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COOLEY PTC BOARD OF DIRECTORS 

The Cooley middle school PTC board consists of elected officers and appointed chair 
members.  

Election of Officers 
The election of officers for PTC should occur on an annual basis in May or the prior term to 
be held.  
 
These officers will make up the executive board. Each member of the executive board is 
required to ensure the procedures and operating practices are financially and legally 
sound, and in conformance with all rules, regulations, laws, ordinances and statutes 
applicable to the organization. As a member of the executive board, an individual is legally 
obligated to be prudent and reasonable in conducting themselves to help preserve and 
protect the organization. Executive board members must actively participate in the 
management of the organization including attending meetings, evaluating reports and 
reading minutes. 
 
Executive Board  
 
President  
The major duties include, but are not limited to, the following: 

1. Preside at all meetings of the organization. 
2. Regularly meet with the designated campus representative regarding activities. 
3. Resolve problems in the membership. 
4. Regularly meet with the treasurer of the organization to review the organization’s 

position. The financial information should be reviewed on a monthly basis. 
5. Select an officer as the designee other than the treasurer to receive bank 

statements through the mail at their home address. This individual shall not be a 
signer on the account. Upon receipt, the designee should review the activity on the 
bank statement and canceled checks for reasonableness. This provides an 
independent review by an individual not associated with disbursement activity. 

6. Schedule annual audit of records or request an audit if the need should arise during 
the year. 

7. Submit annual financial statements to the school site administrator. 
 
Vice‐President 
The vice-president acts as the president’s representative in their absence. The major 
duties include, but are not limited to, the following: 

1. Preside at meetings in the absence or inability of the president to serve. 
2. Perform administrative functions delegated by the president. 
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Secretary 
The secretary is responsible for keeping accurate records of the proceedings of the 
organization and reporting to the membership. The secretary must ensure the accuracy of 
the meeting minutes and have a thorough knowledge of parliamentary law and the 
organization’s procedures. 
 
The major duties include, but are not limited to, the following: 

1. Report on any recommendations made by the Executive Board. 
2. Maintain the records of the minutes and any standing committee rules, current 

membership and committee listing. 
3. Record all business transacted at each meeting. 
4. Maintain records of attendance of each member. 
5. Conduct and report on all correspondence on behalf of the organization. 

 
Treasurer 
The treasurer is the authorized custodian of the funds of the organization. The treasurer 
receives and disburses all monies indicated in the budget or as authorized by action of the 
PTC. All persons authorized to handle funds should be covered by a fidelity insurance bond 
in an amount based on the organization’s annual income and determined by the Executive 
Board; the fidelity/crime insurance bond should cost under $100. 
 
The major duties include, but are not limited to, the following: 

1. Serve as chairperson of the Budget and Finance Committee, if prescribed. 
2. Issue a receipt of monies received and deposit said amounts on a weekly basis 

(daily if receipts on hand exceed $250.00). 
3. Prepare a current financial report including bank statements, bank reconciliations, 

and financial statements within thirty (30) days of the previous month end. Copies 
should be available for review by the general membership. 

4. File current financial reports at the end of each semester (December and June) with 
the executive board. 

5. Maintain an accurate and detailed account of all monies received and disbursed. 
6. File sales tax reports as required by the State Controller’s office (monthly, quarterly, 

or annually). 
7. File annual IRS form 1099 in a timely manner. (See “Consultants” section) 
8. Submit records to the audit committee appointed by the organization upon request 

or at the end of the year. 
 
 
Executive Members 
 
Electronic Media Facilitator (webmaster): Creates and maintains the electronic 
communication channels (e.g. website, e-mail for board and social media) in cooperation 
with the Secretary and upon authorization of the President.  
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Social Media: Social Media & Community Engagement - is an executive board position 
responsible for managing all social media accounts for the Cooley Middle School PTC. This 
person will serve as the digital voice of the PTC, fostering a positive, informative, and 
engaging online presence to connect with staff, students, and parents. 
 
Key responsibilities include: 

• Managing and maintaining all PTC social media platforms (e.g., Facebook, 
Instagram). 

• Creating and scheduling engaging posts to promote events, fundraisers, volunteer 
opportunities, and school spirit. 

• Responding to comments and messages in a timely and positive manner to 
encourage community interaction. 

• Developing creative campaigns to boost awareness, involvement, and fundraising 
support. 

• Collaborating with event chairs and board members to gather content and ensure 
timely promotion. 

• Upholding a professional and inclusive tone that reflects the values and mission of 
the Cooley PTC. 

This role is ideal for someone who is creative, organized, social media-savvy, and 
passionate about building strong connections within the Cooley community. 

Hospitality: The Hospitality Coordinator is responsible for planning and coordinating the 
hospitality efforts for all PTC-related events throughout the school year. This includes 
organizing food, décor, and thoughtful touches for events such as Staff Appreciation, and 
other special occasions. 
 
Key responsibilities include: 

• Overseeing and managing the hospitality budget. 
• Planning and executing staff appreciation events and other hospitality-driven 

activities. 
• Coordinating refreshments and setup for PTC meetings and school functions. 
• Recruiting and delegating tasks to volunteers for hospitality needs 
• Collaborating with school staff to support student-focused events such as 8th 

Grade Promotion and the 8th Grade Celebration. 
• Ensuring events are welcoming, well-organized, and aligned with the mission of the 

PTC. 
 

This role is perfect for someone who loves to plan meaningful events, enjoys working 
behind the scenes to make people feel valued, and thrives on teamwork and creativity. 
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Events & Fundraising Coordinator: This person plays a key leadership role on the PTC 
board, overseeing both community-building events and fundraising efforts that support 
Cooley Middle School. 

Events: Serves as the main coordinator for all non-fundraising PTC events (e.g., school 
socials, student celebrations, family engagement nights). 

• Recruit and support event chairpersons and committee members. 
• Work closely with event chairs to ensure successful planning, organization, and 

execution. 
• Coordinate logistics, supplies, and volunteers as needed. 
• Promote events in collaboration with the Social Media Chair and Webmaster. 

Fundraising: Leads the planning and scheduling of all PTC fundraising activities in 
consultation with school administration and the board. 

• Recruit and support fundraising chairs and committee members. 
• Assist in the execution of fundraising events and campaigns. 
• Track and report progress, outcomes, and financial results of fundraising efforts. 
• Ensure timely and effective communication with the school community about 

fundraising goals and opportunities. 

This dual role is ideal for a motivated, organized individual who enjoys planning events, 
building community connections, and helping raise critical funds to support Cooley Middle 
School’s students and staff. 

Cooley Staff Administrative Representative: The Principal of Cooley Middle School is the 
Administrative. Representative to the PTC and works closely with the President to 
coordinate and approve all events, meetings, fundraisers and policies.  

Cooley Staff Teacher Representative: Advises the Board of upcoming events, staff 
concerns and desires. She/he maintains a liaison relationship with the Cooley staff and the 
PTC. (Appointed by Principal of Cooley Middle School).   

Site Council Representative: Acts as a liaison between Site Council and PTC. This person 
may be any member who attends both the Site Council meetings and the PTC meetings.  
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