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Mountain School PTA  

2016-17 Budget Policies &Standing Rules 

 

The purpose of this document is to communicate historical intent of the various PTA expenditures to 

incoming PTA officers, new Mountain staff members, and PTA members. It can be used as a 

guideline for the future but should be voted on by the general membership and used with the PTA 

bylaws as standing rules so all people dealing with the PTA will have the information and guidelines 

they need to make appropriate decisions regarding PTA funds.  

(Initial version written by Mary Hall, Summer 2007)  

 

PTA Budget Line Items  
The following are guidelines for acceptable expenditures of PTA funds for the various PTA budget 

line items.  

 

Donations 

Casa Mesita Grant 
Beginning in January 2013, the Casa Mesita Thrift Shop began making a monthly donation 

of $600 to our PTA and each PTO in the Los Alamos Public School District.  These funds 

come from the sale of the Casa Mesita group home and income from the Thrift Shop.  Casa 

Mesita Board of Directors indicate that this grant will continue as long as funds are available.  

Contact Roberta Irwin, Casa Mesita Board of Directors. In 2015-16 the donation decreased to 

$400.  

LANB (Tutoring) 
Since about 2009, we have asked LANB for sponsorship.  Each year they have donated 

$1000, some years expressly for tutoring programs.  Contact Eden Weinbracht, LANB 

Marketing Coordinator. 662-1010. edenw @ lanb.com 

United Way 
These are donations from the United Way through the LANL Employee Giving Campaign.  

LANL employees designate their payroll-deducted giving to Mountain School PTA. The 

Campaign enrollment period is in the Fall, usually October. 

LANS VolunteerMatch (a.k.a. Vecinos Volunteer Program) 
LANS donates money to qualifying 501c3 organizations as an incentive for employee 

volunteerism.  LANL employees who volunteer in the community can designate Mountain 

School PTA to receive funds; $100 for 100-499 volunteer hours, $500 for 500 or more hours. 

Hours for previous calendar year are tabulated in April and funds are allocated in June-July. 
http://www.lanl.gov/community-environment/community-commitment/volunteer-match-sponsors.php 

Uncategorized donations 
Donations from unsolicited sources or donations made during PTA membership drive. 

Amazon Smiles 

In 2015 the PTA started to participant on AmazonSmile! Amazon donates 0.5% of the price 

of eligible AmazonSmile purchases to the charitable organization you choose. 

  http://smile.amazon.com/ch/85-0448519 

MightyNest donates 15% of your purchases to the PTA when you select Mountain 

Elementary School. They are an online retailer of products to help you live healthier. 

Smith’s Community Reward- Money goes directly to School not PTA.  

Tea Collection – Online kid clothing store gave 15% of sales to PTA during their School 

Days Promotion for one week in Spring 2016. 

 

http://smile.amazon.com/ch/85-0448519
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Fundraising 

Book Fairs  
The Fall book fair is staffed by the librarian and PTA volunteers she may arrange. At one 

time, the sales and expenses passed through the PTA and the net proceeds were held in a 

“Librarian's Fund” of the PTA budget.  

 The Spring book fair is staffed by PTA volunteers arranged for by the PTA spring 

book fair chairperson. All income is deposited into the PTA account and a check is issued by 

the PTA to Scholastic to pay for inventory. This is treated as most other fundraisers with 

proceeds going into the general fund. Proceeds may be taken as “Scholastic Dollars” which 

may be spent on items from the Scholastic Catalog.  Scholastic Dollars may be used to 

purchase books for the office to give away for “green slips” earned by students. In 2008-

2009, the Embracing Fatherhood breakfast took place at 7:00 a.m. and was a precursor to the 

opening morning of the Spring Book Fair (see Family Breakfasts). In Spring 2015 & 2016, 

the book fair coincided with Family Literacy Night so families could shop in the evening (see 

Family Literacy Night and Family Math Night). The Fall book fair usually remains open 

during the Halloween Carnival.  

 

FUNd Run 

This annual fundraiser first began in the Fall of 2009.  As the school’s budget was decreasing 

and the amount of money brought in by the PTA’s traditional fundraisers was also dwindling, 

PTA President Robbie Harris, put a call out to parents in early 2009 for ideas on new and 

exciting fundraisers that would also be more profitable than traditional fundraisers.  Several 

ideas surfaced, but the one that was most promising was provided by Theresa Krepps.  It 

promoted exercise, student and family involvement, interaction and a personal touch through 

letter generation and thank you notes.  At the beginning of the school year, students send 

letters to friends, family, neighbors, local businesses, etc. asking them to support Mountain 

School through donations of money.  In October, the students then participate in a FUNd 

Run/Walk at Urban Park. (The first 2 years it was held on the track at Sullivan Field and one 

year in the Mountain neighborhood. It was moved to the Mountain neighborhood to save 

money, no longer needing to bus kids to the track. This required more supervision since kids 

were crossing streets and needed to be kept in sight. There were also some complaints about 

kids walking in yards, so then it was moved to Urban Park and has been there ever since. )  

 In its first year, FUNd Run generated over $28,000 which was  $13,000 more than all 

of PTA’s fundraisers combined for the previous year.   Total expenses for this event were 

just shy of $1,600.  This event replaced the traditional Innisbrook fundraiser (which was 

limited to online sales only in 2010.)  For comparison, Innisbrook only had a 21% 

participation rate by the student base whereas the FUNd Run had a 60% participation rate by 

the student base.  The net profit with Innisbrook was 53% while with the FUNd Run it was 

95%.  In 2010, the FUNd Run raised $33,000.  In 2011, an online donation option was added 

through the organization Greater Giving and ejoinme.com. Since 2011, this fundraiser has 

averaged $18,000 net income. In 2015 we switched to using PayPal for online donations in 

conjunction with Square Space for our website, and we launched the FUNd Run at the 

Family Breakfast, 3 weeks before the actual run.  Some years the PTA provided giveaways to 

every student: t-shirts, aluminum water bottles.  In 2015 we had school-wide incentives 

instead: popsicles at $2K and extra recess at a higher goal.  

 The FUNd Run usually takes place in early to mid-October. Earlier is better due to 

weather concerns.  In 2013, 2014, and 2015, it was scheduled to take place the same day as 

the Halloween Carnival.  This can be stressful for the organizers and volunteers, but some 
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staff liked having just one day instead of two where the kids were distracted.  The Fall 2016 

FUNd Run will return to a Wednesday. 

 

Halloween Carnival  
Carnival income has historically been ticket sales, food sales and silent auction.  Acceptable 

expenses include prize purchase, game refurbishment, food for resale during carnival, 

advertisement, decorations, etc.  Any purchases outside these general guidelines should be 

approved by the PTA board.  PTA has also paid the night custodians for extra time to clean 

up, typically $150 per custodian.  In recent years, PTA has invited outside food vendors to 

sell food at the carnival to free up the many PTA volunteers needed in the past to man food 

booths.  These vendors pay a percentage of their profits to PTA (determined in 

advance,typically 10%).  There is a large amount of cash associated with the ticket sales and 

great care should be taken to avoid suspicion by always having two people collecting cash 

together and counting it at the end of the evening.  Cash should be deposited in the secure 

night deposit (at LANB, for example) the evening of the carnival, and in the past the police 

have offered an escort for the PTA treasurer.  

The carnival should be scheduled with the principal in the spring when the district 

calendar is being set.  If it takes place on a Friday it should not be the same day as Trick or 

Treat on Main Street or a home high school football game as many of out volunteers are high 

school students, and these events pull people away from the event.  When scheduling the date 

the Pinon Elementary’s Pumpkin Patch should be considered to avoid conflict. The carnival 

hours were moved up to accommodate younger children.  In October 2014 it was 4:30 to 

7:30 pm. 

In 2015 We switched from tickets to a card system: $10 Game Card for 15 games, $5 

Punch Card for 5 trips to the cake walk or haunted house. We also switched to a Prize Store 

system. The Game Card is stamped when a game is played, kids redeem stamped rows for 

prizes at the Prize Store. This allows for fewer but higher quality prizes.  

 

The 2016 Carnival will return to a Saturday to allow for more setup time, esp. for the haunted 

house, and make it easier for people to volunteer.  

 

Los Alamos Coop 

In 2014 Mountain PTA set up an account with the Los Alamos Coop. For every $10 in gift 

cards sold through the PTA, the PTA receives $1.  

 

Pampered Chef 

During the 2014-15 school year, Mountain PTA approved a Pampered Chef consultant to 

host a fundraiser for the school. Catalogs were sent home with students, who either returned 

completed forms or placed their own orders online. Although we earned $750 from the sale, 

we would have earned more if the consultant followed through with donating greater portion 

of their commission to the PTA. 

Because there are many consultants who may like to host a school-wide fundraiser of 

this kind, ways to make selecting a vendor transparent could be to host an event open to all 

vendors, only include fundraising links specific to Mountain PTA, or have an application 

process for selecting vendors. 
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School Store  
The school store sells spirit items and school supplies on select mornings before school.  The 

PTA purchased a locking cabinet and cash register around 2004. The school store coordinator 

generally submits funds to the treasurer with a cash register tape on a monthly basis.  Since 

this activity is largely cash based, anyone dealing with funds should protect themselves 

against suspicion by always entering transactions into the cash register and by having cash 

counted by another individual in addition to themselves.  The school store cabinet should 

always be locked when unattended and the key safeguarded.  Acceptable expenses include 

purchases of new inventory and any small expenses necessary to keep the cabinet and 

register in working order.  The amount of inventory should be no more than can be 

reasonably expected to be sold in the current school year or the next.  The vendor for many 

years has been Santa Fe ScreenPrints. 
 

2013 Note: Since 2010, office staff have run the store and keep cash and checks in the locked 

drawer in the office to be picked up by the treasurer.  However, PTA still has a cash register 

in storage and weekly school store hours could be re-established using the procedures 

outlined above. 

 

In 2016 school spirit gear may be purchase online with MyLocker.net.  12% of proceeds 

from the store will go to the PTA.  The site will issue checks on a quarterly basis.  There are 

3 logo options available to choose from plus the ability to create your own design.   

The PTA provided staff shirts in spring of 2015 (85 shirts) and fall of 2016 (75 shirts). 

 

Yearbook *new in 2016 

In 2016-17 the PTA will begin to take over the yearbook preparation and sales. In the past, a 

staff member took care of this.  The PTA will follow other local schools and use the sales of 

yearbooks as a fundraiser.  

 

Smith’s Gift Cards (discontinued) 
Mountain PTA has an account set up with Smith’s to earn 5% of the sales from Smith’s gift 

cards.  Parents can buy Smith’s Gift cards through the PTA to spend on groceries or give as 

gifts to friend and family. In 2015 sales of cards were discontinued. 

 

PTA Administrative 

Dues Paid to State PTA  
Membership in the Mountain Elementary PTA includes membership in the New Mexico 

State PTA (NMPTA) as well as the National PTA. Membership dues are collected 

throughout the year with a main effort at the beginning of school.  The New Mexico State 

PTA portion of the dues is $3.25; the National PTA portion of dues is $2.25 (as of 2011). A 

check for $5.50 times the number of new members for the month is sent to NMPTA on a 

monthly basis.  This money is considered "Funds held for others" and, for tax purposes, is 

not considered income for Mountain PTA. This means, with the current cost of membership 

being $5.50, none of the PTA dues goes toward membership in Mountain PTA and dues are 

not considered as income.  

 

Meeting and Office Supplies  
Acceptable expenses are postage, envelopes, Xerox paper and other paper goods needed to 

execute the business of the PTA.  Also, in the past, babysitters were paid to watch younger 
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children during PTA meetings although participating in this service waned in past years.  In 

2016, selected sixth grade students watched over young children during the meeting in the 

library for free.  

 

Insurance 
Each PTA unit is required to carry Liability Insurance in accordance with the NM PTA 

bylaws. 

 

PTA Annual Conference  
This line item is used to cover the registration fees and hotel for PTA executive board 

officers plus the principal to attend the PTA Conference in Albuquerque in the spring. Where 

feasible, officers were expected to share rooms to lower expense to the PTA.  Since 2010, the 

popular option has been to attend just the Friday session of the Conference for the officer 

training workshops. 

 

Tax Preparation 
PTA started using an accountant for tax preparation instead of a volunteer because of our 

increased number of “Donations” from FUNd Run. 

 

PTA Officers’ email account / PTA Website / Mailchimp/ Facebook 

It’s helpful but not necessary to have a separate email for yourself as an officer to separate 

your PTA correspondence from personal emails. In 2015 a special Google email account 

officers@mountainpta.org was created through Squarespace, the service we use to create and 

host the website www.mountainpta.org. We also pay for the domain name through 

Squarespace. 

 

Starting in 2015, MailChimp was used to manage the PTA mailing list and send weekly 

email reminders. MailChimp autoposted the email to the PTA Facebook account. MailChimp 

allows people to subscribe through our website and easily unsubscribe themselves. We only 

automatically subscribe PTA members and incoming kinder parents who signed up for the 

mailing list at Kindergarten Roundup (MailChimp has strict rules to make sure people have 

given permission for you to add them to a mailing list.) 

 

Paypal Account 

2015 a Paypal account was created to streamline fundraising efforts.  The treasurer has 

access to the account. 

 

Signup Genius  

Used to streamline volunteer signup.  

 

Programs 

Assemblies  
This fund has been used to bring educational assemblies to Mountain School. Expense has 

been the cost of the fees groups charge to come to school. Assemblies income and expense 

have also been used for the sale of items such as books associated with an assembly. 

 

Battle of the Books 
Since about 2010, PTA has approved an educational grant for the librarian to purchase books  

mailto:officers@mountainpta.org
http://www.mountainpta.org/
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from the Battle of the Books list if needed. This was given its own line item in 2013 in order 

to continue this club and competition for our students. 

 

Box Tops for Education (historical) 
In the past, these were collected by the PTA. Funds received in exchange for these labels 

were deposited into the PTA general fund.  As of 2007, a PTA volunteer coordinates the 

program, but the check is given directly to the Mountain School secretary.  The funds no 

longer pass through the PTA.  It was removed from the budget in spring of 2007.  

 

Class List Day/Teacher Meet & Greet 
The day class lists are posted (usually the day before school starts) is an opportunity to greet 

families, sell school apparel, and hand out membership flyers. In 2014 the PTA handed out 

popsicles and set up the Halloween Carnival bounce house. In 2015 the PTA again handed 

out popsicles but did not set up the bounce house due to the shortened time (Teacher Meet & 

Greet from 4-5 pm). The PTA purchased over 200 pops, 5 lbs of bananas, and a bag of 

apples. In 2015 the supply of otter pops ran out before the hour ended. We also unveiled the 

winning FUNd Run logo which was drawn on the fundraising gauge. We had the school set 

up 2 folding tables for us and a trashcan. In 2016 we had 300 otter pops, no left overs and 

supply lasted the entire hour. Class list posting time was revised to 2:30 to 3:30 with time for 

students to meet their teachers in their classroom and drop off supplies.  

 

Clubs supported by Mountain PTA  

Clubs who receive money from Mountain PTA (e.g. Chess Club, Running Club, Drama 

Club, Rubik’s Cube Club, and Robotics) are encouraged to host their own fundraisers or 

collect fees from participants to help pay for the costs of running their group. Monies from 

their fundraisers may be deposited with Mountain PTA with the understanding that the funds 

will be spent in accordance with their mission, and with the approval of Mountain PTA. 

Funds will NOT be carried from year to year and any remaining funds at the end of the 

school year will be put in the general fund and spent as directed by the PTA membership.  

 It is recommended that clubs submit a spending plan before the fall budget meeting to 

ensure that there will be no misunderstandings about acceptable expenditures. The 

membership may elect to support club activities through Educational Grants. 

We will encourage the club to write grants outside of the PTA grant structure for additional 

needed funds.  

 

Directory (historical) 
Historically, a student directory has been published by PTA.  Since the directory was several 

dozen pages, it was printed by a printer in Santa Fe (a Mountain alum who gave us a 

discount) and distributed to students.  Expense has been solely the cost of printing.  PTA has 

not published the directory in several years due to lack of interest and concerns about 

privacy. 

 

Educational Grants  
An allocation is made by the PTA each year for educational grants. These grants can be 

applied for by any Mountain staff member, parent, or student.  They are intended to be 

educational in nature.  Historically, preference has been given to grants that benefit the 

largest number of students for the money.  Consumable items with large dollar amounts have 

not generally been approved.  Preference has been given to items that benefit the whole 
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school and that will be around for many years.  Items purchased should remain at Mountain 

School.  Grants are considered and voted on at PTA meetings by all voting members present.  

 

Families in Need (FIN) 
The purpose of the fund is to pay for items that some families struggle to afford. Examples 

are school supplies, field trip fees, yearbooks, pictures, hot lunch and milk tickets, a few 

dollars for book fair, and clothing (especially school spirit clothing).  The school counselor 

has historically managed this fund and confidentially identifies children in need.  This money 

is not used for counselor’s curriculum or other counselor activities.  

 Lunch/snack supplies have been purchased by PTA for students who forget to bring a 

lunch or a snack.  Typical items include bread and peanut butter, granola bars, fresh fruit, 

applesauce cups and cheese crackers. 

 

Family Breakfasts 
Historically, this had taken the form of a "Mighty Mountain Men" breakfast promoting the 

Embracing Fatherhood initiative and kicking off the Spring Book Fair.  In 2010, the PTA 

helped fund three breakfasts for all students (K-2
nd

; 3
rd

-4
th

; 5
th

-6
th

) and their families at the 

beginning of the school year.   In 2015 it took place on a Friday in September to build 

community early in the school year and to coincide with the kick-off of the FUNd Run. It 

was heavily attended, most likely due to it being a Friday and early in the year. Usually the 

PTA orders bagels trays and coffee from Ruby K’s, supplements with items from Sam’s 

Club, and welcomes families to bring something to share.  Note: Try picking up bagels the 

day before. Bring knives and cutting boards to cut bagels into quarters. Bring trays to put 

bagels, etc. on.  

 

Family Literacy Night and Family Math Night 
In 2013-14, Family Math Night was introduced by the staff.  In 2014-15, Family Literacy 

Night was introduced by the staff.  Family Math night took place in the fall, and PTA 

supported it by paying for dinner provided to attendees.  Literacy Night took place in the 

spring, and the PTA supported it by paying for some of the books that were given to each 

student and the dinner provided to attendees. The PTA also sets aside a portion of Scholastic 

Dollars earned at the Spring Book Fair to be used for additional books. 

 

Family Picnics  
Family Picnics can be a general fundraiser.  Proceeds go into the PTA general fund. Income 

can be from food sales, dessert sales or donations, for example.  Expenses can be for food 

purchased or entertainment, for example.  Generally this event is seen as a community event, 

with fundraising downplayed.  The goal is parent participation at the schools.  In Spring 

2012, PTA sponsored one “Family Day” breakfast in May instead of the Spring Fling Picnic. 

Usually the Family Picnic is on a Wednesday in May at 11:15 am to allow kids who need to 

take the bus home to do so. In Spring 2015 and 2016, the PTA purchased 400+ popsicles to 

be handed out to students and siblings. These are frozen at home – plan on more than 2 days 

to freeze them fully. The PTA water coolers can be used to keep them cold.  There was an 

issue with kids taking popsicles on the bus, so stop handing out the popsicles when the buses 

show up, then resume after the buses leave.  In the spring 2015, we added also handing out 

cookies as a thank you to volunteers and offered $2 discount on school shirts.  We had the 

school set out a folding table for our use.  

     In 2016 Family Breakfasts, Picnics and dinners could be combined into one Budget Line 
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item with the goal of providing Family Engagement opportunities at school. There will be 2 

dinners (Math and literacy nights each budget for $1000), Fall Family Breakfast ($650) and 

Spring Family Picnic ($50 to cover cost of fruit and otter pops) 

 

Field Trips  
Each grade-level classroom receives an allocation of $175 to be used to pay for buses or 

tickets, entrance fees, etc. for field trips.  Some classrooms choose to spend more than this 

amount for more extravagant trips or more than one trip.  If they choose to do so, they must 

come up with another plan for raising money. They can either ask parents to pay part of the 

fee or can run their own fundraiser in the name of the PTA with the approval of the PTA 

board with the understanding that money raised can only be used for approved field trip 

expenses and that any money not used by the end of the school year passes into the PTA 

general fund.  This is an example of “Field Trip Fees lncome". Beginning in 2012, it is 

understood that Mountain School operational budget will cover some field trip expense per 

classroom and PTA will pay balances (either for larger trips or additional trips) within the 

guidelines set above.  

 

First Day of School 

The PTA has an opportunity to distribute flyers to students/families via teachers with the 

beginning of the school year packet of forms that go home the first day of school.  There is 

usually at least a membership form. In 2015 & 2016 we included a welcome letter and 

information how money was spent the previous year.  

 

Gardens and Learning Landscapes *new in 2013 
This allocation is for soil, compost, tools, plants and other materials necessary to maintain 

the gardens on campus.  The garden boxes and learning landscapes for grades K-3 were 

constructed with grants from Keep NM Beautiful and Lowe's Education Toolbox.  

  

General Grants  
This fund makes up large purchases made by the PTA for the school. This should not be 

confused with the educational grants fund.  Care has been taken to not pay for things with 

PTA money that really should, in the board's opinion, be paid for by the district.  An effort 

has been made to purchase items that will provide years of service. Examples have been 

upper and lower playground picnic tables, the marquee, climbing wall, bookshelves for the 

new library, the milk cooler and food warmers, a digital camera for yearbook pictures, 

playground equipment, etc.  Generally, this fund is made up from excess income raised over 

the school year to ensure funds raised during one year are spent in that year. This amount is 

usually determined near the end of the school year.  

 

Innisbrook (Gift Wrap) Fundraiser (historical) 
This fund is made up of gift wrap orders taken from parents and the purchase of gift wrap by 

the PTA from the Innisbrook company.  A small amount of money can be used for paper 

supplies used to produce order forms, if necessary. This activity was reduced to online sales 

only in 2010. And dropped completely in 2011. 

 

Hot Lunch Program (historical) 
In the past, Mountain PTA offered a hot lunch program and served lunches to students on 

Tuesdays and Fridays.  Beginning in school year 2011-2012, the hot lunch program has been 
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taken over by the school district who is contracting with Summit Foods to provide hot lunch 

and milk four days a week to Mountain. PTA continues to provide volunteer help to food 

service personnel as needed. 

 

Mad Money  
Each teacher at Mountain School receives an allocation of money ($200 as of 2009, but in 

2009 and 2010 with the success of the FUNdRun, Mad Money was increased later in the fall 

to $300) to be used for classroom supplies. The original intent of this fund was to partially 

reimburse teachers for items they routinely purchased using their own money. Teachers can 

either submit receipts along with a reimbursement form to the treasurer or can request a 

check be written directly to a store by the treasurer with the understanding that a receipt must 

be received by the treasurer. Traditionally, recipients include grade level classroom teachers, 

special education teachers (including GATE), specials teachers, nurses, reading and speech 

teachers. In other words, those responsible for teaching some part of a student’s curriculum. 

If a staff member is not a full-time teacher, for instance if they work 50% time, they receive a 

50% allocation. Example: two teachers who job-share would share one $200 Mad Money 

allocation. Historically, the budget for this item has been set to reflect a trend of 50% 

participation but it has been generally understood to be available to all teachers regardless of 

the budget. For 2015-16 the office staff received of mad money. Many teachers wait until the 

end of the year to submit receipts.  There has been an increase in participation with staff, 

over 90%.  Any change in this policy should be clearly communicated to staff.  The 2016-17 

budget allowed for an increase of mad money amount from $200 to $250, with 35 allocated. 

The PTA requested that teachers submit receipts by April 15 so they can be reimbursed and 

everything finalized for the end of the accounting year. If a check has ben lost and needs to 

be reissued, the bank fees will be subtracted for the amount. Contract staff (PT, OT, Speech 

Therapist will not be eligible for Mad Money).  

 

Mad Money from Halloween Carnival  
Carnival Mad Money shall otherwise work the same way as regular Mad Money. There are 

usually 2 shifts per carnival. The following is from the October 2002 PTA meeting minutes. 

This was accepted by vote by the general members:  

 

"For the Halloween Carnival, teachers who participate will receive an 

honorarium in the amount of $25 per shift to benefit their classroom directly. 

Other Mountain staff who participate will receive the same amount of $25 per 

shift and will specify the classroom, library, computer lab, or other mad 

money recipient of their choice where their honorarium will go."  

 

  Principal Support Fund  

In 2016 this budget line item has been added.  This is similar to Mad Money with a 

larger amount for the principal to use for school and staff.  

 

School Counselor Campaigns 

In 2016 this budget line item has been added.  In recent years the counselor has 

written grants to funds school wide activities.  This is similar to Mad Money with a 

larger amount to be used on the entire school population.  

 

Open House 



 10 

The PTA is given the opportunity to speak during the first half hour when parents are 

gathered in the cafeteria.  This is a good time to inform parents about the FUNd Run 

goals/plan. The PTA also sets up a table to distribute membership forms and other 

flyers such as the United Way LANL donation and Amazon Smiles and Smith’s 

Community programs. In 2015 we displayed the winning logo for the FUNd Run. 

 

 

PE Programs 
At the request of PE teacher Tony Hinojosa in 2012, PTA will fund two programs for 

physical fitness: a swimming program for 4
th

 grade students and a skiing program for 5
th

 

grade students.  In the past this budget line items include full funding of the request for 

swimming and 25% funding of the request for skiing.  In the case that PTA fundraising goals 

are not met, the swimming program will have priority of funding. Funding of these pilot 

programs does not guarantee funding in the future.  In the 2012-13 school year Skiing was 

self funded: parents were asked to pay fees and many made donations toward students in 

need. In the 2014-15 school year the 5
th

 grade went snowshoeing instead of skiing due to low 

snowfall. In 2015-16 PTA fully funded the buses for the swimming and partial expenses of 

the swim lessons from the country.  The families are asked to contribute a small amount for 

the 4 lessons, suggest amount was $10.  The PTA will cover all families in need.  

 

Printer Ink & Toner 
The question of whether PTA can help pay for printer ink  has come up multiple times since 

2011.  Ink is a consumable item that PTA feels should be purchased by the district (see 

General Grants above); however, it is a real and constant need at the school.   After reviewing 

the usage and needs of the school, PTA membership decided it was a worthwhile use of 

funds.  This allocation may be reconsidered as funds allow.  In 2015, this item was removed 

as a budget line item but may be support though the school office mad money funds. 

 

Professional Development  
This fund has historically provided a maximum allotment per teacher of $250 to be used to 

help offset the cost of professional development for classroom teachers. This money may be 

used for conference registrations, professional course fees, etc. Mountain PTA shall not 

reimburse hotel, airfare or other travel, meals, etc.  In 2015, this item was removed as a 

budget line item but may be support though the Educational Grants. 

 

Senior Appreciation Night 
Senior Appreciation Night is a county-wide graduation party for LAHS students organized 

by community groups to provide an alcohol free environment on Graduation Night. PTA 

donates $200 towards the event with knowledge that it benefits all of our former students and 

every child in Los Alamos.  

 

Scholarships (LAHS)  
Currently, two $500 college scholarships are awarded to graduating seniors at Los Alamos 

High School who attended Mountain Elementary.  The scholarship committee solicits 

applications and essays through the LAHS College and Career Counselor (Connie Goette in 

2013) and determines recipients.  Checks are written directly to the winning students. This 

program was suspended in school year 2008-2009 due to decreasing revenue and increasing 

expenses, but was reinstated in 2010 and 2011.  
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School Supplies (EPI) 
This fund is made up of school supply orders taken from parents and school supplies 

purchased to fill these orders along with a small percentage of money spent on paper supplies 

used to produce order forms, if necessary. Any donations received along with orders should 

be allocated to the school counselor for purchase of school supplies for Families in Need.  As 

of 2010, school supplies are purchased by parents directly online and PTA does not collect 

money or order forms; however, PTA sometimes does receive a rebate check from EPI which 

has been used for Families in Need as stated above. For the 2014-15 school year, the new 

EPI agent mistakenly discounted the price of the packs instead of sending the school a rebate 

check. In spring 2015 the principal Jennifer Guy requested that we continue that practice to 

defray the cost to parents since the cost has been quite high compared to the other 

elementaries.  For 2016 the PTA will review the supplier and cost before renewing the 

contract. 

 

Science Fair  
This fund is intended to promote participation in the Mountain Science Fair. In the past, this 

has been used for awards, science resource material, advertisement, etc. The LAPS science 

fair committee solicits donations to be used as awards for the district science fair. 

 

Sixth Grade Recognition  
This is a recognition ceremony for sixth graders at the end of the school year. Money is spent 

for small awards, flowers, and food.  In 2016, 6
th

 grade parents donated food and decorations. 

The PTA funds were only used to cover cost of the DVD given all 6th grade students of the 

class slide show produced by Tony Hinojosa.  

 

Sixth Grade Ropes Course 
The ropes course program at Santa Fe Community College is a valuable team-building 

experience and has become a traditional part of the end-of-elementary activities for 6
th

 

graders.  PTA will fund approximately 70% of the costs and 6
th

 grade team will solicit parent 

contributions or do their own fundraisers for the balance.  In the case that PTA fundraising 

goals are not met, the decision of whether to participate in the program and do additional 

fundraising by the class should be made by the 6
th

 grade team.  The priority of PTA is to 

cover fees for students in need.  In some years the PTA has covered 100% of the costs. In 

2015 the 6
th

 grade team decided to add a fall ropes courses trip for team-building.  Because 

this was not planned for and took place before the FUNd Run, the PTA could only partially 

fund the trip.  In the future, the PTA can budget ahead and earmark funds for the next year.  

In 2015-2016 the 6
th

 grade ropes course earned additional funding from the Juvenile Justice 

Advisory Board (JJAB).  

 

Spelling Bee  
This fund is to be used to encourage participation in the Mountain Spelling Bee or to 

otherwise promote good spelling throughout the student population.   Examples are paid 

I.A.s, spelling resources, dictionaries, and awards.  In 2015, this item was removed as a 

budget line item but may be supported though the Educational Grants. 

 

Student Council  
This fund is to be used for school enhancing activities done by the student council for the 
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general student body.   It should not be used for parties for student council members alone.  

In 2015, this item was removed as a budget line item but may be supported though the 

Educational Grants. 

 

Sunshine Committee  
This committee purchases small gifts (usually $10 chamber checks) and cards for Mountain 

staff on their birthdays. In the past, this has been the extent of purchasing.  The sunshine 

committee also arranges for lunches for the teachers and staff during conference week.  

When budget allows, an allocation may be made for Teacher Appreciation gifts.  The 

committee will not continue to give gift cards since this will interfere with the nonprofit 

status.  Starting in the Spring 2015, the PTA participated in Staff Appreciation Week by 

providing a surprise in the lounge each day. A flyer was placed in the staff mailboxes to 

notify them.  In the fall 2015, the PTA gave gift cards to the custodial staff for National 

Custodial Workers Day, (October 2). To be in compliance with National and State rules the 

PTA will no longer be giving “cash” in the form of gift cards but will continue to support 

staff in non-monetary gifts.  

 

Tutoring (Homework Club)  
This fund is used primarily to pay the time of the homework tutors. These have historically 

been Mountain staff members working two days a week after school for an hour or two 

helping kids identified by their teachers as having little or no home support with their 

homework. A small percentage has been spent on light snacks served during homework club 

time.  

 

Video Sales (Historical) 
In past years videos and DVDs of Mountain Elementary events were produced by PAC-8 

who charged $20 for a DVD and $10 for a VHS.  They also charged a $50 filming fee to be 

present at the event, but supplied the Mountain School library with a copy of the program in 

both VHS and DVD formats.  Mountain PTA "marked up" the price of DVDs and VHSs by 

$1.00 to attempt to recoup a portion of the $50 fee. Only $20 per DVD, $10 per VHS, plus 

the $50 fee is paid to PAC-8.  In the 2010-2011 school year, a Mountain parent took over 

filming school events and selling DVDs so this service is not offered through PTA anymore. 

 

 

Other Policies  
It has been the policy in the past to charge "wholesale" prices to PTA accounts. For example, 1) The 

scholarship account is charged what the PTA pays for milk (i.e., 17 cents), not the price charged for 

milk tickets when sold (i.e. 50 cents). 2) PTA writes checks to the school for $10 (or whatever the 

true cost is) for scholarship yearbooks, not the $15 retail price being charged students. 3) If school 

supplies are bought through the school supply company for families in need, the FIN account is 

charged the price PTA pays for the supplies, not what PTA charges families.  

 

PTA Grade Level Representatives 

In 2010, the PTA officers solicited parents to be grade level representatives so each grade would 

have a representative at PTA meetings.  Grade level representatives serve as a contact person and 

also send e-mails to parents in the grade with information about PTA meetings and events.  Having 

grade level representatives has significantly increased attendance at PTA meetings since 2010. In 

2014-15 there were no grade level reps. 2015-16 Grade level representatives were reintroduced. 
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Meeting Times  
The Mountain Elementary PTA meetings for the 2016-2017 school year will be held on the first 

Monday of the month with the exception of September and April.  No meeting in the month of 

January due to late winter break.  Meetings will take place in the Mountain School Library at 12:10 

pm on the dates listed below.  

o Monday, September 12, 2016  

o Monday, October 3, 2016 

o Monday, November 7, 2016 

o Monday, December 5, 2016 

o Monday, February 6, 2017 

o Monday, March 6, 2017 

o Monday April 10, 2017  

o Monday, May 1, 2017 
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Appendix 

 

The appendix contains more detailed information to assist committee chairs. 

 

1. Scholastic Book Fair 

2. School Supply Packs 

3. Halloween Carnival 

4. FUNd Run 
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1. Scholastic Book Fair 

 

 
Mountain PTA Spring Book Fair 

Instructions and Tips 

 

1. Librarian schedules the dates for the fair. 

2. Librarian or PTA organizer creates time slots for volunteer schedule. Basically you need to cover 

mornings from 8 am, whenever Librarian has classes, lunch time, and afternoons till 4 pm. After 

school is a popular time to shop. 

3. PTA organizer creates sign-up sheet on Signup Genius using Librarian’s volunteer schedule. 

4. Librarian sends home a flyer announcing book fair, call for volunteers, and URL for sign-up sheet. 

PTA secretary sends similar email to parents. Librarian gives volunteers and staff 10% discount off 

purchases. The discount is paid for as Scholastic Dollars out of our profit. 

5. Librarian uses students to help set up the book fair. 

6. A few days before the fair, PTA organizer should send an email reminder to volunteers. Remind them 

that shoppers should make checks out to Mountain PTA, *not* Scholastic. (If it's the fall fair, then 

checks would be made out to the school) Perhaps ask volunteers who have not worked the book fair 

before to show up a little early to get instruction from earlier volunteer and/or email PTA organizer 

who can give some basic instruction. 

7. PTA treasurer stocks register with initial change ($150 in small bills and coins): 

1-$10 

10-$5 

59-$1 

1 roll quarters 

1 roll dimes 

2 rolls nickels 

4 rolls pennies 

 

This change can be left with the school secretary the day before. She will keep it in a locked file 

cabinet for Librarian or PTA officer to get in the morning. PTA treasurer or other officer removes 

cash from register anytime toward the end of each day, leaving some change in the register. Treasurer 

deposits money in bank.  

8. At the end of the book fair, PTA organizer should enter any One For Books cash donations into the 

register. This is done like a purchase - scan “One for Books” on the price sheet and enter payment as cash. Or 

make a note of the total because this is entered in the financial report. Scholastic matches the money collected 

with a donation in books to a charity. One for Books money we collect should be spent on books during 

the fair. (Didn't collect in 2013) 

9. PTA organizer should get a sheet from Librarian noting how much $$ of product she took. This can 

also be done by scanning all the books and selecting SCHOLASTIC DOLLARS as form of payment if 

Librarian hasn't. If she has, it will appear in the financial report printed from the register computer.  
 

PTA organizer prints financial report for all days and enters this data on Scholastic Book Fair Toolkit 

website www.scholastic.com/cptoolkit if they have access to the Librarian’s Scholastic account. 

Enter "on file" where it asks for tax-exempt ID. NOTE: Marilyn’s PRODUCT TAKEN FROM 

FAIR total should be added to DISCOUNTS total and entered in the online filing. Discounts are paid 

in Scholastic Dollars. Instead of filing inline, you can just call the Scholastic rep, give them the 

numbers, and they will handle it. 

10. The online filing will help you figure out how much profit we made, bonus Scholastic Dollars 

received, etc. Decide how much profit PTA wants to take in cash versus credit (Scholastic Dollars). Cash is 

taken as 25% of the sales (max). Scholastic Dollars are taken as 50% of the sales (max). Sometimes they offer 

a bonus if you take it all in Scholastic Dollars (5%). In 2012, we took the profit as $1100 cash and $844.78 

http://www.scholastic.com/cptoolkit
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Scholastic Dollars with the intention that $200 be allocated to each of the 2 special ed teachers and the rest for 

school secretary to purchase books for awarding kids with 5 green slips. However, you can only use the 

Scholastic Dollars online, and many catalog items are not available online. In 2013, we took product from the 

fair for teachers. This was done on Friday. Librarian took books that were unfulfilled in teacher's wish lists 

when possible and asked the rest of the teachers to stop by and select a book. These were scanned and paid for 

with Scholastic Dollars. 

11. Note: the 10% discount for staff and volunteers is paid for using Scholastic Dollars as well. 

12. If you are not comfortable using the online toolkit to report, you can always do it over the phone by 

calling Deanna Thibert, our Scholastic rep: (800) 874-8092 dthibert@scholasticbookfairs.com (this is how 

scretary does it for the fall fair) 
 

 

 

 

Basic Instructions for Volunteers 

 

For each customer: 
 

1. Tap TAX EXEMPT SALE 

2. Scan items. Some items such as pencils do not have bar codes. Scan item from price sheet instead. 

3. Staff and volunteers receive 10% discount. Scan BFC APPROVED DISCOUNT ??? from price sheet 

then enter 10.  

4. Tap PAY 

5. Select form of payment. Can be cash, check, credit card, or gift certificate.  

6. CASH: Enter amount customer gives you. Register tells you how much change to give and prints 

receipt for customer. Put cash in drawer and give change. 

7. CHECK and GIFT CERTIFICATES: the machine will ask you to enter the amount and then  the 

check or certificate number. If the certificate doesn't have one, make it up. Place check or gift 

certificate in cash drawer under coin section. 

8. CREDIT CARD: Enter amount to charge on credit card. Swipe card. Customer signs screen. Register 

prints customer receipt. Then tap OK on screen to print a copy of receipt. This one says APPROVED 

and has a copy of the signature. Place it in cash drawer under coin section. 

9. Give receipt to customer. Offer bag as necessary. 
 

When in doubt, refer to Scholastic pamphlet. It has pretty good directions for handling methods of payment, 

returns, voids, etc. 
 

NOTE: You are not allowed to give change from a gift certificate, so customer must buy enough to use up gift 

certificate. Otherwise machine will give you error. 
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2. School Supply Pack Program 

 

1. Spring Planning 

a. Set up ordering for the kindergarten supply list first as we need flyers for the kindergarten 

roundup which is usually in early to mid April. 

i. Get updated kindergarten supply list in March. 

ii. Get last year’s EPI supply list for each grade. They will update it with this year’s 

pricing. 

iii. Update the kindergarten list by crossing out items no longer needed, changing 

quantities, and/or adding new items. For new items, look on the EPI website or see if 

the same item was on a different grade’s supply list. 

iv. Scan and send to EPI rep. They will send back an updated list with pricing. Verify for 

correctness. Sign and send back. 

v. Tell them what week we need supplies delivered (week before school starts). This 

determines the ordering deadline (usually mid-June). 

vi. EPI will set up order page on their website and send a pdf flyer. Verify correctness of 

website and flyer. 

vii. EPI will ship posters and yard signs and special paper to print the flyers on. 

viii. Send pdf to school secretary to make copies for roundup. 

b. Usually after spring break the school will have the supply lists updated for the other grades. 

Do the same process - updating lists. If there is a big price increase from previous year, let 

principal know in case they want to trim it down. 

c. Send a reminder email the week before the ordering deadline. 

2. Fall Delivery 

a. EPI Portal: https://portal.educationalproducts.com/Default.aspx 

b. Log into EPI portal and download the order summary and details. You’ll need those to make 

the labels and lists in the next 2 steps. 

c. Print out labels with student name and grade to stick on each supply pack. See 

ExampleLabelsToPrint.docx. You can use Word’s merge tool or whatever works for you to 

make the labels. 

d. Make a list of how many of what bulk items for each grade (reams of paper, paper towels, 

wipes). Also make a list of how many packs per grade so you can verify enough packs were 

delivered. This is also good for cross-checking which students bought packs, etc. See 

ExampleSummary.doc. 
e. Get volunteers to help distribute the supplies. Kids make great helpers, esp. Older ones who 

know which teacher is in which classroom! *In 2016, the administration did not want kids 

helping.* 

f. Decide with volunteers and school staff the best day and time to distribute the supply packs to 

the classrooms. This needs to be after the class lists are finalized and is usually the Thursday 

or Friday before school starts to avoid getting in the way of the teachers. It usually takes a 

few hours. 

g. Verify with school staff that the supply packs have arrived. This is usually 1 or 2 pallets 

full of boxes! Sometimes they store them in the lobby, a classroom, or the cafeteria. 

h. Bring sharpies and box cutters and scissors. Volunteers will need these for labeling boxes 

and opening boxes. 

i. Usually secretary will trust one person to  look at the class list and make note of which 

teacher each student has. Just put a letter or letters on each student label indicating teacher.  

j. Usually have to get a key from school staff  to unlock classrooms to put supplies inside. 

k. Most efficient process has been: 

i. While one person marks the labels for which teacher each student has, the rest of the 

volunteers sort the boxes by grade. Can also have someone check that the wipes are 

well sealed, one year they were dried out. 
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ii. Then for each grade, divvy the supply packs to how many for each classroom. 

iii. Place the stickers on each supply pack for that classroom, being careful esp. with 

older grades that if it includes a major item like a binder, don’t give pink binders to 

boys, etc. 

iv. Divvy the bulk items for each classroom. 

v. Use the school’s wheeled carts to deliver the supplies to each classroom. This can be 

done in stages - like some people delivering a grade while others work on sorting 

another grade. 

vi. See if the staff want to keep any of the empty boxes. 

vii. Relax! 

l. Follow up with staff to see if anything needs replacing or if there any other issues with 

supplies. EPI is very good about replacements. 
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3. Halloween Carnival 

 

See Carnival Planning Template.xlsx 

 

 

Silent Auction Donation Form 
 

Donor Representative Name:______________________________________________________ 

 

Donor Company Name:___________________________________________________________ 

 

Mailing Address:_________________________________________________________________ 

 

Physical Address:________________________________________________________________ 

 

Email:___________________________________________________________________________ 

 

Phone Number:__________________________________________________________________ 

 

Description of item or service being donated: 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

_________________________________________________________________________________ 

 

Approximate Retail Value: 

_________________________________________________________________________________ 

 

Thank you for your support! 

 

Please call or email regarding the completed form by October 8
th

 and we’ll handle the details! 

 

Name 

Silent Auction Coordinator 

Phone:  

Email:  
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Mountain Elementary School PTA 

 

September 30
th

, 2015 

 

Dear Community Partner, 

 

Mountain School PTA’s annual Halloween Carnival and Silent Auction is right around the corner! 

The event begins at 4:30 p.m. on Friday, October 16
th

 at Mountain Elementary School. We would 

love to have your business be a part of our Silent Auction.  

 

Please consider donating a gift certificate, merchandise or service. Your support will help ensure we 

reach our goal of $20,000, which will allow the PTA to fund field trips for every grade, teacher 

spending allowances, tutoring, Family Math and Reading Nights and more. This year we would also 

like to replace the cracked climbing wall with a new piece of playground equipment. Any amount 

raised above our goal of $20,000 will go toward this equipment.  

 

Your donation may be tax deductible and we would be happy to provide our Tax ID number upon 

your request. 

 

A donation form for the Silent Auction is attached. Simply fill it out, then call or email me and I’ll 

handle the details.  

 

Cordially, 

 

 

 

Name 

Silent Auction Coordinator 

Phone:  

Email:  
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4. FUNd Run 

 

Day of Run Logistics 

 

 Coordinate with PE teacher Tony Hinojosa who emcees. 

 Notify County to reserve park, make sure bathrooms are unlocked and sprinklers are turned 

off for event. 

 PTA owns 3 orange coolers for supplying water to kids. Bring gallon jugs to fill from park 

faucets then refill coolers. 


