Miller-Driscoll PTA Job Descriptions
Library Book Fair
Overview:  Organize, promote, and manage, the annual Library Book Fair in November
Timeline: 

Spring

· Meet with Scholastic representative and librarians to discuss challenges/changes from previous Fall book fair.  Introduce possible new co-chairs.

· Verify following year’s Book Fair dates with administration and reserve book fair space through Miller Driscoll office.
Fall- September 
· Attend Scholastic “new releases” workshop.  

· Meet with librarians to discuss budget goal, titles/authors, needs of the library, etc. Choose a book fair theme.

· Recruit Book Fair Committee volunteers if you already don’t have a team in place.

· Verify Book Fair dates with administration and reserve book fair space through Miller Driscoll office if it was not done in spring.

· Decide if you want to offer a Pre-Sale book and what it should be.

October- 

· Meet with Scholastic rep to place book order.

· Begin advertising campaign (flyers, posters in school, MD Facebook Page, Schoolhouse Scoop, Room Reps, etc).

· Hold Pre-Sale offer.

· Begin decoration preparations.

· Create Book Fair coloring sheet.

November

· Finalize and distribute advertising.

· Create Classroom Wish List Schedule.

· Recruit daily/shift volunteers through Room Reps and an online volunteer signup page.

· Organize teacher preview breakfast.

· Meet with school custodial staff for setup needs.

· Print student wish lists.

· Collect Book Fair coloring sheets.

· Meet with Maureen about cash box and accounting procedures.

· Meet with Scholastic Rep about book delivery and set up day.

parents info on when books will be collected and when the swap will take place.  

Volunteers:   Obtain volunteers to assist with set-up, wish list days, sales, etc. 
Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.
*All Committee Chairs must be members of the PTA per our By-Laws.
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