Miller-Driscoll PTA Job Description
Box Tops Coordinator

Objective:  Organize classroom volunteers to help collect, count and mail in Box Tops to help fundraise for the school. 
Responsibilities:  https://www.boxtops4education.com/ 

 Box Top collections can be run as competitions throughout the year and/or just by having a general collection from the classrooms that are processed.  The Chairs can decide how to run.
1) Identify the number of times you’d like to run the competition and just let the teachers know your plans at the beginning of the year.  

2) Ensure the collection boxes are placed in each classroom at the beginning of the year.

3) Obtain Class Volunteers

· Provide Room Rep Coordinators with a sign-up sheet to be placed in each classroom during Open House

· 2-4 volunteers per class

4) Communicate directions to volunteers on Box Top rules, monthly counts and information on competition times. 

· Volunteers will be asked to keep a running tally of Box Tops for their class by doing a monthly count as well as prepare Box Tops for submission. 

5) Create flyers and communications to parents and teachers about Box Top collections.

6) As the Coordinator you will need to fill out the label submission form and finalize mailings of Box Tops.
· NOTE: Box Tops checks are cut twice a year: November 1st and  March 1st so try and schedule collections/competitions accordingly
· Fill out the label submission form as provided on the Box Tops 4 Education website, and send them in. Coordinators will be given login access to the website and instructions for submitting Box Tops. 
Additionally; 
· Keep track of the label totals for the school and keep the PTA informed of our totals.

· The money goes directly to the school Activity Fund and is NOT used for the PTA. 
· Advertise in the Scoop, email, and social media for people to bring in Box Tops.  
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.(Updated: October 2017) 
