadline 
 
SEPTEMBER- (Understanding Self) 2007 
4-       First Day of School 
7-       Celebration of Summer Readers- 
(9:15am) 
10-     Back to School Night for K-2 
11-     Back to School Night for 3-6 
          Sally Foster Gift Wrap Kick Off (9/11 to 
10/2) 
          Puma Post distributed 
12-     Rosh Hashanah 
          Start of Ramadan 
15-     National Hispanic Heritage Month 
17-     Citizenship Day 
21-     International Day of Peace 
           Wolf Trap Field Trip 5th grade 
           Yom Kippur 
27-      Puma Post Deadline    
 
OCTOBER- (Respect) 2007 
2-          Sally Foster Gift Wrap Sales End 
          PTA Meeting 7-8pm 
8-       No School-Columbus Day Holiday 
9-       Puma Post distributed 
12-     Hearing/Vision Screening all day  
20-     Corn Maize (Family Fun) 

22-     Red Ribbon Week Starts 
25-        Fall Picture Day 
          Sally Foster Gift Wrap pick up 
 
NOVEMBER - (Responsibility and 
Citizenship) 2007 
1-       Puma Post Deadline 
2-       End of Quarter 
5-       No School—Parent Conferences 
6-       No School---Parent Conferences 
          PTA Meeting 7-8pm 
12-     Veterans Day Program 
13-     Puma Post distributed 
14-     Centreville Parenting Pyramid Meeting 
15-     Visiting Author- Jerry Palotta 
18-24  National Family Week (Family Fun) 
21-     Early Release from School 
22-     No School-Thanksgiving 
23-     No School 
29-     Puma Post Deadline 
30-     Team/Club Picture Day for Yearbook 
 
DECEMBER - (Honesty) 2007 
4-       Start of Hanukah 
          PTA Meeting 7-8pm 
6-       Candid Yearbook Photo’s 
7-       Holiday Shop Evening Event 6-8pm 
          Holiday Lunch with your Child 
11-     Puma Post distributed 
14-     Game Night (Family Fun)   
21-     Last Day before Winter Holiday 
24-1-  No School-Winter Holiday 
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COLIN L. POWELL ELEMENTARY SCHOOL 
PTA CALENDAR OF EVENTS 

2007-2008 
(Monthly Focus on Character) 

 
JANUARY - (Tolerance) 2008 
3-        Puma Post Deadline 
8-        Spirit Wear Orders Out 
 PTA  Meeting 7-8pm 
10-      New Student Makeup Picture Day 
11-      Movie Night (Family Fun) 
15-      Puma Post distributed 
20-      Martin Luther King Jr. Festival -SACC 
21-      No School-Martin Luther King Jr. 
Holiday  
24-       2nd Quarter Ends 
25-       No School-Teacher Workday 
28-       No School-Teacher Workday 
31-       Puma Post Deadline 
 
FEBRUARY ð (Kindness) 2008 
1-         Multicultural Night 6:30-? 
5-         PTA Meeting 7-8pm 
8-         Snow date for Multicultural Night 
12-       Puma Post distributed 
18-       No School-Presidents Day Holiday 
20-       McSpirit Night (Family Fun) 
28-       Puma Post Deadline 
 
MARCH ð (Friendship) 2008 
1-        Carnival  noon-4pm 
           Yearbook Photograph deadline 
4-        PTA Meeting 7-8pm 
8-        Snow date for Carnival 
11-      Puma Post distributed 
17-21- No School-Spring Vacation 
26-      Spring Group Pictures 
27-      Puma Post Deadline 
29-      Mad Scientist Show (Family Fun) 
31-      Kindergarten Registration 2-4:30pm 
 
 

APRIL- (Conflict Resolution/Problem 
Solving) 2008 
1-        PTA Meeting 7-8pm 
4-        3rd Quarter Ends 
7-        No School-Teacher Workday 
8-        Puma Post distributed 
14-      Book Fair Week Starts 
16-      Spaghetti Dinner (Family Fun) 
18-      Book Fair Ends 
21-      Kindergarten Registration 6:30- 8pm 
 
MAY ð (Cooperation) 2008 
1-       Puma Post Deadline 
5-       Teacher & Staff Appreciation Week 
Start 
6-       PTA Meeting 7-8pm 
          Sixth grade panoramic photo taken 
13-     Puma Post distributed 
17-     Family Day at Frying Pan (Family Fun) 
19-     Kindergarten Orientation 2-3pm 
          SOL’s Start—and end June 13th 
?-       Field Day ???? 
26-     No School-Memorial Day Holiday 
29-     Puma Post Deadline 
 
JUNE  2008 
3-       PTA Meeting 7-8pm 
6-       ―Puma-Nic‖ (Family Fun) 
10-     Puma Post distributed 
13-     Awards Assembly-All School  
           6th Grade Party in the afternoon 
          Staff Lunch 
16-     6th Grade Graduation in the evening 
17-     Last Day of School 
 
 
Updated 9/26/07 by LF
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How do I communicate PTA-related “News” 

to parents/students and staff? 

 
In the following section, you’ll find the “procedural” components 

of our PTA as they relate to communication processes.  

Communication may be done via flyers for Tuesday Folders, the 

Puma Post (monthly PTA publication), Principal’s Newsletter 

(weekly), bulletin board, CPNN (Powell News Network), and emails 

via the school administrators (for staff) and volunteer 

distribution (for parents). 

 

The “how to’s” of each communication method is described in this 

section in more detail as a guide for you.  If you need 

clarification, please contact your assigned Officer Support 

and/or one of the other members of the Officer Team. 

 

You’ll find in this section: 

Creating and Distributing Flyers and/or Order Forms 
Creating and Submitting Puma Post Articles 
Announcements via the Principal’s Newsletter 
“Ads” for the Bulletin Board 
Announcements via CPNN/Powell News Network 
Email Communications with Staff 
Volunteer Distribution List Email Procedure 
Sample Flyers 
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Creating and Distributing Flyers and/or Order Forms 
These flyers are created for distribution via the weekly Tuesday folders. 
*Please PREORDER the paper needed for copying by contacting Tammy Wallace 
(Administrative Assistant) in the front office or by email at 
Tammy.Wallace@fcps.edu. 
 

Procedure: 

1. Create flyer (a sample is included in this packet) with the following 

information: Event, Date, Time, Place, Contact/Committee, and any 

additional requests and/or information.  Please make sure that your 

flyer states any special policies (examples: “No Refunds,” deadlines). 

 

2. Get flyer approved by Mr. Hull prior to photocopying/distributing: 

a. Send flyer via email to Mr. Hull at Brian.Hull@fcps.edu with a 

copy (cc) to Tammy Wallace (Administrative Assistant to Mr. 

Hull) at tammy.wallace@fcps.edu and Delia Valentine (PTA 

President) at delialv@cox.net.  

b. Mr. Hull will email his changes and/or approval. 

 

3. Make copies (DO NOT USE YELLOW---Yellow is reserved for 

Principal’s Newsletter) on office/workroom copier, using PTA Code 

(please see an officer or front office staff for the appropriate 

code______).  Please keep in mind that teachers and staff have 
priority when using the workroom copiers. 

 

4. Copies need to be paper-clipped in packages of 25 times the total 

number of classes at Colin Powell.  ADD one additional package of 25 

as extras.  Paper clips may be purchased at an office store (or check 

the PTA room to see if we have it in stock) and reimbursed.  Please do 

not use the clips in the workrooms…they are for teachers/staff. 

 

5. Paper-clipped sets of 25 need to be turned in to Peggy Alexander no 

later than the preceding FRIDAY by NOON.  PLEASE DO NOT PUT 
THE PACKAGES IN THE MAILBOXES YOURSELF! 

 

mailto:Tammy.Wallace@fcps.edu
mailto:Brian.Hull@fcps.edu
mailto:tammy.wallace@fcps.edu
mailto:delialv@cox.net
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Creating and Submitting PUMA POST Articles 
The Puma Post is the PTA’s monthly newsletter that includes letters from 

our Principal and PTA President.  The newsletter is an opportunity for 

parents to get updates about the school and PTA.  It highlights upcoming 

PTA events, thanks volunteers, seeks new PTA members, “advertises” special 

occasions and fundraisers, and provides general information about Colin 

Powell Elementary’s PTA. 

 

Procedure: 

1. Using the information from your flyer, create an article about your 

event, making sure to include your contact information for 

questions. 

2. Have committee member and/or your PTA Support Officer 

review/edit article. 

3. Submit article, via email, to Brenda Hinkle at 

Puma_Post@yahoo.com (there is an “underscore” between Puma and 

Post) by deadline.  Copy email to Delia Valentine at delialv@cox.net  

 

The deadline for submitting articles for the Puma Post is usually the LAST 

THURSDAY OF EACH MONTH by 4pm (depending on school calendar 

schedules and/or holidays).  Please refer to the PTA calendar and/or 

Brenda’s reminder emails for specific deadline dates. 

 

Announcements via the Principal’s Newsletter 
The Principal’s Newsletter (on yellow paper) is a weekly flyer that is included 

in Tuesday folders.  The newsletter gives updates of school news, reminders 

about upcoming events, and other general announcements. 

Procedure: 

1. Write your announcement/reminder. 

2. Have a committee member and/or your PTA Support Officer 

review/edit announcement. 

3. Submit, via email, to Mr. Hull by deadline (Brian.Hull@fcps.edu) with a 

copy to Tammy Wallace (Administrative Assistant to Mr. Hull) at 

tammy.wallace@fcps.edu and Delia Valentine at delialv@cox.net  

 

The deadline for submitting announcements/reminders for the Principal’s 

Newsletter is FRIDAY by 4pm. 

mailto:Puma_Post@yahoo.com
mailto:delialv@cox.net
mailto:Brian.Hull@fcps.edu
mailto:tammy.wallace@fcps.edu
mailto:delialv@cox.net
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“Ads” for the Bulletin Board 
Each month, the Bulletin Board in the front lobby features events and 

announcements related to school and the PTA.  Barbara Rayder is our 

Bulletin Board Chairperson and will be working with the committees to 

“feature” the committee’s event and/or announcements. 

Procedure: 

1. Contact Barbara Rayder at barayder@cox.net to coordinate your 

committee’s spot on the Bulletin Board.  Be creative and eye-catching 

when doing your display. 

2. Use existing flyers and articles to decorate the board. 

3. Have fun with featuring your committee’s event on the board—get 

ideas/input from all committee members. 

 

Announcements via CPNN (Colin Powell News Network) 
Each morning, students watch the “morning announcements” on their 

classroom televisions.  Designated students talk about upcoming events, the 

news of the day and general school reminders. 

Procedure: 

1. Create your script, using the exact words you want the students to 

read. 

2. Submit your script to Mr. Hull, via email at brian.hull@fcps.edu  for 

approval and copy (cc) to Tammy Wallace (Administrative Assistant to 

Mr. Hull) at tammy.wallace@fcps.edu and Delia Valentine (PTA 

President) at delialv@cox.net.  

3. After approval, submit script to CPES’s technology specialist, 

Rhapsody Barbrow (rhapsody.barbrow@fcps.edu) 48 hours prior to 

airtime.  Copy email to Delia Valentine at delialv@cox.net  

 

The deadline to submit a “script” for inclusion on the CPNN Morning 

Announcements is 48 hours prior to airtime.  

 

Email Communications with Staff 

One of the Principals sends out weekly emails to staff and administration 

with reminders, upcoming events and general procedural information.  This is 

a great way to let the teachers/staff know about your committee’s event or 

remind them about deadlines. 

mailto:barayder@cox.net
mailto:brian.hull@fcps.edu
mailto:tammy.wallace@fcps.edu
mailto:delialv@cox.net
mailto:rhapsody.barbrow@fcps.edu
mailto:delialv@cox.net
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Procedure: 

1. Write your announcement/article/reminder. 

2. Have a committee member and/or your PTA Support Officer 

review/edit article. 

3. Submit, via email, to Mr. Hull  at Brian.Hull@fcps.edu  by deadline with 

copy to Tammy Wallace (Administrative Assistant to Mr. Hull) at 

tammy.wallace@fcps.edu and Delia Valentine at delialv@cox.net  

 

The deadline for submitting items for the weekly STAFF EMAIL is 

THURSDAY at 4pm. 

 

Volunteer Distribution Email List Procedure 
The volunteer distribution email list is used to notify parents of volunteer 

opportunities from the various committees and to make announcements 

regarding PTA events.  Hard copies may also be sent home (via the students) 

if a volunteer requests it. 

Procedure: 

1. Write your volunteer request and/or announcement and include the 

following information: 
a. Name of teacher/person requesting volunteer 

b. Activity/Committee  the request is from 

c. Date(s) volunteers are needed 

d. Time(s) volunteers are needed (please specify if they have to be there the 

whole time or if a portion there of is sufficient) 

e. Describe specifically what the volunteer will be doing or what is needed 

f. Specify where the volunteer should report after logging in the Volunteer 

Sign-in Binder 

g. Contact person for the volunteer, be sure to include your committee title, 

email address and phone number 

h. How many volunteers are needed (may want to include this) 

2. Have committee member and/or PTA Support Officer review request 

prior to submitting it for distribution. 

3. Submit, via email, to Carla Mazique (our volunteer coordinator) at 

CarlaMazique.CPE@gmail.com  

 

 

mailto:Brian.Hull@fcps.edu
mailto:tammy.wallace@fcps.edu
mailto:delialv@cox.net
mailto:CarlaMazique.CPE@gmail.com
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Sample Flyer: 50/50 Raffle 
 

Colin Powell Elementary School  

Annual Winter Carnival  

March 10, 2007 

Last Yearôs Winner won $2000é 

 50-50 Raffle Ticket Pre-Sale & Contest 

 

 

Please help your family, your friends, neighbors, and co -workers get a chance at winning  

 

BIG CASH  by buying raffle tickets for the 50 -50 Raffle.  

50% of the money collected from ticket sales will go DIRECTLY  to the winner!  

(You need not be present to win!)  

The PTA uses the remaining proceeds to fund various needs at our school.  

This year’s proceeds will go towards a School Messenger communication system.  This is a fast, reliable, and 

easy-to-use parent notification system. “School Messenger” allows for school administration and staff to 

communicate important messages to all parents of our school by phone.  Other area schools are currently 

using this notification system and Colin Powell families would really benefit!  For more information on this 

system, please go to www.schoolmessenger.com. 

We would like everyone to have a chance to be a winner, so please help us buy tickets and sell them to your family, friends, relatives, 

neighbors, and co-workers.  NO LIMIT  on the number of tickets you get! More tickets will also be available at the Carnival. Need 

more presale tickets? They are available at the front office. 

TICKET PRICE: $5 per ticket, $20 for 5 tickets  

DEADLINE for PRE -SALE: FRIDAY, March 2nd, 2007 . 

RETURN THE FOLLOWING BY THE DEADLINE: Co mpleted Tickets  and check(s)  in an envelope  marked 

òPTA: 50-50 RAFFLE.ó No cash please:  Parents, if you collect cash from individual sales, please write a check for 

the total  amount.  Checks should be made out to òCLP-PTA.ó  

Contest Prizes (only valid on pre-sales turned in by the deadline; make sure student & teacher names are on the outside of the 

envelopes to get credit!) 

Individual Prizes: 1st prize= $75 gift card; 2nd prize= $50 gift card; 3rd prize= $25 gift card (Toys-R-Us) 

The class with the most ticket sales WINS a pizza and ice-cream party for the entire class! 

SO, BEST OF LUCK and have FUN! And rememberé50% of the money goes DIRECTLY to the winner and proceeds 

support our school! 

Questions? Contact Co-Chairs Mayerlyn Cordero at mayerlyn@aol.com (preferred) or 703-969-4219 or Liz 

Fong at funfongs@yahoo.com  (preferred) or 703-623-8899. 

 

PLEASE NOTE: ******Raffle ticket sales are not tax -deductible.  If you or others wish to make a tax-deductible 

contribution to Colin Powell PTA, please make a separate check payable to ñCLP-PTAò.  Thank you for your support  
 
 

Could YOU  

be our  

BIG CASH 

WINNER  

this year?  

mailto:mayerlyn@aol.com
mailto:funfongs@yahoo.com
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Sample Flyer: Membership Drive 

 

 

 
Back to School Night  

 

Become a PTA member today and be 

automatically entered for a chance to win a 

$25.00 gift card to Silver Diner! 
 

 

Drawing will be held after 8:30 

p.m.  

 

One winner each night.  

 

You need not  be present to win!  

 

The Colin Powell PTA  

We Bring Good Things to Kids ! 
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How do I deposit and/or get money? 

 
The following section is our “money matters” section.  Here, you’ll 

find procedures on what to do when you receive funds collected 

by the committee (from sales, club dues, fun events, etc) and how 

to get reimbursed when you or a committee member have made 

purchases on the PTA’s behalf.   

 

As a PTA, we strive to operate from a pre-approved budget (from 

the beginning of the year).  A pre-approved budget (voted on by 

members of the PTA) allows for each committee to request what 

funds are needed for that year.  Any spending from a committee 
above the pre-approved amount allotted on the budget will need 
to be approved by the members of the PTA. 

 

You’ll find in this section: 

Procedure for Budget Request and Approval 
Procedure for Income/Funds Received 
Procedure for Money/Funds Disbursement 
Quick Reference Guide 
Sample Forms: Check Requests and Income Vouchers 
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Procedure for Budgeting Request and Approval 

 

Steps for Budgeting Process and Budget Approval: 

 

1. Treasurer sends out a request for the Committee Budget. 

 

2. Treasurer will provide assistance to chairs to complete and 

return budget numbers.  Please respond promptly by the deadline. 

 

3. Treasurer will receive budget request from Chairs and 

complete an overall budget for approval at the first PTA 

meeting.  *If Treasurer does not receive a budget from a 

committee chair, treasurer will use the numbers from the budget 

of the previous year or an estimate from the PTA Officer Team. 

 

4. Budget will be approved and/or amended at the first PTA 

meeting of the school year. 

 

5. Once budget is approved, any spending that is not on the 

budget or goes over the budget will need re-approval by the PTA 

membership body. 

 

PLEASE NOTE: We have a tax exempt form available in the PTA 

files to use for PTA-related purchases.  Please make more copies 

before using the last copy.  
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Procedure for Income/Funds Received 

*Please note that we try our best to accept CHECKS ONLY! 
 All PTA income received must be remitted immediately to the 

Treasurer for deposit in the PTA bank account.  For instances where 

income need to be kept overnight-overtime before depositing, it will 

be held by Tammy Wallace (front office) in the school’s vault.  If Mrs. 

Wallace is unavailable, please see one of the front office staff 

members for assistance with the vault deposit. 

 An Income Voucher (see attached form) should be prepared for each 

remittance—signed by the PTA Members who counted. 

 Two PTA members must count all deposits before they are given to 

the treasurer.  Funds received must be in US monies (foreign funds 

such as Canadian coin, cannot be accepted). 

 When feasible, merchandise will not be disbursed until the checks 

have cleared (please remember this in your planning). 

 Once the voucher is completed, place the voucher and checks with 

Tammy Wallace (front office) for pick up by the Treasurer.  Notify 

Ismail Mohideen, our treasurer, at imohideen@gmail.com and copy 

Delia Valentine, our president, at delialv@cox.net The treasurer will 

pick up the voucher and checks as soon as possible for deposit. 

 

Non Sufficient Funds Policy 

To help prevent a NSF check, the Treasurer will deposit all funds 

immediately to the bank.  After a deposit the Treasurer shall assess if the 

checks have cleared.  If there are any NSF checks, the following procedures 

will take place: 

Checks for Merchandise: 
1.) The Treasurer will notify the Activity coordinator that all merchandise 

except for the one(s) in question can be released to the purchasers 2) 

Redeposit the check 3) A sealed letter is sent home explaining why 

merchandise is being withheld 4) The Treasurer makes a phone call to the 

purchasers. When sufficient funds are received, the goods are given to the 

purchaser. 

Checks for Services Already Received: 
1) Redeposit the check 2) The Treasurer makes a phone call 3) A sealed 

letter is sent home 4) Family is placed on Cash Only Basis—this list is kept 

by Treasurer and President only. 

mailto:imohideen@gmail.com
mailto:delialv@cox.net
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Procedure for Money/Funds Disbursement 

*Please note that we try our best to accept CHECKS ONLY! 
All PTA expenses will be paid by check.  Checks will only be written for 

expenses approved by membership.  Under no circumstances will a blank 

check be issued.  Checks may be written directly to a supplier or vendor if 

the exact amount of the purchase is known (an invoice is required for a 

check to be issued).  Please be sure to submit these in a timely manner. 
*The PTA has a tax-exempt form available in the PTA files. 
 
CHECK REQUESTS 

1. Complete a check request form (sample form following this section).  

Attach the receipts to the request---make copies for yourself.  Check 

request forms are located in a file marked “Check Requests” in the PTA 

drawer. 

2. Completed form must be approved and signed by Committee Chair and 

either the President or a Vice President (Treasure will get the Pres or a 

VP to sign). 

3. Submit check request form with receipts attached and place in the file 

marked “Check Request for Approval” in the PTA drawer. 

4. Reimbursement requests should be submitted to the treasurer within 30 

days of the incurred expense or the closing of the event.  This is to 

insure that books are kept current and all suppliers are being paid in a 

timely manner. 

5. Other notes: Be sure to indicate on the form whether you want the 

check mailed or placed in the committee file; You may also bring receipts 

to the PTA meetings for reimbursement, or contact the Treasurer 

directly to arrange a time for reimbursement.  Checks will be disbursed 

within a week of the request. 
 

REQUEST FOR CASH 
Cash requests must be completed no later than one week prior to the date the cash 

is needed (example: as change for carnival or other at-the-door ticket sales).  A 

“Request for Cash” form should be completed and contact the Treasurer contacted 

via email at imohideen@gmail.com  to notify him of the request (copy email to Delia 

Valentine at delialv@cox.net)  

 

mailto:imohideen@gmail.com
mailto:delialv@cox.net


 

       The Colin Powell PTA  
       We Bring Good Things to Kids. 
Updated 9-26-07 by LF, Page 30 of 33 

QUICK REFERENCE GUIDE TO “MONEY MATTERS” 

 

NEED A CHECK? 

 Fill out the Check Request Form, attach bill/invoice from the vendor; 

make sure you identify where/whom the check should be returned or 

made out to 

 Place in the Check Request for Approval file in the PTA cabinets and 

notify treasurer via email and copy (cc) to president and/or your 

support officer 

 Be mindful of the date check may be needed.  Allow at least a full 

week for a check to be cut 

 

NEED TO DEPOSIT MONEY? 

 Fill out the Income Voucher Form; Avoid collection of any cash; make 

sure you have a form for every deposit and signatures of those who 

counted the funds; if cash is involved, call Treasurer coordinate pick 

up (don’t leave cash in the PTA office) 

 Give to Tammy Wallace in the front office to store in the school’s 

vault and Treasure will pick up for deposit as soon as possible. 

 

NEED REIMBURSEMENT? 

 Fill out the Check Request Form; attach receipts; identify to whom 

the check is to be made out to; identify if check will be mailed or 

placed in committee file folder 

 Place in the Check Request for Approval file in the PTA cabinets for 

approval and signatures from the president and vice-president. Notify 

treasurer via email and copy (cc) to president and/or your support 

officer 

 Please allow a week for reimbursement 
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Check Request for PTA 
COLIN L POWELL ELEMENTA RY SCHOOL PTA 

CHECK REQUEST FORM  

 

 
Check Request Number:_____________(Please do not fill this) 
 
Date Submitted: _______________ Receipts Attached _______________ 
Requester: ___________________ PTA Position/Committee: _____________________ 
Home phone: _________________ Email: ______________________________________ 
Approved By: Committee Chair:________________________________________________ 

and PTA President or Vice President: ____________________________________ 
Payment or Reimbursement Requested For: 
Amount 
___________________________________________ $___________________ 
___________________________________________ $___________________ 
___________________________________________ $___________________ 
___________________________________________ $___________________ 
Total Check Amount $___________________ 

 

 

ATTACH ALL RECEIPTS FOR REIMBURSEMENT  

 

If the payment is to a vendor/supplier, the invoice needs to be attached with this form 

Reimbursement to   PTA MEMBER       VENDOR/SUPPLIER 
Put check in PTA File: _____________ or Mail Check_________ 
Payable to Company/Individual Name: _____________________________________ 
Company/Individual Address: _____________________________________ 
 
 
FOR PTA TREASURER USE ONLY 
 
Amount to be Debited: _____________________ 
Check Date: _____________________ Check Number: ___________________ 
Invoice Number: _____________________ 
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Income Voucher for PTA 
COLIN L POWELL ELEMENTARY SCHOOL PTA  

INCOME VOUCHER  FORM 

 

 
Income Voucher Number:_____________(Please do not fill this) 
 
Date Submitted: __________________ 
Submitted by: ___________________ PTA Position/Committee: _____________________ 
Funds Counted By: _______________________and_______________________________ 
 
Income Received from Event: 
 
$______Carnival 
$______Gift Wrap 
$______Original Art Work 
$______Membership Total $_____Single (#___x $8) 
    $_____Couple (#___x $15) 
$______School Packs 
$______Spirit Wear 
$______Donations 
$______Miscellaneous 
$______Other (Please Specify Event and/or Committee)____________________________ 
 
$_______TOTAL AMOUNT SUBMITTED 
 
Budget Category:_____________________________ 
Date(s) of Event:_____________________________ 
 
CASH:    CHECKS: 
Coins _______  Number of Checks  ________ 
$1 _______   
$5 _______  Total Amount of Checks $________ 
$10 _______ 
$20 _______ 
$50 _______ 
$100 _______ 
 
TOTAL 
CASH $________ 
 
 
FOR PTA TREASURER USE ONLY 
 
Amount Received: _____________________Date Received:_______________ 
 
Income Voucher Number: _______________Receipt Number: ___________________ 
 
Date Deposited: _____________________ATTACH DEPOSIT SLIP TO FORM 
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THE “TOP TEN LIST” 

for STRESS-FREE SUCCESS! 
 

1)  Refer to this guide and your officer team! 

2)  Give people the “benefit of the doubt.” 

3)  Make it fun! 

4)  Plan ahead as much as possible! 

5)  Don't be afraid to ask for help! 

6)  Ask questions if you are unsure about 

something! 

7)  Use the communication systems to “get the 

word out!” 

8)  Keep in touch with your support officer and 

committee members/volunteers! 

9)  Remember that we are A TEAM of dedicated 

volunteers working for the kids! 

And finally, keep in mind that you help carry our 

message… 

10) “WE BRING GOOD THINGS TO KIDS!” 
 

AND PLEASE… 

DO remind your committee to check-in to the office when they 

visit or volunteer at the school; it's for our childrens' safety!" 

DO use the PTA tax exempt form (available in the PTA files) 

DO check your PTA folders periodically for committee-related 

mail. 


