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September 9, 2009
Dear Chairpersons:
Looking back on the past couple school years at Beye School, we are grateful for all of the people we have met through volunteering.  Volunteering is a gift – to our school, our kids, and ourselves.  Thank you for whatever you will be doing for Beye School this year.

The executive board wants to make your job as easy as possible.  We see your vice-president’s job as providing you with ideas that may come our way, being the direct communication link to the executive board, and providing support wherever needed.  We see your job as making all the final decisions for your event, serving as a direct link to parents and volunteers, and seeking support or ideas if needed.  Please come to the PTO meetings and give updates on your committees.  
We invite you to attend the first PTO meeting of the year on Tuesday, September 15th at 7:30PM in the Commons.  We hope you can join us at future PTO meetings as well.  We meet every other month including November 17th, January 19th, March 16th and May 18th.

In addition to updates at meetings, we have been implementing a system of “standard operating procedures” (SOPs) for each committee, so that transitions from year to year can be smooth.  If your event or “job” has an SOP, please be sure to review it and update it as you work on or complete the event.  If you do not have an SOP for your “job,” we ask that you please complete one detailing how you went about its successful completion.  
We want to share some key information with you to make things easier for all involved:

1.  Deposits and Reimbursements.  The PTO provides an envelope for all deposits and receipts for reimbursement (located in the office, to the right of the teacher’s mailboxes).  Please put any checks for deposit or any receipts for reimbursement in the envelope, fill out the information on the front, and then place in the money slot (lock box) in the counter for our treasurer. 
2.  Tax Exempt Letter.  You can get a copy of the tax exempt letter from one of us or the treasurer.  There are also copies in a folder in the PTO mailbox.  Do not pay sales tax on any PTO expense!  We are a not-for-profit organization and are exempt from paying sales taxes.  Please use the letter and save the PTO some funds!

3.  Budget.  When reviewing the attached 2009-2010 budget, you should find the budgeted amount for your committee. It is up to your committee how you spend the budget, but please make sure everyone knows the budgeted amount and that there is a plan to spend it wisely.  If you are going to need more funding for your budget, it must to be approved by the PTO.  If you have any questions, please call one of us, your vice-president or the treasurer, Kate Ulrich, kateulrich@mail.com .

4.  Mailboxes and Information.  We have several places for information in the main office.  

· There is a main PTO mailbox located in the bottom right-hand corner of the teacher mailboxes facing Ms. Cooper’s desk in the office.  This mailbox is primarily for general mail to the PTO.  

· To the right of the mailboxes, on the counter, is a stack of desk trays which will be used for any PTO “current” event.  Right now there are dedicated slots for BASA, directory changes, volunteer forms and C’Mon Beye.  Please look in those desk trays for any RSVPs, volunteer forms, etc. that students may bring back for their teacher to turn in for an event.

5.  Communication.  We have several ways to communicate to our community including:

Beyestander monthly newsletter.  We are always looking for stories/informational pieces/ads for the Beyestander.  Deadlines are below.  Use this great resource to share news about your upcoming event or other good work at Beye (Editor:  Cathy Cerniglia, cgcernig@comcast.net).  
	
	Articles to Cathy
	Beyestander goes home

	Sept. issue
	Thurs 9/3
	Thurs 9/17

	Oct. issue
	Thurs 10/1
	Thurs 10/15

	Nov. issue
	Thurs 10/29
	Thurs 11/12

	Dec. issue
	Thurs 11/19
	Thurs 12/10

	Jan. issue
	Thurs 1/7
	Thurs 1/21

	Feb. issue
	Thurs 1/28
	Thurs 2/11

	Mar. issue
	Thurs 2/25
	Thurs 3/11

	April issue
	Thurs 4/1
	Thurs 4/15

	May issue
	Thurs 4/29
	Thurs 5/13


PTO Website:  In an effort to support our digital Thursday packets and allow for more real-time information, we have started a new PTO website that can be reached directly via http://beyeschoolpto.org/website/.  You can submit information to our website coordinator, Byron Lanning lanningbj@gmail.com.  We hope this will become the go-to place for all families to gather PTO information.  
Thursday Packets:  As most of you are aware, last Spring we went electronic with our Thursday packets – except for a few people who do not have a computer or e-mail, or prefer to receive hard copies of communication.  We still distribute about 75 hard-copies each week.  To get your information included in the Thursday packets, you need to do the following no later than 8:00AM Thursday:

1) Provide the appropriate number of copies (75) for the Thursday packet committee.  Place those docs in the PTO cabinet in the office (to the right of the teachers’ mailboxes) that says “Thursday packets.”  Laura Corbett coordinates Thursday packets, please contact her if you have any questions, lc445@sbcglobal.net 
2) E-mail your doc to Jonathan Ellwanger, jellwanger@op97.org who is responsible for posting the information electronically.  When providing a document, please provide a PDF.
Beye Bytes Electronic Listserv:  If you have information that needs to get out in a hurry or in between Beyestander editions  you can e-mail your announcement to Lisa Sorensen, Lisa_Sorensen@comcast.net).  If it is really urgent, please call Lisa at 445-8290.
Posters/Signage:  If your event needs signage, you can contact Marcia LaPorte, laportemarcia@hotmail.com, with the details and number of signs needed.
6.  Supplies.  PTO equipment and supplies for our events have been moved to the basement of the building underneath the deck.  Both Robyn Steele and Jonathan Ellwanger have a key.  For small supplies, such as cups, napkins, plates, and the like, we have a cabinet in the commons.  The co-Presidents have keys to this cabinet.  

7.  Volunteer Coordinator.  Kynyada Pipkin, kynyada.pipkin@gmail.com, is our new Volunteer Coordinator.  She will be tracking all volunteers and sharing their info with you.  In an effort to show how much we appreciate volunteers, we (Kynyada, Maggie or I) plan to send an acknowledgement that we received their volunteer form and that we will forward their name to the appropriate committee contact person.  In that acknowledgment, we will tell them that someone will follow-up with them within a couple weeks.  Even if you have an event that doesn’t take place until the winter or spring, please touch base with that volunteer!   When you receive these people names, please use them!  If you don’t need them, then please thank them and let them know.  The key to retaining volunteers is actually using them!

8.  Copies.  If you need to make copies, you have two choices:
· For few copies, you can use the copier that is in the teacher’s lounge (aka Pro Shop) on the 2nd floor. 
· For many copies, you can have them printed at the district print shop.  Lead time for copies:  copies of a simple single sided flyer should take a couple days.  A more complicated order should have a four-day turnaround (order submitted Monday - ready on Friday).
· From school – there is a form to fill out in the office and Robyn Steele can lead you to them.   
· Via e-mail, you can send requests for copies with the document(s) attached to Anne Calvin at acalvin@op97.org.  Please include the following details on your order: 

· please write "Copy Request from Beye PTO" in the subject line

· specify the number of copies

· single or double sided

· white or colored paper 

· if you'd like the copies delivered to Beye or if you're going to pick them up at the district office

· Anne will confirm she's received your order with an e-mail.  If you do not receive an e-mail confirmation, she did not receive your order so please follow up with a phone call to her at 524-7630!
It looks to be another busy, exciting year.  There’s never a shortage of things to do at Beye School – and even more so this year with our year-long celebration of Beye’s 130th Anniversary and the implementation of the Zero Waste projects and Family Beye Family. Thank you again for volunteering and helping make Beye School such a great place!!   

Sincerely, 

Michelle Brandt

Maggie Testore
PTO Co-President

PTO Co-President
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