COMMUNICATION

(NOTE – ALL COMMUNICATIONS MUST BE REVIEWED FOR PROPER DATES & CONTACTS)


Spring Cleaning Letter – Early March (to Metcalf Newsletter for April)

Spring Cleaning Letter – Early April (to teachers to send home with students)

This letter is intended to remind parents to keep a box for Bazaar items in the spring and over the summer to help get as many gifts as possible each year.  It also lets them know that if they need to drop them off at the school, we have a place to store them (some parents won’t want to store items all year)

Facility Request Form – Early September

Pick up the most up to date request form in the office.  This must be completed in order to reserve the small gym and have the tables delivered for the event.  See the enclosed form as an example of how to fill it out.

Date Communication to PTO – Late May

This can be in the form of a note, email or phone call.  PTO will then publish this date in the registration materials.  This will give parents the opportunity to plan their volunteering for the school year.

Registration Sign Up Sheet – July 

Make a copy of the enclosed sign up sheet or print it and forward it to the PTO President for use at registration.  Please review the copy and make sure that the date is correct and any updates have been made.

Fall Prep Letter – Early August, Early September

This note is intended for use in the September and October Metcalf Newsletters.  Cindy Jagodinski currently writes the newsletter.  She accepts news items in written or email format.  Now that the newsletter is on-line only, it may be necessary to send it out in paper form to all students as well.

Parent Reminder/Gift List/Money Request Letter – 2nd wk of November

This letter is sent home with EVERY student.  Letters should be bundled for each class and delivered to the teacher’s mailboxes.   The letter is printed as a two-sided document and should be completed and returned to the teacher.  
Teacher Information Letter – 2nd wk of November

This letter is intended to let the teachers know that they should start receiving the completed gift list forms and money from the students.  They will also need to take time to have the student’s complete the labels prior to the Bazaar.    The letter also asks that they sign up for their timeslot in the commons on the sign-up sheet, so this needs to be hung up in the commons as soon as this note is sent out.

Event Class Shopping Schedule Sign-up Sheet

Timeslots should have 10 minutes of non-scheduled time between each of them.  Timeslots currently showed on the sheet seem to work best, but can be adjusted if needed.

Candy Canes Note / Shopping Time Reminder

During the week of the Holiday Bazaar a bag of Candy Canes with a note reminding teachers of the event and their timeslot should be delivered to the teacher mail boxes.

Report to Treasurer

Immediately following the Bazaar please bring the cash boxes with collected money inside to the Metcalf Office Account representative (currently Karlene Bledsoe).  Please count the money with the Account representative and fill out the Treasurer’s Report note.  After counting the money, please ask that it be stored in the vault.  Place the Treasurer’s Report note in the PTO mailbox to inform the PTO treasurer of the Holiday Bazaar completion.

Bazaar Stock Sheet

Please complete the stock sheet soon after the event and place it in the master binder.  Stock sheet should have the last updated date on it. (TABLE OF CONTENTS #13)

PTO Follow Up Note

Attend the January PTO meeting and provide an update to the committee on the Bazaar.

Newsletter Note 

Provide a Holiday Bazaar follow up note for the February newsletter.  The note should thank all the volunteers and donors.

Reimbursement Request

Keep all receipts and circle items purchased for the bazaar.  Itemize the purchases and request reimbursement by turning in your request sheet to the PTO treasurer no later than January 31.
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