
Junipero Serra Elementary School PTA

Committee Acknowledgement Form

School Year: _______
Committee Name: ________________________

Chairperson Name: _______________________

Email: __________________________________ Phone: ___________________

Welcome to the team! Thank you for volunteering your time and energy to chair this committee. As a 

committee chair, you are a vital part of the PTA! Please review the expectations below and sign to 

acknowledge your commitment. 

1. Responsibilities & Procedures

I understand that I must meet with a former committee chair for my chosen committee to review the 
specific duties & procedures of my position. 
I will complete a Committee Proposal Form and submit to the Executive Board for approval prior to 
initiating any projects or spending any funds. 
I understand that I must meet with the principal, Mrs. Belitski, 1 month prior to the scheduled event. I 
also must check in in-person or via email 2 weeks prior and again 1 week prior. 
I will keep accurate records of all activities, volunteer hours, and vendor contacts to pass on to my 
successor. 

2. Financial Policies & Ethics 

I understand that all expenditures require prior budget approval. I will use the PTA Payment Request 
and Reimbursement Request Forms and provide original invoices and receipts for all payments.
I will inventory the PTA room prior to planning for and/or purchasing any supplies. 
I understand that I may not independently sign contracts on behalf of the PTA. 
I will handle all cash in accordance with PTA cash handling procedures. This includes using a Cash 
Verification Form and having a second counter on all cash/check sales. I understand that the cash 
verification form must be signed by both counters and turned in to the treasurer with the deposit. 
I understand that I am not permitted to personally accept payments on behalf of the PTA. This 
includes cash, checks, Venmo payments, Square transactions, etc. 
I will abide by the PTA’s Conflict of Interest and non-discrimination policies at all times. I will sign and 
complete the Whistleblower Form as required. 

3. Communication

I understand that all public communications, emails, flyers, and social media posts must be submitted 
to the the office for review and approval 1 week prior to the anticipated publishing date. 
I will maintain open communication with the Executive Board and report on my committee’s progress 
at general meetings. 
I understand that a Committee Report must be completed and turned in to the treasurer (with any 
reimbursement requests) after the event before any reimbursements will be paid. 

By signing below, I acknowledge that I have read, understand, and agree to uphold the policies and 

responsibilities outlined in this document. 

Signature: _____________________________________________     Date: _____________


