Shark Fund Monthly Tasks

September
Vice-President - File current budget, year-end audit, year-end financials, and annual report with Ed Foundation by September 15

President, Vice-President, & Treasure – Attend Ed Foundation Meeting

Parent Donation & Publicity – Plan conference week publicity

Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

Publicity – Begin Primo’s preparation

Adverting – Collect directory ads

Website Coordinator – Update email for correspondence & update website with current information
October
Parent Donation & Publicity – Carry-out conference week publicity

Publicity – Assist with Primo’s Run

Corporate Match – Contact people regarding match

Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

November
Tax Preparer – File tax return by November 15

Vice-President – File Marketing Materials with Ed Foundation by November 15

Advertising – Collect Shark Alert Ads

President – Submit Shark Alert article
Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

December
Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

January
President & Publicity – Begin Spring Campaign – including donation amount & registration process

Auditor – Audit period of 7/1 – 12/31

President & Vice-President – Attend Ed Foundation meeting

Advertising – Collect Shark Alert Ads

Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

February
Parent Donation & Publicity – Plan conference week publicity

President – Finalize donation amount

Graphics – Begin Brochure

President – Get Shark Fund info in kindergarten packets

President or Vice-President  - Attend Kindergarten Orientation meeting

Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

March
Vice-President – File Mid-year financials & mid-year audit with Ed Foundation by 3/15

Parent Donation & Publicity – Carry-out conference week publicity

President or Vice-President  - Attend Kindergarten Orientation meeting

Advertising – Collect Shark Alert Ads

President – Submit Shark Alert article
Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

April
President - Finalize spring campaign & letter to go with brochure

Graphics – Finalize brochure

Advertising – Finalize flyer for registration packets

President & Vice-President – Recruit new members & officers

Parent Donations – Registration sign-ups

President & Vice-President – Attend Ed Foundation meeting

Parent Donations – Plan for open house advertising

Publicity – Secure printer for brochure

Financial Secretary, Escript, Corporate Match & Treasure – Monthly reports

Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

May
Advertising – Collect Shark Alert Ads

President – Submit Shark Alert article
Publicity – Mail spring campaign

Parent Donations – Registration sign-ups

President, Vice-President, Escript, & Advertising – Finalize registration packet & non-payer letter

President – Elections for new officers

Secretary – Update roster

Financial Secretary, Escript, Corporate & Treasure – Monthly reports

Financial Secretary – Update tracking spreadsheet for the new year donations

Treasure – Make new binders for the new year
Secretary – Type minutes, distribute, and file in office
Corporate Match – Contact people regarding match

June
Vice-President – File bylaws, MOU, Board List, Liability Ins. Premium, Proof of Bonding, Letter of auth. to bank, and meeting dates with Ed Foundation by June 15.

President & Vice-President – Transition meeting with new members & officers

Publicity – Discuss summer mailing

Auditor – Gather information for 6/30 audit

Summer
Auditor – Complete 6/30 audit

Publicity – Complete summer mailer

Parent Donations – Finalize registration volunteers

August
President – Make donation receipt

President, Vice-President & Financial Secretary – Attach receipt & registration form to packets of people who have paid

Escript – Mark packets of those who are enrolled in escript

Vice-President – Finalize and copy letters to non-payers

Parent Donations – Finalize packet pick-up and registration staffing

Financial Secretary – Collect, deposit, and record parent donations

Corporate Match – Begin corporate match process

Escript – Input and update escript subscribers

President, Vice-President, Secretary, Financial Secretary & Treasure – Update account signers with bank

Adverting – Collect directory ads

Publicity – Plan bank to school publicity
