EXECUTIVE BOARD
President: Presides over monthly meetings and prepares agendas for each; assists other Board members; maintains communication between the Principal, faculty members, and parents; writes letter for PTO newsletters; speaks and prepares needed documents at Orientations and Open Houses; attend PTO Advisory Council meetings; check PTO mailbox weekly; recruits new PTO Board and Committee members when needed.

Vice-President: Assists the president with organization of PTO; presides in the absence of the President.

Secretary: Shall keep an accurate record of proceedings of all meetings of the organization, all executive board meetings and all decisions of the executive board: shall be prepared to refer to minutes of previous organization meetings, previous executive board meetings and executive board decisions: shall conduct correspondence: shall assure notification of general members of monthly meetings via school PTO newsletters or notices sent home with children: and shall forward minutes to school webmaster for posting on the school website.  

Treasurer: Handles all PTO funds; performs banking procedures; provides a monthly financial report for distribution at PTO meetings; writes checks for PTO expenses; reimburses individuals for PTO expenditures.

                   GENERAL  COMMITTEE  AND  EVENT  CHAIR POSITIONS
Volunteer Coordinator: Coordinates the data gathering and listing of all volunteers for the various PTO activities/events; provides lists of volunteers for chairperson(s) of each activity/event; coordinates newsletter collation/distribution bi-monthly; coordinates artist-of-the-month, and art show volunteers.  If a committee chair(s) so chooses, the volunteer coordinator can assist in compiling  the volunteers needed for an activity/event.

Advisory Council Representative: Attends monthly Advisory Council meetings and provides a report at monthly PTO meetings.

Author/Illustrator: Coordinates author/illustrator visits with Media Specialist. Every two years.

Basketball Blowout: Organizes Basketball Blowout and coordinates with MMS PE teacher(s).

Board of Education Liaison: Attends B.O.E. meetings twice-a-month and provides a report at monthly PTO meetings.

Book Fairs: Coordinates Fall and Spring Book Fairs.

Cultural Arts: Researches and coordinates various special events or activities for the students; book performers.

End-of-Year Picnic: Coordinates picnic for all MMS students/staff on the last day of school.

Fall Fund Raiser: Responsible for Fall fund raiser selection, promotion, and delivery of products.

Graduation Reception: Coordinates 8th grade graduation reception in June. Please, no 8th grade 

parents.

Hospitality: Organizes refreshments for monthly PTO meetings and special events; coordinates 

volunteers for baking/beverage needs for school functions. Replaces any coffee, paper goods, and 

plastic ware  in PTO supply closet when supplies become low.

Newsletter Coordinator: Publishes bi-monthly newsletter and delivers to MMS webmaster.

Perpetual Fund: Represents MMS at Region 15 Perpetual Fund Board meetings.

School/Family Photos: Coordinates student photos in the Fall and optional Spring.

Planter Coordinator: Selects plants for the planters located at both MMS entrances. (August and late April/early May).  Arrange with Principal an area for Winter storage with dirt in-tact.


Poinsettia Sale: Coordinates poinsettia sale and delivery of plants.

Publicity: Attends school functions and takes pictures for Voices or MMS webmaster. Arranges with the Republican-American for larger events.

Silent Fund Raiser: Responsible for coordination of silent fund raisers throughout the year along with Box Tops for Education, and Kash for Kids ink cartridges.

Spirit Clothing Sale: Responsible for item selection, sale promotion, and delivery of products.

Staff Appreciation Luncheon: Coordinates luncheon for MMS staff in late May/early June.

Student Directory: Produces and distributes MMS student directory.

Website/Calendar Coordinator: E-mails monthly calendar updates and forms to MMS webmaster. Updates MMS-PTO site under Region 15/MMS site.  Updates e-mail distribution.

School Store: Coordinates one-day-a-week student/parent volunteers to run the store during I block. 

8th Grade Picnic/Dance: Coordinates dance and picnic with the 8th grade team teachers in late Spring. An 8th grade parent can chair but not volunteer.

Artist-of-the-Month: Hang selected student’s art work in area businesses on a monthly basis. 

Friendship: Sends flowers, gift baskets, or monetary donations for all MMS faculty members or their families for death/illnesses. Send cards or flowers to parents/students who fall ill during the school year.

Scrapbook: Collects school activities/events photographs, newspaper articles, anything about MMS for a yearly scrapbook to display at 5th grade Parent Orientations and Open Houses, and stored/displayed in the Media Center.

Fall Family Fun Night: For November, plan a family/staff fun night.  Last Year: Mystery Night

August Teacher in-service lunch: PTO provides a lunch for the staff the day before school starts for students.  Date will vary at the end of Aug.

Budget Referendum(s) “Remind to Vote” calls: Members make anonymous calls to remind families to vote at Budget Referendum(s).  (Not how to vote!)

