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Welcome
Welcome to the Copper Beech Elementary School PTA! Thank you for donating your time and talents
to benefit the children at Copper Beech by helping organize an event or activity. This procedure
handbook has everything you need to know on how to have a successful event and is meant to be
helpful. If you have any questions please do not hesitate to contact your Board Member.
Mission Statement & Objectives
• The Copper Beech Elementary School PTA, Inc. (Parent Teacher Association) in the Abington School
District is an active private non-profit volunteer organization where parents and teachers work
together to provide educational, fun, and enriching programs for children and their families. We are
chartered by the Pennsylvania PTA and National PTA. All Copper Beech Elementary School parents are
encouraged to become actively involved by supporting the PTA and are welcome to attend general
membership meetings. Membership dues are $15 per family, per year.
• PTA is dedicated to education, health, safety and well-being for all children. The purpose and
objectives of the Copper Beech Elementary School PTA are in common with those of the National PTA
and the Pennsylvania PTA. They are:
• To promote the welfare of children and youth in home, school, place of worship and community,
• To raise the standards of home life,
• To secure adequate laws for the care and protection of children and youth,
• To bring into closer relation the home and school, that parents and teachers may cooperate
intelligently in the education of children and youth,
• To develop between educators and the general public united efforts as will secure for all children and
youth the highest advantages in physical, mental, social and spiritual education.
General
Copper Beech has a very large student population and serves students in a wide range of ages. Not all
PTA events are appropriate for all students; however, we strive to create a balance of activities for
specific ages as well as a variety of activities and events that are suitable for all ages. Likewise, we aim
to spread our financial resources over all grades. As a general rule, we do not allocate funds from
specific fundraisers toward specific events or activities. All funds raised are allocated to the General
Fund and used according to the PTA budget plan that is voted on by membership prior to the start of
the upcoming school year.
PTA membership and volunteer clearances are required to serve as a Board Member, Coordinator,
Co-Coordinator, or Volunteer. You can join the PTA HERE. Clearance forms and information can be
found HERE.
Wherever possible, we utilize SignUpGenius to organize and invite volunteers for events. Your Board
Member can help you set up a SignUpGenius for your event and should be notified of the link to the
SUG so that it can be reviewed by the Principal, if necessary.
Copper Beech is a richly diverse community. We have students and families of every socio-economic,
cultural, religious and ethnic group. It is important to be aware and sensitive to this as you go about
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planning and communicating to volunteers for your events. There is room for everyone at Copper
Beech and it is our goal to be as inclusive as possible.
Volunteer Members
You are our most valuable resource. Nothing happens without the help of our member volunteers at
Copper Beech. It takes a team to put together an event and we expect the same level of cooperation
from our parent volunteers as Copper Beech expects from its students. Your job might be large or
small, but every job is important and we thank you for your gifts of time and effort on behalf of your
student(s) and all our Copper Beech kids.
Assigned Board Member
Each event has a Board Member liaison assigned to advise and assist the Event Coordinator in
planning and executing a fun and successful event. The Board Member liaison can help answer your
questions and provide you with whatever support you may need.
Event Coordinators and Co-Coordinators
Event Coordinators are our leaders for fundraisers, activities and events. It is their job to plan and
execute the event with the advice and direction of their assigned Board Member liaison and with the
help and assistance of a Co-Coordinator and one or several volunteers.
Volunteers are the backbone of our organization. Without them, we would not be able to do all that
we do. If you need help recruiting volunteers, contact your assigned Board Member. Use
SignUpGenius to start recruiting volunteers to your event and then contact individuals directly and give
them specific instructions on how they can help. If training is required, plan a training session. Be sure
to thank your volunteers by email and/or requesting a post on the PTA website and/or Facebook page.
As an Event Coordinator you are required to attend monthly PTA meetings. We understand that
schedules may conflict, but we strongly encourage you to attend these meetings, especially in the
month or two leading up to your event date and the month after your event, so that you can inform
the membership of any assistance needed, detail your event’s success and thank your volunteers
publicly. Of course, you must attend organizational meetings for your event and keep apprised of
details related to your event so that you will be able to provide information and status updates to your
Board Member liaison in a timely manner. Early on in the planning phase, you should contact your
Board Member liaison to find out what your event budget amount is for the current year or what the
fundraising goal is if you have signed up for a fundraiser.
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Resources
Board Members
Your Board Member liaison and Board Members in general are your best source for information about
how to plan and execute your event or fundraiser. Often, they have coordinated events themselves or
know who to go to for advice or answers. Keep your Board Member liaison in the loop with frequent
communication. He or she can provide advice on what has worked in the past and how to avoid making
mistakes.
PTA Office
The PTA office contains several labeled cabinets and drawers that contain supplies purchased by the
PTA to be used for PTA events. Food is not to be stored in the PTA Office.
In the various cabinets, drawers (many of which are nicely labeled and organized) and along the
countertop space you will find:
• Serving pieces, napkins, spoons, trays, baskets
• Tickets
• Empty Cash boxes
• Miscellaneous office supplies, staplers, tape, envelopes
• Catalogs and PTA magazines
• Extra flyers for upcoming events
PTA Storage Closet
The PTA currently has a storage closet located in the school basement. This space is used to store large
and infrequently used items (i.e. Spring Fair games and equipment). Be sure to label any items stored
in the closet so that they are easily identified. Do not store food in the closet. The closet can only be
accessed during school hours and requires a key.
Planning Your Event
Take the time to create a computer document with a timeline and notes for your event. Include vendor
contact information, volunteer contact information, issues that came up and were resolved, what
worked, what didn’t work, etc. This insures the next volunteer is able to build on your success and not
start from scratch.
Manage Your Budget
• Check with your Board Member liaison to determine your budget for your event/fundraising goal.
This will include an amount for expenses and a target amount for profit, if it is a fundraising event.
• The PTA budget for the upcoming school year is established in advance and approved by the
membership in May.
• If you feel that your budget needs to be increased, contact your Board Member liaison as soon as
possible. Due to financial constraints, it is unlikely that a significant increase in the expense budget for
an event would be possible.
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Event Date
• Dates for larger events and regular meetings are set in the spring for the following school year. Other
dates are set at the beginning of the school year.
• Is your event on the PTA Calendar? If not, check with your Board Member Liaison .
Event Space
• Events held at Copper Beech, both during and after school hours, require a Building Use Permit. The
Recording Secretary is responsible for completing and filing these permits. Permits must be filed with
ASD 60 days before the event/use date.
• If your event requires special building maintenance services (banners hung, furniture moved, tables
set up, grass cut, etc.), permits for those services must also be filed.
Do you need to purchase items for your event?
• Check to be sure that the item(s) you need is not already owned by the PTA. This includes items of an
“office supply” nature.
• Use the Tax Exempt (ST-5) Form (obtain from the Treasurer) for all purchases.
• If you use your own funds to purchase items for your event, the Treasurer will reimburse you. You
will need to fill out a Check Request Form (see page #?) and submit it to the Treasurer also, please
provide proper documentation of the expense, such as a sales receipt.
• If you do not want to pay with your own funds, fill out a Check Request Form (see page #?) made out
to the vendor and submit it to the Treasurer. The Treasurer will send a check to the vendor directly.
• Blank checks will not be issued.
Do you need a Cash Box and Change for your event?
• Fill out a Cash Box Request Form (see page 15) and submit to the Treasurer no less than two weeks
prior to your event.
• You will receive the funds from Treasurer prior to event.
• Cash should be kept separately in each cash box used for an event. Do not combine cash boxes.
Did you collect Cash or Checks at your event?
• This applies to monies collected “at the door” at an event.
• Fill out a Funds Submission Form (see page 16) and submit to the Treasurer or your Board Member
liaison within 1 business day after your event.
• Any checks collected should be made out to “CB PTA”.
Did you collect Cash or Checks prior your event?
• All monies collected prior to any event or sale (orders, reservations, sales, tickets, refunds, etc.)
should be directed to be dropped off in the PTA Office.
• A PTA Board Member will process the orders, noting the payment information on the form.
• Forms will be directed to the Event Coordinator (or their designee) for use in preparing for the event.
• No monies may leave the PTA office once they have arrived in the PTA Office except with the
Treasurer
• Any checks collected should be made out to “CB PTA”.
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• All money collected must be deposited by the Treasurer. No monies may be used without being
deposited first. (Example: Cash collected for event tickets may not be used as payment for a venue.).
Can your event/fundraiser orders be paid through the PTA online store?
Contact the Marketing Coordinator to create items in the store as needed (plants for plant sale, tickets
for event, etc). Coordinate with the Marketing Coordinator before and after the event as needed for
purchases, reports, etc.
Do you need a signed contract from/for an onsite vendor for your event?
• This includes vendors brought onsite for events (speakers, assembly performers, etc.).
• Vendors/facilities must be approved by Abington School District, where applicable.
• All contracts must be signed by a Board Member. As a rule, they are normally signed by the
President.
• All contracts must be in the name of the Copper Beech Elementary School PTA, Inc.
Can your event help a community organization?
• The PTA believes that by serving our community, we serve our students and families.
• If practicable, “piggy back” a collection of needed items or non-perishable food for donation to a
local aid group with the event.
• Collections can be made of school supplies for disadvantaged students at CB or non-perishable food
items (See a Board Member or President for other ideas).
• Collections of money are not permitted.
How to advertise your event
• Work with the Marketing Coordinator to create a flyer for your event. The design must be approved
by the President and school Principal prior to distribution.
• Send an editable copy (not PDF or protected version) to the Marketing Coordinator.
• Flyers should be submitted 15 business days prior to the date you would like to distribute your flyer.
Earlier is even better. Keep in mind some teachers only send home flyers once a week. (see Print
Procedure, attached)
• The Marketing Coordinator will post the flyer to the PTA website and Facebook page and will
distribute through Membership email and Skyward to the student body (via CB Principal).
• Contact the Marketing Coordinator to send out reminders of due dates and event dates to the school
population.
• Take pictures during the event and email them to your Board Member liaison and the Marketing
Coordinator to include on the PTA website and in the yearbook.
After The Event
• After the event, plan to deliver a report/summary about your event to the PTA membership at the
next monthly meeting.
• Volunteers like to be thanked! Thank your event volunteers in person, by email, at the next PTA
meeting, create a Facebook post, etc.
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Did you have leftover supplies or food from your event?
• Equipment or supplies that were rented should be returned in working order as per the rental
agreement.
• Equipment or supplies that were purchased should be returned to the PTA Office or stored in the PTA
Storage Closet. Your Board Member liaison can help you determine which location is best or how to
deal with any unusual items.
• Unopened, unused, non-perishable food should be returned to the point of sale for refund. The
receipt from the original transaction and the return.
• Opened, unused, non-perishable food (cases of water/soda, for example) are sometimes saved for
upcoming events. Check with your Board Member liaison to see if it is appropriate to do so.
• Wherever logical, other leftover food is donated to the Abington Inter Faith Food Cupboard, 215-8852234.
Complete an Event Post Mortem Report for ALL ACTIVITIES
• Your input is vital for the success of the event next year. Fill out an Event Post Mortem Form HERE
within 14 days of the end of your event/fundraiser.
Forms and Worksheets
Attached are forms and worksheets to help you plan a great event. These forms can also be found on
the PTA website HERE.
Event Planning Worksheet

Funds Submission Form

Check Request Form

Reimbursement Form

Cash Box Request Form
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Print Shop (Photocopying) Request Procedure
1. The PTA Board values your time! Before creating a flyer or other document for your event, check with
the Marketing Coordinator to see if there is a similar document already in existence.
2. Once you create your document/flyer (including ASD disclaimer text), you (the originator) should
forward it to the Marketing Coordinator via email.
3. Note in the body of your email if you require a specific color of paper or any other special treatment of
the copies (i.e., staples, bindings, special papers, etc.). Indicate your desired date for the printing to be
completed. Documents without a date indicated will be submitted with a request for return no less than
12 business days from the date sent to the copy shop.
4. The Marketing Coordinator will review the document and either return it for changes, or forward it to
the PTA President to obtain approval from Dr. Viola. Dr. Viola must approve all documents before they
go to the print shop.
5. When Dr. Viola approves, the Main Office will forward the document to the print shop. If changes are
required, the Marketing Coordinator will return the document to the originator for changes to be made.
6. Copies will be returned to the CB PTA office to the attention of the originator. It is the originator’s
responsibility to arrange for timely distribution of the copies. Wherever possible, the Marketing
Coordinator will notify the originator when copies are or will be returned to the PTA office.
All documents must carry the Abington School District disclaimer text: The Abington Board of School
Directors assumes no responsibilities for the opinions, information, and possible typographical errors and
omissions, etc. that may be reflected in this flyer.
Fundraisers must carry the PTA disclaimer text: Proceeds from this event assist in the Copper Beech PTA's
Operational, Educational and Charitable Expenses.

Deadlines
Turnaround time for copies is a minimum 12 business days. It is in your best interest to submit your flyer a
minimum of 15 business days before you want to distribute it. There is no guarantee that documents
submitted less than 15 days will be returned to you in time for your target distribution date. Rush requests are
not accepted by the ASD Print Shop.
All flyers will be posted to the copperbeechpta.org website on approval from Dr. Viola in PDF format.
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Board Member Contacts for 2017-18 School Year
Dave Clark, President
215-350-8305
davidclarkphl@gmail.com

Dottie Coccimiglio, President-Elect
(215) 479-9437
mrsdottiec@hotmail.com
Jason Porter, First Vice President
484-225-7981
Porter.jason3@gmail.com

Betsy Krol, Second Vice President
267-767-0112
ekrol2317@comcast.net

Tanya Pham, Third Vice President
856-332-2796
jandtpham@yahoo.com
Cathy Richman, Treasurer
215-696-4240
Cathycbpta@gmail.com
Dana Mensah, Recording Secretary
267-934-7406
dana.s@verizon.net
Kristin Gaenssle, Marketing Coordinator
215-740-9250
kgaenssle@gmail.com
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Reporting Structure

Board Member
Resource for Coordniator

Event Coordinator

Event Co-Coordinator

Responsible for planning and
executing the event with the
advice of Board Member and help
of volunteers

Responsible for helping the
Coordinator plan and execute the
event with the advice of Board
Member and help of volunteers

Volunteer
Assists the Event Coordinator and
Co-Coordinator
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