
COMMITTEE CHAIR HOW TOs  

FOREST GLEN PTA 

SCHOOL YEAR 2019-2020                                                                         

                                      

1. Budget 

 Your committee’s budget is in your committee’s folder on Google Docs that was shared with you by 

Laura and Nikki.  Please stay on budget. If you think you will go above budget, contact PTA President, 

AJ Johnson (president@forestglenpta.org) for approval.  

 

2. Purchases 

Proper research should be conducted prior to making any purchases to ensure the most cost efficient 

method is being used.  Shipping costs, delivery fees, and taxes are just a few examples of what should be 

included when doing the research. 

 

Forest Glen PTA is a tax-exempt organization with an Illinois Tax Exemption Identification Number 

(E99891281).  Whenever making purchases on behalf of the PTA it is strongly recommended to 

take advantage of this status.  Retailers often require a copy of the Illinois PTA’s Tax Exempt 

Identification/Authorization Letter.   The tax exempt letter can be found on our website at 

https://www.forestglenpta.org/forms-1/. 

 

3. Expense Reimbursement 

A Forest Glen PTA Check Request Voucher must be completed to request reimbursement for out-of-

pocket expenses or to pay an outside vendor.  Vouchers can be found on the PTA website at 

https://www.forestglenpta.org/forms-1/.  Please note payments to outside vendors should be made 

directly from the PTA if possible instead of requesting to be personally reimbursed.  All invoices 

and original receipts must be attached to the completed voucher before a check can be issued. 

 

Completed vouchers along with required documentation should be returned to the PTA 

Treasurer’s Folder within 2 weeks following your event.  The Treasurer’s Folder is located in the 

filing cabinet to the right of the mailboxes in the mail room, which is down the hallway south of 

the library. 

 

Once the check is written and co-signed by another executive board member, it will be delivered 

through school backpack mail or US mail.  Please specify desired preference on voucher.  Allow one to 

two weeks for reimbursement. 

 

4. Cash or Checks Received 

A Forest Glen PTA Cash Receipts Voucher must be completed to submit any cash or checks received 

for deposit.  Vouchers can be found on the PTA website at https://www.forestglenpta.org/forms-1/.  

After a voucher is completed, contact Peter Clifford (peter_clifford2000@yahoo.com) to arrange a 

transfer.  Please do NOT leave any cash in the Treasurer’s folder, but make arrangements with 

Peter to drop off the cash.  If it is necessary to leave any checks/money in the Treasurer’s folder, 

please contact Peter so he can pick it up as soon as possible.  

 

** Money paid to the PTA should NEVER be deposited into a personal account.  All checks 

should be made out to Forest Glen PTA and all cash payments received MUST be submitted to the 

Treasurer with a completed Cash Receipts Voucher. ** 
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Please turn in money promptly as all accounts are interest bearing.  Also, the longer personal checks are 

held, the greater risk of account closure, NSF, etc.  FYI: All PTA committee accounts are based on a 

general ledger entry system, so multiple, timely and easier-to-manage deposits are preferred over a 

single, large, aged deposit.  Feel free to request a printout of your committee’s general ledger account 

activity at any time. 

 

5. Petty Cash and Cash Boxes 

If you need cash boxes for collecting money and making change during an event, we have 2 PTA cash 

boxes for use.  Please contact Peter Clifford (peter_clifford2000@yahoo.com) via email to arrange pick 

up of the cash boxes. 

 

If you need petty cash (cash/change at the beginning of an event), please fill out a check request for the 

amount that you need and put the request in the Treasurer’s folder in the cabinet.  We will contact you to 

get you a check so you can go to the bank and get change for the amount.  We are unable to withdraw 

cash from our PTA bank account as a safeguard measure, so a check needs to be issued to you for the 

amount of cash needed. 

 

For further accounting related information contact our treasurer directly: 

 Peter Clifford  

793 Forest Ave. 

Glen Ellyn, IL 60137 

Cell phone: 703-203-6305 

Email: peter_clifford2000@yahoo.com 

 

6. Reserve a Space 

If your event or group needs to reserve a space.  Please go to https://www.d41.org/facilityrequest to 

reserve your space.  It may take up to 1 week for confirmation.  Our buildings are valuable community 

assets and many civic and community groups use them for meetings and events. We are glad to 

accommodate these groups whenever we can.  

 

In addition to reserving a space online, you will also need to email the corresponding teacher, gym 

teacher, librarian, and Norma Moore if you are using their space.  

 

7. Communications 

All flyers, emails, and backpack mail must be approved by the PTA President and Norma Moore 

before they can be sent.  

  

Eblast 

You can advertise your event or group on Facebook, in the E-blast, and on the website.  The deadline for 

the E-blast is the Wednesday before it goes out on Sunday night.  Please go to our website and fill out 

the communications request form https://www.forestglenpta.org/communication-request-form/ and it 

will be automatically sent to Anna Wilt, VP of Communications or feel free to reach out to her directly 

at awilt630@gmail.com with any questions. 

  

Posters for School 

The 5th Grade Ambassadors can also make posters for you.  Please contact Sarah Tuscher at 

stuscher@mac.com, Leanne Salerno at leanne.salerno@gmail.com, or Julie Boczkowski at 

julieboz@sbcglobal.net to arrange help.  
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8. Copy Machine 

If copies are needed for PTA related registration and/or promotion, the Forest Glen copier (in the 

mailroom) may be used during the day.  Please try to avoid the busy before school or immediately 

after school times when many teachers need to use the copiers.  The PTA keeps a stock of blue paper 

specifically for this purpose in the PTA file cabinet.  To conserve our use of paper and cut down costs 

please make double sided copies and create handout designs that utilize two forms per page when 

possible.  If the Forest Glen copier will not work, please contact the PTA President, AJ Johnson 

(president@forestglenpta.org), for approval to use Mail N Stuff. 

 

Copier Login 

Our login is “fgpta”  

password is “12345” 

 

***There is a list of teachers and the number of students per classroom in the copier room***   

 

Youngest and Only List 

In order to reduce paper usage please create copies for only the youngest (or only) student in each 

family.  The youngest and only list is located in the copy room.  Just place a post it with the names of 

the children that are on that list.  Then place the copies in the teacher’s mailbox. 

 

9. Forest Glen PTA Website 

The Forest Glen PTA website is a great resource for forms and questions.  If you would like your event 

posted on the website, please fill out the communications form found online at 

https://www.forestglenpta.org/communication-request-form/. 

 

Check out https://www.forestglenpta.org/for-volunteers/ or https://www.forestglenpta.org/forms-1/ to 

find all of the forms, our PTA Logo, and more!  

 

10. Google Drive 

Please save all Committee Files to your committee folder on PTA’s Google Drive (email Laura Minton 

at lcjcstone@aol.com or Nikki Kern at nicola.krohn@gmail.com for the link if you lost it).  Consider 

using Google Docs and Sheets instead of Microsoft.  Working collaboratively straight from the drive is 

far easier and no software is required.  Just click the orange ‘New’ button to create a new file and you 

will find the apps very similar to MS Word and Excel, etc.  If you open an existing file, you have the 

option of converting it to a Google file, which will make a copy of the original.  If you are not sure 

where your committee folder will be – use the Search.  If no folder exists, go ahead and create one using 

your best judgment. 

11. PTA Meetings 

If your event is upcoming, please come to our PTA General Meeting to fill us in on the details of your 

event.  If your event has just completed, feel free to also join for the following PTA General Meeting to 

let us know what went well and didn’t go well so we can adjust if necessary for the following year.  

Your ideas and suggestions are important!  Please email AJ Johnson at president@forestglenpta.org with 

any new ideas or concerns while planning your event! 

  

September 10th - 7:00 to 8:00 

October 22nd - 7:00 to 8:00 
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December 3rd - 7:00 to 8:00 

January 21st - 7:00 to 8:00 

March 3rd - 7:00 to 8:00 

April 14th - 7:00 to 8:00 

 

All PTA General Meetings are held in the library of Forest Glen. 

 

12. Off Site PTA Storage Site 

If you need supplies for your event please contact the PTA President for the storage site inventory list. 

We may have something that you can use!  We can give you the passcode.  There is an inventory list 

below. 

 

Extra Space Storage  

1N372 Main Street (Next to the Great Western Trail) 

Glen Ellyn, IL  

 

Storage Center List 

● 5th Grade Supplies - Banner, baseball bases  

● Field Day - Bouncy balls, buckets, chairs, burlap bags, hula hoops, hats, cones, beach balls,  

● Trivia Night - Picture Frames 

● Dance - Face Painting supplies, beach and Halloween theme decorations 

● Popcorn Machine 

● Theater - Desks 

● Brain Fuel Books 

● 2 Cash Registers 

 

13. Food 

If you plan to provide food at your event and parents will not be there you must fill out a form with the 

school nurse, Nancy Connolly.  Please contact school for the form as it changes often.  

 

 

Thank you so much for volunteering your time to make Forest Glen events and activities a memorable 

experience for our kids! 

 

Contacts 

President    AJ Johnson    president@forestglenpta.org 

 

Vice President Communications Anna Wilt    awilt630@gmail.com 

 

Co-Vice Presidents Committees Nikki Kern   nicola.krohn@gmail.com 

 

Laura Minton    lcjcstone@aol.com 

 

Treasurer    Peter Clifford   peter_clifford2000@yahoo.com 

 

Secretary    Chris Nelson   cbnelson@gwmail.gwu.edu 
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