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L.G. PINKSTON HIGH SCHOOL ALUMNI ASSOCIATION OF DALLAS, TX

LGPAADT OFFICERS DUTIES AND RESPONSIBILITIES

President shall:
· Preside over all general and alumni association meetings
· Be responsible for carrying out the purposes of LGPAADT
· Have the power to appoint committee and respective chairs as the needs arise
· Enforce the By-Laws
· Act as a spokesperson for the of LGPAADT at meetings, LGP, DISD, and Community meetings
· Ensure that proper procedures are followed with regard to the Association and LGP High School

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Vice President shall:
· Serve as presiding officer in the absence of the President
· Serve as President if the officer is vacated
· Promote LGPAADT members and potential members
· Act as a spokesperson for the of LGPAADT at meetings, LGP, DISD, and Community meetings
· Serve as liaison with school officials

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Secretary shall:

· Keep the minutes of all general and board  meetings

· Record attendance at general and board meetings

· Send, receive, and answer outside correspondence addressed to LGPAADT

· Provide member notification / coordinate with Special Events / Fund Raising Chair, Education Chair, and Membership Chair to publicize events
· Communication - coordinate all email / web site announcements, letters, invites
· Oversee the process of Public Relations – assisted and approved by the executive board

· Maintain the web site

· Maintain membership database – Financial Secretary, Membership Chair, and Treasurer database must be exact

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Financial Secretary shall:

· Collect fees/dues and monies of the Association’s business

· Make a receipt to the treasurer at the close of the meetings and events (if applicable)

· Keep the official financial record of all members’ payments, and upon request

· Responsible for maintaining a database of current members for reporting funds received. Funds will be giving to the Treasurer or deposit.
Financial Secretary, Treasurer, and Secretary database must be exact

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Treasurer shall:
· To collect fees/dues and keep a record of all money held, acquired, and disbursed by LGPAADT and report of this record at each meeting.
· Make deposits into the LGPAADT account (cash/checks)
· Process applicable payments, and render financial reports upon request / coordinate with the Financial Secretary
· Assist the Board with developing a budget
· Oversee the process of accounting with the Financial Secretary

· Maintain filing of bank records with the Financial Secretary. Copy the Secretary
· Knowledgeable of IRS filing/documents
· Coordinate with the Financial Secretary – records / database of funds must be exact. 
· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Historian shall:
· Responsible for maintaining a historical record of L.G. Pinkston High School and the Association by collecting memorabilia.

· Responsible for taking pictures at events and maintain.

· Assist the Secretary with maintaining pictures and sending announcements (email, etc.)

· Prepare and maintain a scrapbook - to include photographs, articles memorabilia, and other things of interest to the chapter. 

· Attend events – if unable to attend, historian must coordinate a replacement

· LGPAADT is the owner of the scrapbook, All photographs and documents relating the LGPAADT

·  Web Site information relating to LGPAADT MUST BE posted on the LGP Alumni Website at http://lgpalumni.org 

· Assist to promote publicity for the Alumni Association – also assisted by the executive board
· All information relating to LGPAADT should be archived for future reference/use (articles, pictures, announcements, etc.)

· Keep up-to-date information (History) – Resource / Information Center

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Member-At-Large shall:
· Responsible for attending meetings and performing the duties of ANY officer who is incapacitated or otherwise unavailable.

· Present suggestions and ideas from the general membership to the executive board.

· Assist / volunteer
· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Parliamentarian shall:
· Aide the President and Vice President in ensuring that proper procedures are followed

· Guard the Door of Meetings - ensure that order are established and maintained at all meetings. 

· Assist / volunteer

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

Chaplain shall:
· Act as spiritual leader for all occasions and settings

· Shall provide meditation and inspiration messages at meetings.

· Assist other officers as necessary

· Lead activities to promote spirituality and unity

· Must be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary


L.G. PINKSTON HIGH SCHOOL ALUMNI ASSOCIATION OF DALLAS, TX

EDUCATION CHAIR AND COMMITTEE MEMBERS 

DUTIES AND RESPONSIBILITIES

Education Committee Chair shall:
· Must Be an Active Member with membership dues paid in full
· Recruit education committee members
· Raise the level of L.G. Pinkston’s educational programs with support from Alumni Association members
· Bring teachers together to share best practices

· Show and Tell-Showcase programs by bringing students/teachers to see/explore educational outreach programs

· Organize and lead Job Fairs, Career Day or other activities with LGP Counselor.

· Provide an updated education activity report to the Alumni Executive Board.

· Encourage all current members to participate/support education programs/events

· Complete a DISD online Volunteer Application
· Attend Alumni Events / Meetings
· Education Chair Must Be a member of the L.G. Pinkston PTA
Attend PTA meetings or appoint a member of the Education Committee
· Prepare and present proposal of events to the Executive Board

· Serve as an information clearinghouse for members wishing to volunteer at LGP
The Education Committee encourages participation from Alumni, Teachers, and Students. As part of the LGPAADT Education Committee / Foundation, the committee will help promote Excellence in Education for ALL students at L.G. Pinkston High School. The committee promotes the alignment between education and college/career readiness by helping with curriculum alignment, internships and job shadow opportunities. The committee works to expand the educational programs and scholarships. Interact with Teachers and Counselors. 
Scholarships: 

Education Chair will communicate with staff at L.G. Pinkston (Principal, Staff, and Counselors).  Assist with distribution of Scholarship Brochures and Scholarship Applications, review Timeline with Counselors. Board Members are responsible for helping to execute the events around LGPAADT Scholarships, Presentation to Recipients will be held at L.G. Pinkston High School during the Seniors Awards Day Program.
Scholarship Events: All events and activities must be approved by the Board.

L.G. PINKSTON HIGH SCHOOL ALUMNI ASSOCIATION OF DALLAS, TX

MEMBERSHIP CHAIR AND COMMITTEE MEMBERS

DUTIES AND RESPONSIBILITIES 
Membership Committee Chair shall:
· Must Be an Active Member with membership dues paid in full
· Recruit membership committee members

· Organize and lead Yearly Membership Drives

· Organize New Member Socials to include recent graduates

· Provide an updated quarterly membership activity report to the Alumni Association’s Executive Board before meetings

· Be able to articulate at events such as the Alumni Association Membership Drives, New Member Socials, and other appropriate venues as needed regarding membership

· Encourage all current members to recruit new Alumni Association members yearly by personal emails, phone calls, and/or accompanying potential new members to events

· Complete a DISD online Volunteer Application
· Prepare and present proposal of events to the Executive Board

· Be available to attend Alumni Events
· Sign In Sheet at all meetings/activities
· Set up refreshments – Must Be approved by the Board
· Membership Chair Must Be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

The Membership Committee works with the Board, Members, and Volunteers to create an effective recruitment strategy. Develop a recruitment strategy for recruiting new and renewing members. The committee will put a plan into action through recruitment events, utilizing alumni members and volunteers to get the word out.

Membership Chair and Committee members are to represent / participate in all events. 
Member Meetings and Activities: Reserve a location for membership meetings/activities, Finalize and approved by the Board. Coordinate Annual Membership meeting. Send thank you notes. 

L.G. PINKSTON HIGH SCHOOL ALUMNI ASSOCIATION OF DALLAS, TX

EVENTS / FUNDRAISING CHAIR AND COMMITTEE MEMBERS

DUTIES AND RESPONSIBILITIES OF THE EVENTS / FUNDRAISING CHAIR
Events / Fundraising Chair shall:

· Must Be an Active Member with membership dues paid in full.
· Recruit events and fund raising committee members
· Promote events current in place.

· Get local businesses to sponsor alumni events and school activities.

· Participate in school activities/events to find ways to raise more funds without it costing parents more or asking them to sell.

· Organize fundraisers, adhering to timeline, budget and fundraising goal. 

· Recruit members to help organize and implement events.

· Ensure that record keeping on all aspects are up-to-date.

· Ensure that all donors are thanked for their time or gifts.

· Record all monies raised, expenses generated and report information to the LGPAADT Treasurer and Financial Secretary.
· Provide an updated activity report to the Alumni Association’s Executive Board. 

· Prepare and present proposal of events to the Executive Board

· Attend Alumni Members Meetings.
· Events and Fund Raising Chair Must Be a member of the LGP PTA

· Must be registered as a Volunteer with DISD – give online confirmation to the Secretary

The Events and Fund Raising Committee works to bring alumni together to celebrate and re-live the ‘good ole days’! In addition to planning social events throughout the year, the Events and Fundraising Committee assists with the events surrounding L.G. Pinkston, High School, Businesses, and Community Activities. Creates a yearly calendar of events. 

Homecoming: Events / Fund Raising Chair will submit the permit 45 days prior to the Parade. Send out invites, applications, policy/procedures (LGPAADT and City of Dallas). Board Members, Events Committee and Volunteers are responsible for helping with set up, unpacking, and breakdown. Board Members are responsible for helping to execute the events around the Homecoming Game.

Pinkston in the Park: The Officers, Committee Chairs and Volunteers are responsible for helping with set up, unpacking, breakdown, packing the reserved LGPAADT area. The Event Chair is responsible for coordinating the delivery/pick up of the portable toilet, finalizing the DJ, confirming the utility box for usage of power, reporting all donations (monies) to the Treasurer and Financial Secretary, report gifts, sponsorship (give a ways) to the Treasurer – all officers.   The Membership Chair/Committee should bring a table, Treasurer and Financial Secretary. The Treasurer and Financial Secretary will oversee / log in funds received. Treasurer / Financial Secretary must note in their records the mailing address and amount paid. Membership Forms are to be given to the Membership Chair. The Membership Chair is responsible for updating the Membership database. 
A copy of the applications goes to the Secretary for updating the mass/main database. See area of interest checked on the application. A copy of the application goes to the Chair of area selected on the application.

The President and Vice President will do the introductions and other announcements. 

Databases must be exact with names and funds (Treasurer, Financial Secretary, Secretary, and Membership Chair).

Revival: Update program, print certificates, confirm speakers with Officers, send confirmation letters of participation (mail or email), Assist with designing the program/speakers and special guest, finalize program with Board. 

Mid Summer Night Musical: Update program, assist with the designing the program to include choirs, single/group participation, send confirmation letters of participation (mail or email), Finalize program with Board. 
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LGPAADT Officers and Chairs








Duties and Responsibilities





The Alumni Association is largely governed by volunteers who serve on boards and committees. 





Our ability to connect with students – and engage in conversations about their interests as well as the academic programs and extracurricular activities-depends on enthusiastic volunteer support from alumni. 





There’s No School Like


L.G. Pinkston!!
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L.G. Pinkston High School Alumni Association of Dallas, Texas

P.O. Box 225076 ● Dallas, Texas 75222


