
2019-2020 Sippel Elementary PTC Executive Board/Committee Chair Opportunities 

Clarie Bristow, Principal 

Executive Board 

President Preside at all regularly scheduled meeting, appoints special committee chairs as need arises, meet with designated campus staff 
representative(s) regarding activities, resolve problems with membership, regularly meets with the Treasurer to review the 
organization’s financial position, elects an officer as the designee to receive bank statements through the mail, per SCUCISD 
guidelines, the designee shall not be a signer on the PTC account, ensures that the Treasurer schedules an annual audit of records or 
requests an audit if the need should arise during the year 

Vice 
President 

In the absence of the President, the Vice President shall perform the duties of the President.  When so acting, shall have all the power 
and restrictions of the President. 
Performs administrative functions delegated by the President, in charge of constructing and maintaining the PTC bulletin boards, 
coordinate special events 

Treasurer Receives all money of the club and keeps accurate records of the receipts of any expenditures and gains, pays out funds as 
communicated with the President, present financial statements of the account at all scheduled PTC meetings (and have available upon 
request), works directly with the President in making any financial decisions, schedule an annual audit of the records, reconcile the 
bank statements monthly as received and resolve an discrepancies with the bank immediately, file IRS forms in a timely manner, file 
sales tax reports as required by the Comptroller’s Office (monthly, quarterly, or annually) 

Secretary Keeps accurate records and minutes of all PTC meetings, and shall bring a copy of the previous meetings’ minutes for each 
committee member to review (email a copy to the Executive Board, Committee Chairs and the principal), regularly check PTC email 
and report on all correspondence with Executive Board and Committee Chairs, work alongside the Social Media Committee Chair to 
help in areas in which the chair may need assistance 

Volunteer 
Coordinator 

In charge of recruiting volunteers for the school, develops an email database to communicate with volunteers, shall be on campus 
directly getting to know and involve parents, attend volunteer related functions and be available to assist as needed 

Committee Chairs 

Hospitality Organize and coordinate hospitality events throughout the school year for Sippel Elementary students and staff 

Box Tops In charge of Box Tops and Campbell’s Label collection, organize a group to cut and bag/organize labels, keep track of class 
collections and award prizes as the classroom goals/competitions are achieved 

Fundraiser Propose fundraising opportunities, in charge of executing the main fundraiser event, works with the President and Treasurer for 
contract approval and signature, be the primary point of contact for the vendor, oversee the promotion event, acts as a liaison with 
staff to execute successful event and oversees collection of funds to submit to Treasurer, recruit volunteers as needed 

Social 
Media 

In charge of updating the PTC social media pages with all PTC events, act as liaison between PTC Board Members and the Sippel 
Elementary staff members to post PTC information to school website, compile a newsletter to be ready for distribution by the first of 
each month (provide a print ready version of the newsletter to the Secretary) 

Spirit Gear Propose spirit gear merchandise and sale opportunities, in charge of working with vendors for spirit gear items, primary point of 
contact for vendors, work with the President and Treasurer for contract approval and signature, oversee setting up merchandise for 
sale at various school events, to include but not limited to evening family events on campus, receive and manage funds collected at 
sales until deposited by Treasurer, keep accurate records of orders and transactions, coordinate and provide Treasurer with accurate 
inventory totals and breakdowns upon request, recruit volunteers as needed for sales events 

Art a la 
Carte 

Organize all materials relating to the Art a la Carte program, recruit volunteers as needed to help with Art a la Carte, work directly 
with the teachers to schedule Art a la Carte lessons/schedule  

WatchDOGS Coordinate the WatchDOGS at Sippel Elementary (currently a goal of ours) 
 

Other  

All positions will work with the Principal to make the best decisions based on the school's priorities. 

 



Nomination Form 

Thank you very much for your interest in joining hands to serve on our 

Sippel Elementary PTC, which benefits all students and staff! 

Please feel free to email Mrs. Bristow with any questions at: cbristow@scuc.txed.net 

 

Name:    

Position of Interest: 

Phone: 

Email:  

 

Describe your passion for teamwork while serving on the Sippel PTC in the above-mentioned position: 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 
 
 
Forms due to the front office by Friday, April 18, 2019 at 3:00pm 
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