Executive Committee Descriptions
President: The President shall be the executive officer of the Parent Organization, presiding over meetings and members. The President shall be involved and oversee all activities and funds of the Parent Organization. The President performs duties of the Executive Committee officers in the event of their absences. Specific responsibilities include, but are not limited to, final approval of use of Parent Organization funds, signing checks from the Parent Organization checking account, maintaining regular communication with the Headmaster, as well as contact point for Committee Chairs assigned to this office, writes weekly/monthly email blasts to parents, approval of Purchase Orders, and facilitating proprietary conduct of the Executive Committee officers.
Vice President (President Elect):  The Vice President assists the President and performs duties of the Presidency in his/her absence, is a designated signer for Parent Organization checks; writes, approves, and/or signs expenditure forms to provide clarity and accountability for the bookkeeping records of the PO, as well as contact point for committee chairs assigned to this office, automatically moves into the position of President the year after his/her term is completed to provide for continuity and consistency within the organization.

Secretary:  The Secretary attends and keeps the minutes of all meetings; types up and makes available the record of minutes to all PO members at the next scheduled meeting; maintains files essential to the organization’s record keeping; will at times be in charge of various correspondences directed to others as requested by the President or Vice President.

Treasurer:  The Treasurer is custodian of the Parent Organization checkbook and verifiable records of funds for the PO; receives all funds and deposits them into the PO bank account in a timely manner; writes checks for disbursement of account funds from approved expenditure forms; keeps an accurate and up-to-date checkbook, which is provided to the Bookkeeper once a month for reconciliation and accounting purposes. The Treasurer is not a designated signer on Parent Organization checks, however, can access the account on-line.
Bookkeeper:  The Bookkeeper is responsible for maintaining an accurate and up-to-date set of books representing the GPA PO’s financial status; reconciling checks received from the Treasurer with bank statements; updating the Income & Expense Journals and General Ledger; providing all records of funds to the board upon request; providing a simple financial statement to the Parent Organization at all monthly PO meetings. In the Treasurer’s absence, the Bookkeeper writes checks for disbursement of account funds from approved expenditure forms.  The Bookkeeper is not a designated signer on Parent Organization checks.

