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The PTO Board thanks you for volunteering to chair a committee.  Without your help and dedication these events would not be possible.  The following are some guidelines to help you run your committee.  If, at any time, you have any questions, please don’t hesitate to contact your Board Liaison.

BOARD MEMBERS:
	POSITION 
	NAME 
	PHONE NUMBER
	EMAIL ADDRESS

	Co-President
	Lisa Thompson
	412-854-3502
	7thompsons@comcast.net

	Co-President
	Heather Scott
	412-266-5215
	hlscott72@msn.com

	Co-Vice President
	Leigh Meis
	412-835-0425
	jlmeis@verizon.net

	Co-Vice President
	Mary Jo Cassano
	412-835-8553
	mjcnate1@comcast.net

	Treasurer
	Traci Kessler
	412-835-2542
	tkessler23@hotmail.com

	Corresponding Secretary
	Aleen Atencio
	412-833-4432
	aleenatencio@yahoo.com

	Recording Secretary
	Terri Kauric
	412-854-3750
	dtkauric@msn.com


  
HELPFUL INFORMATION:

· COMMITTEE DESCRIPTIONS AND BUDGET

Please review the Committee Descriptions and Budget on our website for a description of your committee, important budget information and your Board Liaison.
· DUPLICATION/CIRCULATION
Dr. Stark must approve all flyers prior to duplication/circulation.  Please drop off or email her your flyer at stark.dee@bpsd.org.  Prior to duplication, review the room counts to determine quantity.  Room counts can be found in the PTO mailbox.  Please include an extra copy of the flyer for the Teacher.  Also, the School Secretary, Lisa Fedorowski, must receive two copies of all flyers (one for her records and one for the teacher’s lounge). There is a supply of duplication forms in the PTO mailbox in the school office.  For copies, you may send your flyers via inter-school mail to the attention of Pat Grogan in Duplicating.  Please keep in mind that duplication takes 7-10 days.  Your copies will be delivered to the PTO mailbox and you are responsible for distributing the correspondence by placing each group of flyers in each teacher’s mailbox.  

· ADVERTISING
If you would like an e-mail blast to be sent out regarding your committee of upcoming event, please send your exact wording to Aleen Atencio at aleenatencio@yahoo.com.  If you would like to add anything regarding your committee to our web site, please send your exact wording to Aleen Atencio at aleenatencio@yahoo.com for addition to the PTO web site.  

· TREASURER INFORMATION
Please review the Treasurer’s memo enclosed in this folder and be sure to follow these guidelines closely.  If you have any questions relating to the collection of money or expenses related to your committee, please contact the treasurer directly.

· SUPPLIES
There are many committee-related supplies in the PTO closet.  Please ask your Board Liaison to help you with supplies.  If you need access to the closet, please see Lisa Fedorowski for the code to open the lock.  You may only access the closet during non-gym hours.

· CONTACTING THE CUSTODIANS
If you are in need of tables or chairs for your event, please request a Custodian Form from Lisa Fedorowski, School Secretary, to inform the custodians of the room set up that you require.  Please submit your request three days prior to your event.

· COMMITTEE REPORTS
During the month(s) that your committee is active and after your event, you will be asked to give a brief report at the PTO meeting.  If you cannot be present, please email your report to Aleen Atencio at aleenatencio@yahoo.com so that we can give an update on your committee at the meeting.

· VOLUNTEERS

There will be a sign-up sheet at the 1st PTO meeting to help obtain volunteers for your committee.  Also, we can send out a mass e-mail to all Lincoln families that have registered for our email blasts to ask for volunteers.  Please email your exact wording to Aleen Atencio at aleenatencio@yahoo.com.
· FOLDER
Upon completion of your committee, please return your folder to the PTO mailbox so that we may update the folders and keep them for next year.    
THANK YOU AGAIN FOR VOLUNTEERING!!!

Abraham Lincoln Elementary School


2011-2012 PTO Committee Data Form





















































































































































