
July, 2014 

De ar  Be lle vie w PT CO Committe e  Chairs , 

 

We lcome  ne w and re turning me mbe rs  of Be lle vie w’s  PT CO.  We  are  looking 

forward to an outs tanding 2014- 2015 s chool ye ar  at Be lle vie w.  Our  s chool is  

ve ry for tunate  to have  s uch de dicate d pare nts , and we  thank you for  your  time , 

e ne rgy and tale nt which e le vate  our  s chool’s  e xce ptional le arning e nvironme nt.   

 

We  have  many e xciting e ve nts  and programs  planne d for  2014- 2015 which will 

s uppor t the  fundame ntal e ffor ts  of making our  clas s rooms  the  mos t lite rate , 

te chnologically advance d, e quitable  e nvironme nts  for  all s tude nts .  We  als o 

e ncourage  building a  s trong, car ing, fun- loving ye t focus e d Be lle vie w 

Community.  

 

We  would like  to thank you for  volunte e r ing to chair  a  committe e  and want to 

offe r  our  he lp and s uppor t. Each of you has  a  PT CO folde r  in the  file  cabine t in 

the  copy room.  Some  of our  PT CO pos itions  have  job de s cr iptions , othe rs  do 

not.  Eve n with docume ntation, que s tions  can ar is e  from ye ar  to ye ar  be caus e  of 

changing circums tance s .  Ple as e  fe e l fre e  to contact us  or  the  pre vious  chair  for  

your  committe e  with any que s tions  re garding your  pos ition. 

 

T his  handbook s e rve s  as  a  ge ne ral guide  to ‘all things  PT CO.’  It is  a  working 

docume nt, s o ple as e  fe e l fre e  to give  us  ide as , s ugge s tions , comme nts , e tc . on 

how to make  it be tte r .  T he  handbook will be  update d e ach ye ar  to provide  the  

mos t curre nt information for  e ve ry committe e  chair . 

 

T he  PT CO handbook is  divide d into 14 s e ctions :  

 

o P T CO P o lic ie s    o  Lo g is t ic s  

o Wo rking  w ith Be lle v ie w ’s  S ta f f  o  Co mmunic a t io ns  

o Ev e nts  & Me e t ing s / Ca le nda r o  P ro je c te d Inc o me  & 

Ex pe nditure s  

o S la te    o  Ca s h Ma na g e me nt  P o lic ie s  

o Fundra is ing  Guide line s  o  T ipping  P o lic y  

o S a le s  T a x  Ex e mptio n Ce rt .  o  Re imburs e me nt  Re que s t  Fo rm 

o Ris k Ma na g e me nt  Appro v e d o  Fa c il it ie s  Ma na g e me nt  

Re s e rv a t io n 

Ve ndo rs      Ins truc t io ns  

 

We  hope  this  handbook s e rve s  as  a  ce ntralize d guide  and make s  volunte e r ing 

e as ie r . 

 

A fe w ke y date s  to ke e p in mind:   

• Re gis tration Packe t Flye rs  Due  T ue s day, Augus t 5th   

• Re gis tration Packe t Stuffing T ue s day, Augus t 12th 
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• Re gis tration T hurs day, Augus t 14th 

• T he  T e ache r  Me e t & Gre e t is  Fr iday, Augus t 15th 

• School s tar ts  Monday, Augus t 18 th  

• Kinde rgar te n clas s e s  s tar t on We dne s day, Augus t 20 th  

• Co m m it t e e  Cha ir  Me e t ing ,  T hur s d a y  A ug us t  2 8 t h a t  9 :0 5  a . m .   

 

T hank you again for  volunte e r ing to be  par t of the  Be lle v ie w  P T CO te a m .   

 

Ke lly Pis ciotta , Co- Pre s ide nt Mis s y Scully, Co- Pre s ide nt 

ke llypis ciotta@icloud.com mmcguinn@hotmail.com 

3 0 3 - 9 0 3 - 4 6 7 6   3 0 3 - 4 7 8 - 6 9 5 5  

 

1 . P T CO P o lic ie s  

 

T o  k e e p  t he  Ex e c ut iv e  Bo a r d  info r m e d ,  p le a s e  e - m a il  L il l ia n Ma r s h,  

V ic e  P r e s id e nt  Fund r a is ing  a t  l i l l ia nm a r s h1 3 @ g m a il . c o m ,  K e lly  

P is c io t t a ,  Co - P r e s id e nt  a t  k e l ly p is c io t t a @ ic lo ud . c o m ,  a nd  Mis s y  

S c ully ,  Co - P r e s id e nt  a t  m m c g uinn@ ho t m a il . c o m  t he  d a t e s  a nd  t im e s  

o f  y o ur  c o m m it t e e  m e e t ing s  a nd  o t he r  p e r t ine nt  info r m a t io n.  

 

Pr incipal T iffany Kophs  will as s is t committe e s  with final de cis ions  and input.  

You can e mail T iffany at tkophs @che rrycre e ks chools .org or  s che dule  an 

appointme nt to me e t with T iffany through Anne tte  Couch 720- 554- 3100 or  

acouch8@che rrycre e ks chools .org. 

 

U s e  o f  t he  S c ho o l  fo r  Ev e nt s / P r o g r a m s  

 

Pe rmis s ion Form  

Whe n you ne e d a  room for  your  e ve nt, e ithe r  follow the  s te p- by- s te p we b 

ins tructions  attache d he re to, or  as k Amy Hawthorne , Be lle vie w’s  Office  

As s is tant, for  the  pe rmis s ion form and have  the  te ache r  whos e  room you will be  

us ing s ign it.  On the  form, lis t the  room, e ve nt, date s  and time s .   Be  aware  that 

dur ing “non- contact” days  or  the  we e k of Pare nt/T e ache r  confe re nce s  s ome  

normally available  rooms  may be  unavailable . 

 

Camp Be lle vie w us e s  many rooms  throughout the  building afte r  s chool.   

Additionally, the y ne e d to account for  Camp Be lle vie w par tic ipants  afte r  s chool.   

Many Camp Be lle vie w atte nde e s  par tic ipate  in Enr ichme nt Programs .   It  is  

im p o r t a nt  t o  no t ify  Ca m p  Be lle v ie w  o f  t he  d a t e s ,  r o o m s  a nd  t im e s  o f  

y o ur  p r o g r a m s  b y  g iv ing  Je n S m it h a  c o p y  o f  t he  s ig ne d  p e r m is s io n 

fo r m .  

 

Contracts   
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All activitie s  that would us e  the  s chool be fore  7 am and afte r  4 pm ne e d a  s igne d 

contract for  s chool us e ; fe e s  apply.  T he  fe e s  are  roughly $200 pe r  contract, 

roughly $50 pe r  hour  pe r  clas s room, roughly $50 pe r  hour  for  the  cafe te r ia  and 

roughly $50 pe r  hour  for  the  gym.  T he  s e cur ity and cle aning fe e  are  $50 e ach 

roughly.  Ple as e  s e e  Anne tte  re garding contracts .  

 

S a fe ty  

T he  s a fe ty  o f  o ur c hildre n is  o f  utmo s t  impo rta nc e .  

 

If  y o u a re  hiring  pa id o r v o lunte e re d Ve ndo rs  fo r a n e v e nt  o n S c ho o l  

pro pe rty ,  y o u mus t  ma ke  s ure  tha t  the  v e ndo r is  a n “Appro v e d 

Ve ndo r” fo r the  Che rry  Cre e k S c ho o l  Dis tric t  ( c urre nt  l is t  a t ta c he d 

he re to ,  Anne tte  Co uc h c a n g e t  y o u the  la te s t  l is t ) .   Whe n y o ur 

c la s s / a c t iv ity  is  o v e r,  i t  is  the  re s po ns ibil ity  o f  the  pe rs o n 

s upe rv is ing  the  ac t iv ity  to  ins ure  tha t  a l l  c hildre n hav e  be e n pic ke d 

up a nd a re  no t  le f t  in the  pa rking  lo t  w a it ing  fo r a  ride .    

 

Ple as e  obtain “contact” information for  the  s tude nts  par tic ipating in a  non-

s chool hour  activity.  T his  s hould include  name s  and phone  numbe rs  of who to 

call if the  child is  not picke d up. 

 

Whe n ne ce s s ary, ple as e  make  the  appropr iate  phone  calls  to ins ure  the  child is  

picke d up.  T he  Office  Staff is  not obligate d to he lp afte r  4:30 pm as  the ir  work 

day is  ove r .   

 

Dur ing and afte r  s chool hours , a ll e xte r ior  doors  mus t be  locke d and clos e d.   

Propping the  front door  ope n is  a  violation of your  contract and will void your  

contract for  s chool us e .  You can pos t a  ce ll phone  numbe r  on the  door  to allow 

pe ople  who s how up late  or  come  e ar ly to call you for  e ntry. 

 

Ple as e  do not a llow pe ople  to e nte r  are as  that are  locke d s uch as  the  Front 

Office , c las s rooms , and wings .  Additionally, le ave  the  room in the  condition that 

you found it and s hut off the  lights . 

 

Cance ling Afte r - School Programs  on Shor t Notice  

If you ne e d to cance l a  s che dule d clas s /afte r  s chool program on s hor t notice , 

call Anne tte  at the  Front De s k s o that an announce me nt can be  made .  

Additionally, ple as e  contact the  pare nts  dire ctly by phone .  If the y don’t know, a  

child may ar r ive  home  on the  bus  and not have  a  pare nt the re  to gre e t the m or  

wors e  ye t be  locke d out of the  home  until the  pare nt re turns .  If you ne e d he lp 

making phone  calls , call Ke lly and Mis s y.  Making phone  calls  is  not the  front 

office ’s  re s pons ibility. 

 



 
 

4 

 

 

 

 

2 .   Lo g is t ic s  

 

PT CO Cabine t in Hallway ne xt to Nurs e s  Office  

T his  unlocke d cabine t contains  napkins , cups , dis pos able  plate s  and s ilve rware  

for  PT CO us e .  Afte r  an e ve nt, place  e xtras  in this  cabine t.  PT CO als o maintains  

a  cabine t in the  cafe te r ia , on the  back wall, c los e s t to the  gym.  Ple as e  che ck 

both of the s e  cabine ts  for  s upplie s  be fore  purchas ing additional ite ms . 

 

Colle cting and Submitting Che cks  for  De pos it 

Whe ne ve r  the re  are  cas h and/or  che cks  to be  counte d, the re  mus t be  2 me mbe rs  

of e ithe r  the  Counting Committe e  or  the  Exe cutive  Board pre s e nt to double -

count the  mone y.  Once  mone y has  e nte re d Be lle vie w, it cannot le ave  the  

pre mis e s  until de pos it.  A copy of the  de taile d policy will be  available  in your  

PT CO folde r  or  from the  tre as ure rs , Rache l Advincula and Ami Baron.   

 

Proje ct File  Folde rs  

Eve ry committe e  has  a  proje ct file  folde r  which is  car r ie d ove r  from ye ar - to-

ye ar .   Ple as e  re fe re nce  the s e  file s  whe n working on your  proje ct and add 

note s /docume nts  bas e d on your  e xpe r ie nce .  Whe n not in us e , the s e  file s  are  

ke pt in the  s e cond drawe r  of the  file  cabine t in the  copy room. 

 

Labe ls  

Amy can provide  you with labe ls  with s tude nt name s , te ache rs  and grade s . 

 

Mail 

You have  a  file  for  re ce iving information and mail in the  top drawe r  of the  file  

cabine t in the  copy room.  US Pos tal Se rvice  mail re ce ive d for  the  PT CO will be  

s or te d and place d in the  appropr iate  file  folde rs . 

 

Map of School With Room Numbe rs  and T e ache rs ’ Name s  

Amy has  a  copy.  Als o, the re  is  one  in the  Buzz Book. 

 

PT CO Office  Supplie s  

PT CO office  s upplie s  are  s tore d on the  s he lf in the  copy room, in a  plas tic  tote  

labe le d “PT CO”. 

 

Re ce ipts  for  Re imburs e me nt 

Ple as e  look at the  Proje cte d Expe ns e s  s e ction to de te rmine  how much mone y 

has  be e n budge te d for  your  e ve nt.  If your  e ve nt is  not a  mone y make r , you can 
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only be  re imburs e d for  the  amount lis te d unde r  Proje cte d Expe ns e s .  If you do 

have  an ove rrun, as k Exe cutive  Board for  approval for  payme nt.   

 

All cos ts  re quir ing re imburs e me nt from PT CO MUST  be  s ubmitte d with the  

or iginal re ce ipts  and a  s igne d “Re que s t for  Re imburs e me nt” form.  T he s e  forms  

can be  found in the  T re as ure r  Folde r  in the  file  cabine t in the  copy room.  Place  

the  re ce ipts  and comple te d form in that folde r  to be  re imburs e d.  

 

Storage  

Ple as e  do not s tore  ite ms  or  boxe s  on top of the  cabine ts  in the  cafe te r ia .  T his  

is  a  fire  hazard.  If you ne e d to s tore  large  ite ms , contact Ke lly and Mis s y. 

 

 

3 .   W o r k ing  w it h t he  Out s t a nd ing  Be lle v ie w  S t a f f  

 

Working With T e ache rs  

Ple as e  be  re s pe ctful of c las s  time .  Re me mbe r  to as k pe rmis s ion to us e  

clas s rooms .  Ens ure  that your  programs  are  not a  dis traction to the  le arning 

proce s s . 

 

Working With Mrs . T iffany Kophs , Pr incipal 

Many things  can be  handle d by e - mail (tkophs @che rrycre e ks chools .org).  If you 

would like  to s pe ak with he r , you can call or  make  an appointme nt through 

Anne tte  Couch 720- 554- 3100 or  acouch8@che rrycre e e ks chools .org. 

 

Working With Mrs . Amy Hawthorne , Office  As s is tant 

Amy works  for  the  s chool, not the  PT CO.  Whe n s he  offe rs  to do s ome thing for  

us , it  is  out of cour te s y.  T he  be s t time s  to s pe ak with Amy are  afte r  9:30am 

whe n the  late  childre n have  che cke d in for  s chool.  He r  e mail is  

ahawthorne 3@che rrycre e ks chools .org.  

 

Working With Van De Vrie s , Building Engine e r  

Pr ior  to your  e ve nt, contact Van to dis cus s  your  s e t- up ne e ds .   Ple as e  put a ll 

re que s ts  in wr iting and hand dire ctly to Van with ple nty of notice .   If you ne e d 

coffe e  for  your  e ve nt, Van can make  it. 

 

4 .  Co m m unic a t io ns  

 

T he  more  me thods  you us e  to communicate  your  e ve nt/program with e ve ryone  

involve d adds  to its  pote ntial s ucce s s .  Your  e le ctronic  communication ave nue s  

include  the  we bs ite  manage d by Julie t Ne we ll, s chool- wide  e - mail update s  

(“T his  We e k at Be lle vie w”) and PT O T oday s ite - bas e d s oftware  manage d by Liz 

Smith and T ani Stone .  Additionally, you can communicate  through Flye rs , the  
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Be lle vie w Ne ws le tte r , daily morning announce me nts  for  s tude nts , pos te rs , the  

PT CO bulle tin board, and or ie ntation packe ts . 

 

We bs ite  

Our  we bs ite  is  www.be lle vie wptco.org.  If you would like  to put information on 

the  we bs ite , e - mail the  information, pre fe rably as  a  PDF, to e ithe r  T ani Stone  at 

taniw@aol.com. 

 

 

E- mail Update s /Be lle vie w EBlas ts  

At the  be ginning of the  s chool ye ar , we  will as k pare nts  if the y would like  to 

re ce ive  e - mail update s  on PT CO e ve nts .  T he  communications  co- chairs  

maintain this  lis t.  If you would like  to s e nd the  information out via  e - mail, s e nd 

your  blurb and e - mail a  copy of your  flye r  (if you have  one ) to T ani Stone  at 

taniw@aol.com by T hurs day be fore  the  Sunday it goe s  out.  You ne e d to wr ite  it  

up e xactly as  you want it  to appe ar , as  you know your  e ve nt/ information be tte r  

than we  do, but we  may ne e d to e dit to include  more  or  le s s  information.  Als o, 

the  purpos e  of the  we e kly update s  is  to re mind pe ople  of what s hould alre ady 

have  be e n put in the  ne ws le tte r .  Anything you s e nd s hould only be  a  fe w 

s e nte nce s  long.  T he re  are  time s  (ie  Fie ld Day, Spr ing Eve nt) whe re  more  

information is  ne e de d, and we  can work with you on that. 

 

Be lle vie w Ne ws le tte r  

T o place  information in the  monthly Be lle vie w Ne ws le tte r , e - mail the  te xt to Liz 

Smith and T ani Stone .  T he  de adline  to s ubmit “ne ws ” ite ms  is  the  We dne s da y  

be fo re  the  w e e k it  w il l  g o  o ut .  

 

PT O Manage r  Software  

We  plan to us e  this  s oftware  for  volunte e rs  and e mail communication.  T ani 

Stone  and Liz Smith can he lp you le arn how this  s ys te m to make  your  job e as ie r . 

 

Flye rs  

Flye rs  are  to be  dis tr ibute d in We dne s day Folde rs , ide ally with the  monthly 

Ne ws le tte r .  In mos t cas e s , one  pape r  flye r  can go out adve r tis ing your  e ve nt, 

but we  would like  to have  flye rs  pos te d on the  we bs ite  we ll in advance  and the y 

can be  include d in “T his  W e e k  a t  Be l le v ie w ”  for  2- 3 we e ks  le ading up to 

your  e ve nt. 

 

Have  your  copie s  made  and counte d by Younge s t In Family (YIF)/grade / te ache r . 

Give  to Amy by the  Fr id a y  b e fo r e  t he  W e d ne s d a y  ne w s le t t e r s  g o  o ut .   

Amy will put the  flye rs  in the  te ache rs ’ mail boxe s . 
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In ge ne ral, flye rs  s hould be  one  page .  Half page s  te nd to ge t los t.  If you are  

s e nding out a  pe r forate d page  – ple as e  make  s ure  the  title  of the  e ve nt is  on 

both s e ctions  of the  flye r .  If you have  a  form for  pare nts  to re turn, make  s ure  

you s tate  whe re  to re turn.  It is  us ually the  Front Office .  A ls o  no t ify  A m y  

w he n y o u ha v e  a  fo r m  t ha t  w il l  b e  r e t ur ne d .   She  will colle ct it  in an 

e nve lope  in a  s e cure  drawe r  for  you to pick up.   

 

Make  e nough copie s  bas e d on Younge s t in Family (YIF) with te n e xtras  for  

Anne tte .  T he  YIF s ys te m s e nds  the  flye r  home  only with the  younge s t in family, 

s aving pape r .  Anne tte  has  the  mos t curre nt YIF lis t.  It  is  a ls o pos te d in the  

copy room. 

 

T he  flye rs  s hould be  groupe d by grade  s tar ting with Kinde rgar te n, and by 

te ache r  alphabe tically within that grade .  Us e  the  YIF lis t as  a  guide .  Pape r  clip 

toge the r  and place  a  Pos t- It on the  group with the  te ache r’s  name  and the  

numbe r  of copie s . 

 

Copie s  can be  made  in the  copy room be twe e n 3:00- 3:30 p.m. as  of now, the  

available  hours  may change .  We ’ll inform e ve ryone  if that happe ns .  If you ne e d 

to make  copie s  at a  diffe re nt time , ple as e  as k Amy and Anne tte  for  pe rmis s ion 

to us e  the  copy machine  in the  Front Office .  T he  P T CO c o d e  fo r  t he  c o p y  

m a c hine  is  3 0 3 0 .  

 

T o be tte r  s e rve  the  Front Office , we  ne e d to c o lo r c o de  the  flye rs .  Ple as e  ta lk 

with Amy about what colors  have  be e n us e d and which are  s till available  for  the  

We dne s day folde r .   

 

Daily Morning Stude nt Announce me nts  

T he  s tude nts  re ad the  daily announce me nts  firs t thing in the  morning.  If you 

have  an announce me nt, comple te  the  blue  forms  on the  wall, to the  r ight of the  

te ache rs ’ mailboxe s , marke d “Blank Forms  for  Announce me nts ”.  Place  the  

comple te d form in the  e nve lope  marke d “Announce me nts  for  T omorrow’s  

Channe l 64 Ne ws ”.  Announce me nts  can be  place d the  s ame  morning the y are  

re ad.  

 

Pos te rs  

Pos te rs  s hould be  put up and take n down in a  time ly manne r .  

 

Bulle tin Board  

T he  bulle tin board is  for  PT CO us e  and us ually change s  monthly.  T he  mas te r  

cale ndar  is  a ttache d at the  e nd of this  docume nt. It is  your  re s pons ibility to 

de s ign and pos t on the  bulle tin board.  You or  the  ne xt pe rs on can take  it down.  

We  are  allowe d to us e  the  rolls  of pape r  in the  3 rd/4 th grade  wing for  
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background.  You can make  “le tte rs ” in the  copy room.  Pas t committe e  chairs  

may have  pas t ite ms , s uch as  le tte r ing, for  your  us e . 

 

Or ie ntation Packe ts   

At the  be ginning of the  s chool ye ar , an Orie ntation Packe t is  give n out at 

Re gis tration.  T his  is  an oppor tunity to ge t information about your  

e ve nt/committe e  in the  pare nts ’ hands .  Amy will ne e d an or iginal of your  flye r  

to make  copie s . You may e - mail it  to he r  or  drop- off a  copy, pre fe rably by no 

late r  than Augus t 6th.  He r  e - mail is  ahawthorne 3@che rrycre e ks chools .org.  

Ple as e  note  that the  s chool office  has  s umme r  hours , 8 a .m. to 3 p.m. be ginning 

until June  21s t.  T he  office  the n clos e s  until Fr iday, Augus t 1s t.   

 

 

Committe e s  w ith Information Pre v ious ly  include d in the  Pack e t 

• School Store  

• Ple dge  Drive  

• Buzz Book – Pe rmis s ion to include  name , addre s s , e tc . 

• Buzz Book Orde r  Form 

• Fitne s s  Fe s tival 

• Run4Funds  

• Family Dine  Outs  

• 5 th Grade  Fundrais e r  Books  

• Muffins  with Mom/Donuts  with Dad 

• King Soope rs  re loadable  cards  

• Ne wcome r/Kinde rgar te n We lcome  

• Scr ips  Gift Cards  

• Philanthropy 

• Community Adve r tis ing – Buzz Book adve r tis ing 

• Communications  – E- mail update s  pe rmis s ion s lip 

• Kids ’ Night Out 

• Any PT CO committe e  that has  s ome thing to include , but not lis te d above  

 

 

5 .  Ev e nts  a nd Me e t ing s  

 

PT CO Eve nts  and Ge ne ral Me e ting Date s  and T ime s  

T he  PT CO me e tings  are  for  anyone  inte re s te d in Be lle vie w e ducation.  If you 

have  an ite m for  the  ge ne ral me e tings , ple as e  le t us  know in advance  and it can 

be  place d on the  age nda.  T he  me e tings  take  place  in the  cafe te r ia .  T he  s tar t 

time  will be  publis he d in the  Bulle tin or  EBLAST . 

 

PTCO	
  Calendar	
  of	
  Events	
  for	
  2014-­‐2015	
  	
  (Dates	
  May	
  Change)	
  

2014	
  PTCO	
  Kickoff	
  Meeting	
  

	
  

Wednesday,	
  May	
  28	
  

Registration	
  Packet	
  Stuffing	
  

	
  

Tuesday,	
  August	
  12	
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Registration/Buffalo	
  Stampede	
  Kick	
  off	
   Thursday,	
  August	
  14	
  

Teacher	
  Meet	
  and	
  Greet	
  

	
  

Friday,	
  August	
  15	
  

School	
  Starts-­‐	
  Grades	
  1-­‐5	
  

	
  

Monday,	
  August	
  18	
  

5th	
  Grade	
  Fundraiser	
  Sales	
  

	
  

First	
  Weeks	
  of	
  School	
  

First	
  Day	
  of	
  Kindergarten	
  

	
  

Wednesday,	
  August	
  20	
  

Newcomer	
  Welcome	
  

	
  

Wednesday,	
  August	
  20	
  

Back	
  to	
  School	
  Night	
  	
  K-­‐2	
  

	
  

Monday,	
  August	
  25	
  

Back	
  to	
  School	
  Night	
  3-­‐5	
  

	
  

Tuesday,	
  August	
  26	
  

Fitness	
  Festival	
  Training	
  

	
  

Tues-­‐Thurs,	
  8/26-­‐9/5	
  

Committee	
  Chair	
  Meeting	
  

	
  

Thursday,	
  August	
  28	
  

Family	
  Dining	
  Events	
  

	
  

Dates	
  TBD	
  

Muffins	
  With	
  Mom	
  

	
   	
  

Wednesday,	
  Sep	
  3	
  

PTCO	
  Meeting	
  

	
   	
  

Wednesday,	
  Sep	
  3	
  	
  

Donuts	
  with	
  Dad	
  

	
   	
  

Friday,	
  Sep	
  12	
  

Stampede	
  School	
  Assembly	
  

	
  

Wednesday,	
  Sep	
  10,	
  9:20am	
  

Stampede	
  Day	
  

	
   	
  

Thursday,	
  Sep	
  18	
  

Stampede	
  Accounting	
  Day	
  

	
  

Tuesday,	
  Sep	
  23	
  

Stampede	
  Prize	
  Day	
  

	
   	
  

Friday,	
  October	
  17	
  

Square	
  One	
  Art	
  Kick	
  Off	
  

	
  

Tuesday,	
  Sep	
  30	
  

Boys	
  Night	
  Out	
  

	
   	
  

Fri,	
  Nov	
  7	
  

	
  Girls	
  Night	
  Out	
  

	
   	
  

Friday,	
  Oct	
  10	
  

Red	
  Ribbon	
  Week	
  

	
   	
  

Mon-­‐Fri,	
  Oct	
  13-­‐17	
  

PTCO	
  Meeting	
  

	
   	
  

Wednesday,	
  Nov	
  12	
  

Vision	
  and	
  Hearing	
  Screenings,	
  K-­‐2	
   Wednesday,	
  Sep	
  24	
  

Holiday	
  Shopping	
  Fundraiser	
  

	
  

Date	
  TBD	
  

	
  Special	
  Persons	
  Day	
  

	
   	
  

Monday,	
  Nov	
  24-­‐25	
  

Book	
  Fair	
  

	
   	
   	
  

Monday,	
  Nov	
  24-­‐25	
  

PTCO	
  Holiday	
  Party	
  

	
   	
  

Thursday,	
  Dec	
  4	
  

Vision	
  and	
  Hearing	
  Screenings,	
  3&5	
   Monday,	
  Oct	
  20	
  

Spellbound	
  Kickoff	
  

	
   	
  

Tuesday,	
  Jan	
  20	
  

Hearing	
  ReChecks	
  

	
   	
  

Monday,	
  Jan	
  26	
  

PTCO	
  Meeting	
  

	
   	
  

Wednesday,	
  Feb	
  11	
  

Auction	
  

	
   	
   	
  

Friday,	
  March	
  20	
  

PTCO	
  Meeting	
  

	
   	
  

Wednesday,	
  April	
  8	
  

Shakespeare	
  Players	
  

	
  

Wednesday,	
  April	
  22	
  day/evening	
  

	
   	
   	
   	
  

Thurs-­‐	
  Fri,	
  April	
  23-­‐24-­‐	
  dinner	
  

theater	
  

Shakespeare	
  Apprentices	
  

	
  

Tuesday,	
  April	
  28	
  

Family	
  Spring	
  Event	
  

	
   	
  

Thursday,	
  May	
  7	
  

Teacher	
  Appreciation	
  Week	
  

	
  

Mon-­‐Fri,	
  May	
  5-­‐9	
  

PTCO	
  Meeting/Volunteer	
  Appreciation	
   Wednesday,	
  May	
  13	
  

Committee	
  KickOff	
  

	
   	
  

Wednesday,	
  May	
  20	
  

Field	
  Day	
  Kindies	
  

	
   	
  

Friday,	
  May	
  15	
  

Field	
  Day	
  Grades	
  1-­‐5	
  

	
  

Friday,	
  May	
  22	
  

School	
  Ends	
  

	
   	
  

Tuesday,	
  June	
  3	
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Exe cutive  Board Me e ting Date s  and T ime s  

T he s e  me e tings  are  for  the  Exe cutive  Board.  Howe ve r , if you have  a  topic or  

age nda ite m that ne e ds  to be  re vie we d at the  board le ve l, ple as e  contact Ke lly 

Pis ciotta  and Mis s y Scully.  T he  Exe cutive  Board me e tings  are  in the  cafe te r ia  

at 9 am s harp.  8/28, 10/2, 11/6, 12/4, 1/8, 2/5, 3/5, 3/26, and 4/30. 

 

6. PROJECTED INCOME & EXPENDITURES 2014-2015 

	
   	
  

Event	
  

	
   	
   	
  

Revenue	
   Expenses	
  

	
  Buffalo	
  Stampede	
  

	
   	
  

35000	
   5000	
   30000	
  

Auction	
  

	
   	
   	
  

26500	
   6500	
   20000	
  

Teacher	
  Assistant	
  Funds	
  

	
   	
  

55000	
   -­‐55000	
  

Teacher	
  Discretionary	
  Funds	
  

	
   	
  

6000	
   -­‐6000	
  

King	
  Soopers	
  

	
   	
  

11000	
   300	
   10700	
  

Spellbound	
  

	
   	
  

6300	
   300	
   6000	
  

Family	
  Event	
  Spring	
  

	
   	
  

7000	
   3000	
   4000	
  

Buzz	
  Book	
  Sponsorhip	
  and	
  Book	
  Sales	
   3000	
   300	
   2700	
  

Family	
  Dining	
  Events	
  

	
  

1000	
  

	
  

1000	
  

Box	
  Tops	
  

	
   	
   	
  

1000	
  

	
  

1000	
  

Square	
  1	
  Art	
  

	
   	
  

2100	
  

	
  

2100	
  

Art	
  DepartmentFunding	
  

	
   	
  

1700	
   -­‐1700	
  

Additional	
  Fundraisers	
  

	
  

500	
   100	
   400	
  

School	
  Supplies	
  

	
   	
  

1000	
   50	
   950	
  

School	
  Store	
  

	
   	
  

3000	
   2500	
   500	
  

Scrip	
  

	
   	
   	
  

20000	
   19000	
   1000	
  

Yearbook	
  

	
   	
   	
  

7000	
   7000	
   0	
  

Boys	
  Night	
  Out	
  

	
   	
  

500	
   500	
   0	
  

Girls	
  Night	
  Out	
  

	
   	
  

500	
   500	
   0	
  

Safe	
  Playground	
  

	
   	
   	
  

300	
   -­‐300	
  

Resources	
  and	
  School	
  Programs	
  

	
  

4000	
   -­‐4000	
  

Red	
  Ribbon	
  

	
   	
   	
  

700	
   -­‐700	
  

Fitness	
  Festival	
  

	
   	
   	
  

250	
   -­‐250	
  

Field	
  Day	
  

	
   	
   	
   	
  

1200	
   -­‐1200	
  

Muffins	
  with	
  Mom	
  

	
   	
   	
  

250	
   -­‐250	
  

Donuts	
  with	
  Dad	
  

	
   	
   	
  

250	
   -­‐250	
  

Staff	
  Appreciation	
  

	
   	
   	
  

600	
   -­‐600	
  

PTCO	
  Gifts	
  

	
   	
   	
  

500	
   -­‐500	
  

PTCO	
  hospitality	
  

	
   	
   	
  

150	
   -­‐150	
  

Meet	
  and	
  Greet	
  	
  

	
   	
   	
  

75	
   -­‐75	
  

Newcomer	
  

	
   	
   	
  

125	
   -­‐125	
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School	
  Parties	
  

	
   	
   	
  

1800	
   -­‐1800	
  

New	
  Teacher	
  Classroom	
  $	
  

	
   	
  

300	
   -­‐300	
  

PTCO	
  Speakers	
  

	
   	
   	
  

200	
   -­‐200	
  

Health	
  &	
  Safety	
  &	
  Healthfair	
  

	
   	
  

300	
   -­‐300	
  

Scholarships	
  

	
   	
   	
  

200	
   -­‐200	
  

Special	
  Persons	
  Day	
  

	
   	
   	
  

500	
   -­‐500	
  

5th	
  Grade	
  Continuation	
  

	
   	
  

500	
   -­‐500	
  

Climbing	
  Wall	
  Inspection	
  

	
   	
  

300	
   -­‐300	
  

PTCO	
  administration	
  

	
   	
  

1800	
   -­‐1800	
  

Dues	
  

	
   	
   	
   	
  

300	
   -­‐300	
  

	
   	
   	
   	
  

125400	
   122350	
   3050	
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  7 .  2 0 1 4 - 2 0 1 5  S la te  o f  Bo a rd P o s it io ns  

 

Co - P re s ide nts - Ke lly Pis ciotta . Mis s y Scully  

Co - P re s ide nts  Ele c t  –Cindy Finigan, Kate  Smith 

Vic e  P re s ide nt  Fundra is ing  – Lillian Mars h 

Co rre s po nding  S e c re ta ry  – Liz Smith 

Re c o rding  S e c re ta ry  – Kathy Egan 

T re a s ure r/ Co - T re a s ure r  – Ami Baron, Rache l Advincula   

P a rlime nta ria n-  Sus an Barke r , Sarah Holde r  

Buz z  Bo o k  – Bianca Be cke r  

Ca s h Ma na g e me nt-  Ami Baron, Jane  Colwe ll, Rache l Advincula, Mis s y Scully, 

Ke lly Pis ciotta , Lillian Mars h 

Co mmunic a t io ns  Co o rdina to rs  –Liz Smith, T ani Stone  

Buf fa lo  S ta mpe de : Buf fs  Fo r Buc k$  – Cindy Finigan, Jackie  Stolze  

Do nuts  With Da d  – Lor i Hayutin, Barbara Dick, De bbie  Strous e , Sarah 

Wide man 

Muff ins  With Mo m  – Bianca Be cke r , Barbara Dick, Lor i Hayutin 

Girls ’ N ig ht  Out  – Sandy Kane , Be ts y Burns , T e r i Cas tle dine  

Bo y s ’ N ig ht  Out  – Br ige tte  De nning, Jackie  Stolze  

S pring  Fa mily  Ev e nt  – Emily Ris s mille r , Sarah Wide man 

Fitne s s  Fe s t iv a l  T ra ining  Da y s  – Ke rr i As s e ll, Br ige tte  De nning, Chr is  

Muhle  

Bo o k Fa ir  – Nancy Schwar tz, Jill Spie ge lman, Ambe r  Hays , Barbara Dick, Nadia 

Saindon 

S pe llbo und  – Er in Hirs tine , Nadia Saindon, Sarah Wide man 

Enric hme nt  P ro g ra m Co o rdina to rs  – Je n Kritzik, Jacinda Nicklas  

P ro g ra ms  & Re s o urc e s  Co o rdina to rs  – He athe r  Scott 

Ro o m P a re nt  Co o rdina to rs  – Er in Hirs tine , Brooke  McCallum, Emily 

Ris s mille r  

We bs ite  Co o rdina to r  – Julie t Ne we ll   

Building  As s e ts / Re d Ribbo n We e k Cha irs  – Bianca Be cke r , PJ Winkle man 

S qua re  One  Art  Cha irs  – Je n Lace , Liz Smith 
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Fie ld Da y  Co o rdina to rs  – As hle y Has de dt, Emily Ris s mille r , Nicole  Day 

S c ho o l  S upplie s  Cha irs  – Be ts y Burns , T e r i Cas tle dine  

N o mina t ing  Co mmitte e  Cha irs  – Brooke  McCallum, Liz Smith 

Co mmunity  S po ns o rs hip/ Buz z  Bo o k  Cha ir  – Mitch Rothman 

P IN  Re pre s e nta t iv e  – Me lis s a Krave tz 

Le g is la t iv e  Re pre s e nta t iv e  – Nadia Saindon, Ilana Spie ge l 

Be lle v ie w / CMS  Lia is o n-  Lor i Hayutin 

Frie nds  o f  the  Arts  Cha ir – Nadia Saindon, Je n Lace  

Vo lunte e r/ P T O Ma na g e r Co o rdina to r  – T ani Stone   

Vis io n a nd He a ring  S c re e ning  Cha irs -  Pr is cilla  Hawkins on, Br ige tte  

De nning 

Me dia  Ce nte r Cha ir – Julie t Ne we ll 

S ta f f  Appre c ia t io n/ Ho s pita l ity  Cha irs  –Je n Lace , Suzi Marchiol, Jackie  

Stolze , Sarah Holde r  

Bo x  T o ps  fo r Educ a t io n/ Ca mpbe ll’s  S o up La be ls  Cha irs  – Sus ie  Guthr ie  

King  S o o pe rs  Co o rdina to rs  – Erin Hirs tine , Emily Ris s mille r  

S c rips  Co o rdina to rs  – We ndy Forman, Pr is cilla  Hawkins on 

N e w c o me r/ Kinde rg a rte n We lc o me  Cha irs  – Brooke  McCallum, Vale r ie  

Smith, Je annie  Smith 

P hila nthro py  Cha irs  – We ndy Forman, Pr is cilla  Hawkins on 

Fa mily  Dine  Out  N ig ht  Cha irs  – Ann Ke lly 

S c ho o l  S to re  Cha irs  –Kar i Schae fe r  

5
th

 Gra de  Co nt inua t io n Cha irs  –Kathy Egan, Me lis s a Krave tz, T e r i 

Cas tle dine , Miche lle  Hamilton, Kr is tin Marke y, Jill Spie gle man, Ras h Pulmilia , 

Suzi Marchiol, Ann Ste rn, Ann Egan 

Ye a rbo o k Cha irs  – Kathy He pola, Abby Golds mith 

 

8. Be lle v ie w  Ele me nta ry  P T CO Ca s h/ Che c k/ Cre dit  Ca rd Ma na g e me nt  

P o lic y  

 

T he s e  policie s  are  inte nde d to docume nt Be lle vie w Ele me ntary School PT CO 

policie s  and proce dure s  re garding us ing and re ce iving cas h, che cks  and cre dit 

cards  (to me e t the  re quire me nts  of the  Pare nts ’ Council,) as  we ll as  outline  

ge ne ral financial policie s  and proce s s e s  us e d by the  PT CO to e ns ure  appropr iate  

fis cal manage me nt.   

 

Re gis tration Forms /Eve nts  

 

Cas h/payme nts  are  only to be  handle d by the  Counting Committe e , according to 

Che rry Cre e k School Dis tr ic t’s  cas h manage me nt policie s . 

 

For  payme nt and forms  re turne d to s chool: 

• Anne tte  will colle ct a t Front Office  in a  manila  folde r . 



 
 

14 

• T wo me mbe rs  of the  Counting Committe e  will colle ct the  forms , s or t the m 

and ve r ify payme nt accuracy.  T he y will the n pas s  the  forms  to Eve nt 

Chairs . 

• Eve nt Chairs  s hould not colle ct forms  from the  front office .  Howe ve r , the  

Eve nt Chairs  s hould notify the  T re as ure r  of your  form de adline s  s o that 

the  Counting Committe e  can ge t information to you in a  time ly manne r .   

• A T re as ure r  will de pos it che cks  and cas h and proce s s  any cre dit card 

payme nts .  

• Ve rifie d forms  will be  put in the  Eve nt Chair ’s  file  folde r  in the  copy room 

file  drawe r  we e kly, or  according to the  s che dule  the  Eve nt Chair  and cas h 

manage me nt re pre s e ntative  de te rmine . 

• Mathe matical dis cre pancie s  and incomple te  forms  are  the  re s pons ibility of 

the  Eve nt Chairs .  Note :  the  T re as ure r  doe s  not ke e p copie s  of forms .  

T he  Counting Committe e  will note  the  amount of che ck or  cas h re ce ive d 

on e ach form be fore  pas s ing the  forms  on to the  Eve nt Chair . 

• T he  T re as ure r  will provide  an e ve nt s ummary once  all re ve nue s  have  

be e n colle cte d and e xpe ns e s  proce s s e d. 

 

Cas h Colle cte d at an Eve nt 

• Re que s t cas h for  the  cas h boxe s  from the  T re as ure r  pr ior  to the  e ve nt. 

• Colle ct and s tore  cas h by e ve nt s pe cific  cate gor ie s  if pos s ible  (e .g., ticke t 

s ale s , food s ale s , raffle  s ale s , e tc) 

• All cas h mus t be  counte d by 2 me mbe rs  of the  Counting Committe e  and or  

a  me mbe r  of the  Exe cutive  Board. 

• Cas h mus t be  de pos ite d in the  PT CO s afe  in an e nve lope  s tating the  e ve nt, 

total de pos ite d, and applicable  cate gory. 

• NO CASH MAY LEAVE T HE BUILDING. 

• Whe n cas h cannot be  de pos ite d in the  s afe  (e .g., the  e ve nt is  off- s ite  or  

cafe te r ia  is  locke d), the  cas h mus t be  place d in zippe re d bank de pos it bag.  

One  me mbe r  of the  Counting Committe e  will take  the  de pos it bag and 

anothe r  me mbe r  will take  the  ke y. 

 

Re turne d Che ck Policy 

 

Whe n a che ck is  re turne d by the  bank, a  T re as ure r  will: 

 

• Cre ate  a  de bit e ntry in QuickBooks  agains t the  cate gory the  or iginal 

de pos it was  made  to. 

• Se nd out the  approve d Re turne d Che ck le tte r  re que s ting payme nt for  the  

goods  or  s e rvice s  orde re d. 

• Re que s t information from the  e ve nt chair  to de te rmine  if the  

goods /s e rvice s  have  be e n dis tr ibute d. 
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• If the  goods /s e rvice s  have  not be e n dis tr ibute d, re que s t the  e ve nt chairs  

to hold the m until dis cre pancie s  in payme nt have  be e n re s olve d. 

 

Out of Pocke t Expe ns e s  

 

• A Re que s t- for- Re imburs e me nt Form is  available  in the  T re as ure r ’s  folde r  

in the  PT CO file  cabine t.   

• T his  form mus t  be  comple te d and s ubmitte d along with ORIGINAL 

re ce ipts , and place d in the  T re as ure r ’s  folde r  for  proce s s ing. 

• Re imburs e me nt che cks  will be  place d in the  corre s ponding file  folde r  

unle s s  the y ne e d to be  maile d dire ctly to a  ve ndor . 

 

 

T ax ID # :   Our  Fe de ral T ax ID #  is  84- 1245664.  Our  Sale s  T ax Exe mpt #  is   

98014110. 

 

9 .  FU N DRAIS IN G /  COMMU N IT Y EVEN T  GU IDELIN ES  

 

• Committe e  s hould appoint a  chairpe rs on to be  the  point pe rs on for  

communication, re cords  (i.e . flye rs , a tte ndance , e tc .) and e xpe ns e  tracking 

of e ve nt.  T he  committe e  chair  will be  re s pons ible  for  making s ure  the  

e ve nt s tays  on budge t. 

 

• Ple as e  plan on inviting the  VP of Fundrais ing to all of your  budge t 

dis cus s ion me e tings  and as k if the y would like  to be  cc’d on any of your  

communications . 

 

• Prior  to planning for  your  e ve nt, ple as e  make  ce r tain to ve r ify your  budge t 

with the  VP of Fundrais ing and/or  the  T re as ure r .  Y ou mus t s ubmit a 

budge t for approv al in orde r to re ce iv e  y our re imburs e me nt.  T his  amount 

s hould include  food, crafts , DJ and s pe cial e nte r tainme nt.  If you ne e d to 

s pe nd more  than the  allotte d amount, you mus t ge t approval from e ithe r  

the  VP of Fundrais ing or  the  Co- Pre s ide nts . 

 

• In orde r  to avoid confus ion you will ne e d to have  the  T re as ure r  approve  

your  flye r  pr ior  to dis tr ibution. 

 

• All large  s cale  donate d ite ms  mus t be  approve d by the  VP of Fundrais ing 

or  the  Co- Pre s ide nts .  No s e lf- adve r tis ing of bus ine s s , e tc . will be  

pe rmitte d. 
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• Any que s tions  or  conce rns  s hould be  re fe r re d to the  VP of Fundrais ing. 
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1 0 .  T IP P IN G P OLICY BELLEVIEW ELEMEN T ARY 

 

T he re  are  not any Dis tr ic t or  re gulate d guide line s  for  tipping for  s chool 

functions  or  fundrais ing e ve nts . Bas e d upon dis cus s ions  with the  Che rry Cre e k 

Schools  Pare nts  Council we  have  come  up with the  following tipping policy: 

 

1. All tips  are  to be  give n by the  tre as ure rs  pre s e nt a t the  e ve nt.  

2 . Ple as e  do not take  it upon yours e lve s  to de cide  the  tipping amount or  who 

s hould be  tippe d. If you have  que s tions  ple as e  contact the  tre as ure rs  pr ior  

to the  time  of the  e ve nt. 

3. Pizza or  food de live ry tips  s hould be  no more  than 10% of the  total cos t of 

the  food ite ms  to be  de live re d. IE: if pizza is  to be  de live re d for  $100.00 

tip no more  than $10.00 

4. For  Se cur ity Guards , Cus todians , Food Se rvice  He lpe rs  ple as e  tip the m 

only $25.00 pe r  pe rs on.  Ple as e  dis cus s  the  amount of pe ople  to be  tippe d 

with the  tre as ure rs  pr ior  to the  day/night of the  e ve nt.  

5 . If s pe cial c ircums tance s  whe re  a  committe e  fe e ls  that a  tip or  gratuity 

ne e ds  to be  give n to othe r  than thos e  lis te d above  ple as e  contact the  

tre as ure rs  pr ior  to the  e ve nt.  
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BELLEVIEW PTCO REIMBURSEMENT REQUEST  
Sales Tax Exempt # 98014110  
 
 
Date:  
 

 
ITEM PURCHASED BUDGET CATEGORY  AMOUNT  
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

___________________________Total Requested________________________________ 
  
 

 

*** RECEIPTS MUST BE ATTACHED BEFORE PAYMENT CAN BE MADE ****  
CHECK IS TO BE:  

 
Left at school in your box/folder____ left in treasurer’s folder____ Mailed to address below____  

 
Check Payable to: ______________________________________________  
 
Address (if check is to be mailed): ____________________________Zip___________ 

 
 
Signature:   ____________________________________ 
  
 
 
For Treasurer’s Use Only  
 
Paid by check # ____________________________  
Date Paid  __________________________  

Account	
   	
   ________________________________________	
  

 


