PTO Board Transition Meeting
May 24, 2005, 7:00 p.m.

The Galloway School
Agenda 
Welcome/Purpose of Meeting
Amy
5

Vice President
Lori
10

Secretary
Grace & Nigs
10

President
Brandt & Amy
10

Treasurer 
Amy & Brandie
10

Kick Off Meeting Plan
Amy
5

Job Summaries (from By-laws)

The President shall:

A. Attend all meetings of the organization and the Executive Board.

B. Preside at all meetings of the organization and the Executive Board.

C. Oversee all PTO activities by serving as ex officio member of all committees.

D. Appoint a chair of all standing and special committees.  

E. Meet periodically with the school principal to discuss event schedules and school activities.

F. Serve as Past President on the next Executive Committee.

The Vice President shall:

A. Attend all meetings of the organization and the Executive Board and preside in the absence of the President.

B. Routinely communicate with and monitor progress of standing and special committees by meeting with committee chairs.

C. Make regular reports to the Executive Committee concerning the activities of any standing and special committees.  

D. Assist President as needed.

E. Assume the role of President in the event that the President vacates the position.

The Secretary shall:

A. Attend and record the minutes of all proceedings at the meetings of the general membership and the Executive Board.

B. Post the minutes of the general membership meetings on the PTO bulletin board.

C. Read minutes of any previous meeting when called upon to do so.  

D. Have on hand for reference at each meeting a copy of the by-laws.

E. Notify members of the Executive Board of regular and/or special meetings.

F. Act as the custodian of the permanent records of the organization.

G. Conduct the correspondence of the organization and the Executive Board.

H. Perform such duties as the President may designate.

The Treasurer shall:

A. Attend all meetings of the organization and the Executive Board.

B. Receive all monies of the organization.

C. Keep an accurate record of all receipts and disbursements.

D. Disburse funds as needed for activities or functions deemed appropriate and payable by the PTO Executive Board.

E. Maintain a bank account in the name of the organization at an institution approved by the Executive Board.

F. Open new accounts at financial institutions as needed, with the approval of the Executive Board.

G. Prepare a report in writing for each Executive Board meeting and each general business meeting of the organization.

H. All checks written against the organization’s funds for more than $500.00 shall require the signature of two officers.  Only the President, Vice President, Secretary and Treasurer are eligible to sign.

I. Submit a final written financial report by the June Executive Board meeting.  The final written financial report shall include a projected budget for the next year’s Executive Board direction.

Vice President

2004-05:
Lori Lehtola

2005-06:
Lori Lehtola

	Major Tasks/Work Instructions



	Lessons Learned/Recommendations for Improvements



	If I’d had the time, I would have…



	Open Items/Actions



	Actions




Secretary
2004-05:
Grace Lauderdale

2005-06:
Nigs Digby

	Major Tasks/Work Instructions



	Lessons Learned/Recommendations for Improvements



	If I’d had the time, I would have…



	Open Items/Actions



	Actions




President

2004-05:
Brandt Spenrath

2005-06:
Amy Spenrath

	Major Tasks/Work Instructions



	Lessons Learned/Recommendations for Improvements



	If I’d had the time, I would have…



	Open Items/Actions



	Actions




Treasurer

2004-05:
Amy Spenrath

2005-06:
Brandie Frye

	Major Tasks/Work Instructions



	Lessons Learned/Recommendations for Improvements



	If I’d had the time, I would have…



	Open Items/Actions



	Actions




Contact Information
Amy
Home
(281) 538-8186

Cell
(832) 647-7771

Pager
(888) 434-3347

E-mail
amyspenrath@earthlink.net; amy.r.spenrath1@jsc.nasa.gov
Lori

Home
(281) 486-4035
Cell
(832) 978-4659
Pager

E-mail
hermione13@houston.rr.com
Nigs

Home

Cell

Pager

E-mail
NigsDigby@aol.com
Brandie

Home

Cell 

Pager

E-mail
BrandieF@earthlink.net
Transition Meeting

6

