Responsibilities of ME & WE PTO Chairmen
1. Please contact everyone who volunteers for your committee as soon as possible even if your committee is not taking place for a while.  Try to use all volunteers in some way.  We want to include everyone.

2. Hold meetings in preparation for your committee/event.  You may hold your meetings in the PTO room (MES Room 107 / WES Room 115).  Please contact the secretary, Nancy Keib (MES-412-714-2020) or Nancy Petrichko (WES-412-885-7525), to verify the availability of the room.  A permit will need to be filed through the school office or the president for evening meetings.  

3. If possible, please attend PTO meetings.  Exercise your right to be a part of the decision and idea making process.  If you are unable to attend a meeting, please contact one of the officers and send in an updated report of your committee if needed. 

4. Chairmen must keep the officers, members, and principal informed of their committee’s plans and activities.  The school secretary should also be kept apprised of what your committee is doing.  They have a vital role in the school and often know the most about what is going on in the building. 

5. All fliers should be printed on PTO letterhead and reviewed by the president and the school principal/vice principal prior to printing.  For MES send to Mr. Emanuelson (demanuelson@bwschools.net) and for WES send to Mrs. Marsteller (jmarsteller@bwschools.net).   Additionally, a copy of the flier must be given to the president to be kept on file.  The secretaries should also receive a copy of the flier for reference. For printing, please consider using Office Depot first, as the PTO receives a discount for printing.  However, you may use any copy place you wish as long as it costs no more than .05 cents a copy.  If you are not sure where to go for printing or you need to know the amount to be printed, please contact the president. (All printing must be done in black and white, please no color copies) 

6. Any correspondence (letters of donations, etc,) should also be printed on PTO letterhead and must be approved by the president.  Be sure to send thank you notes to companies or individuals who donate items or time for your committee.  

7. Save all receipts from purchased items for reimbursement.  Fill out an expense report and turn it in along with the receipt(s) to the treasurer.  No reimbursements will be given without proper documentation.  All money received and receipts for PTO events must be turned over to the treasurer in a timely manner.  A cash deposit form must accompany any deposits.  No advance will be given over the budgeted committee line item.

8. Be sure to submit informational articles about your upcoming committee to the PTO monthly newsletter.  These can be sent to Cristy Stipetic (stipetic13@gmail.com).  In addition, please inform the ME & WE PTO PR/Webmaster chairperson Cristy Stipetic (stipetic13@gmail.com) about your committee’s events.  Also thank your volunteers via the newsletter or by thank you note.

9. Check with the president to make sure that a permit has been filed for your event or confirm the rooms, which will be used.  Also, please write a note (draw a diagram) to the daytime or nighttime custodian to inform them of your needs and set up plans.  You may do this by leaving a note in the custodian’s mailbox located in the school’s office.

10. During your chairmanship please keep a procedure book/folder to pass on to the next chairman.  This will serve as a permanent record and ensure the ongoing work of the committee.  This might include committee reports, a timeline, a list of activities/duties, people contacted, schedules, phone numbers, expenses, copies of letters and fliers, articles written, publicity or press releases/clippings, evaluation of work and recommendations.

11. Please remember to check the PTO mailbox in the office for mail for your committee.  You may also send mail via the mailbox.

12. The president should have the following information for contact purposes from every chairperson:  Telephone number, e-mail address, and child’s name and homeroom number.

13. The PTO has a “PTO Room” in each school.  It is room 107 at MES and room 115 at WES.  There are storage closets located in the rooms.  Many of the PTO supplies will be kept in these closets.  One of the closets at WES is locked.  You will need to get a key from the secretary or the custodian (in the evening).  Officers also have keys.  Please check the closets prior to making purchases. Please remember to lock the closet and return the key when finished.  

14. Most forms that you need are on the PTO website.  Extras are kept in the PTO Room.

Thank you for your cooperation and for volunteering your time to chair a committee.  If you have any questions or need help, please don’t hesitate to contact one of the PTO officers listed below: 

Chris Deiley

President


412-653-9689

Cristy Stipetic

WES VP


412-901-6200

Chris Rostek  

MES VP


412-655-0654

Kim Maiden

Recording Secretary

412-884-3330

Kelley Bischoff 
Corresponding Secretary
412-973-7042

Colleen Mondello 
Treasurer


412-650-7783

