
 

CME PTO Board Meeting Agenda 
 

Date: 02/05/2025 
Call to Order Time: 9:35 am 

 
 

Guests: NA     P=Present NP=Not Present 
 
I. Call to Order  

9:35 am  
Quorum is present. 

II. Minutes of the Previous Meeting 

Administration Rep Ms. Viado P 
Administration Rep Mr. Mackay P 
Administration Rep Jennie Lam P 
Teacher Rep Ms. Benson P 
President  Anne Vaughn P 
Vice President Connie Khawaja P 
Treasurer Connie Khawaja P 
Recording Secretary Janet Berry  P 
Corresponding Secretary Sarah Yoo  P 
Parliamentarian Jennifer Varnell P 
VIPS  Jessica McCauley P 
VIPS Christine Micheletti  P 
VIPS Adriana Spenzieri NP 
Fundraising Amber McCoy NP 
Fundraising Stephanie Rice P 
Fundraising Tiffany Seijo NP 
Gifts Natalia Nicastro NP 
Gifts Rosanna Isaguirre NP 
Gifts Lubna Faizal P 
Hospitality  Victoria Greenleaf P 
Hospitality  Unnati Naik NP 
Hospitality  Sonia Joshi P 
Hospitality Natalie Simmons NP 
Publicity Racheli Tamir  P 
Publicity Victoria Greenleaf P 
Spirit Wear/Nights  Holly Klingaman P 
Spirit Wear/Nights  Amanda Sauer NP 
Membership  Changjun (June) Shen NP 
EEPS  Amani Rabadi NP 
EEPS  Evelyn Sly P 



 

-Motion passed for approval of last month’s meeting minutes (01/15/25), Victoria 
motions, Lubna seconds. 
 

III. Administration:  
-Viado: STARR Interim testing happened. Makeups are going on. And then teachers 
score it, they will be in soon. 
-Smencil sales are going on this week STUCO. 
-TELPAS (ESL) practice is going on-they are practicing on the computer.  
-6th is Magpie spirit day (tomorrow) 
-7th is PTO fun run and 5th grade FSMS trip,2nd and 5th grade’s outclass was switched 
to accommodate that.   
-Next week, the 7th is world read aloud day in the library 
-following week, smencils and TELPAS are still going on 
-10th, Apex is coming to give out prizes 
-11th and 12th are valentine parties, the newsletter will have a message about long 
waits for signing kids out to go home after.  11th is Pre-K to 2nd grade’s party (1:00 to 
1:30) and ABC Sails (2:00 to 2:30) 
-12th are grades 3 to 5th parties (2:00 to 2:30) 
-13th Early release 
-14th No school 
-17th No school 
-18th -28th TELPAS Window,  
-18th 4th grade field trip to Houston Symphony (possibly, on calendar but it seems no 
notification has gone out- will verify) 
-19th Spring pictures 
-25th Team Lead meeting, if you have any info to be given out, please let admin 
know. And a dental talk for Pre-K and Kinder,  
-26th Bingo is canceled, interim practice STARR for 5th grade science, 1st grade rodeo 
roundup 
-27th Pokeman day in the library. Ms. Crabtree to verify 
-28th No school 
-March 3rd Interim STARR 5th grade Math (there is a window for these tests, they 
need to be finalized) 
Windows  April 14-16 ELA STARR test 

April 17-23 Science STARR 
28-30 Math STARR 

-March 4th Faculty meeting with staff, let her know if you need anything pushed out. 
Interim STARR math for 4th grade 
-March 5th PTO meeting, Read Across America, 3rd grade interim Math STARR 
-Spring Break 
-Interim STARR testing was given by district to avoid over testing. Give practice on 
systems and software, can flag and focus studies on all subjects. 1 practice given. 
TEA can look at practice STARR testing.  
 



 

IV. Teacher Representative 
- Ms. Bensen: The teachers were very happy with stock the fridge and was asking if 
PTO could do again at STARR time?  
Victoria: discussed how to do it as April hospitality’s event.  Taking carts around with 
snacks isn’t possible because no visitors allowed but maybe a stock the fridge but 
spread it over the 3 weeklong STARR testing period on a smaller scale. Maybe 
buckets with snacks left in Ms. Sara Jane’s office when they pick up their test 
packets. PTO can get with Jennie so they can buy stuff together.  
-STUCO will need some volunteers from PTO to hang banners in the 3rd, 4th and 5th 
grade hallways. They plan on making for STARR period but can’t reach or them up 
and will need help.  
 

V. Reports of Executive Officers 
a. President  
-Anne: Tireless Tiger award goes to Recording Secretary for fast turnaround on 
minutes and Fun Raising for Fun Run 
-Gala basket, items are being collected today, please leave them here after meeting.  
-if anyone is needing help in their positions, please ask Anne! She is available to 
help. 
 
b. Vice President 
-Connie: Jan. 30 and 31st was Tiger Store. Thanks to Victoria for donating all the 
Squashmallows and they were a huge hit! Next Tiger Store, Victoria volunteered to 
donate Hot Wheels. The kids had lots of Tiger money. Viado was happy to hear that 
as that means the kids are getting rewarded. 4th grade used Dojo points and that 
was nice… less counting of the money.  
Viado: other schools are using PBIS, so you can purchase anytime and uses a point 
system and the prizes come to the school. She is looking into it next year as it might 
be easier, but she will have to check to see how the prizes are. Ours are pretty good.  
 
c. Treasurer 
Connie: Met with Wells Fargo the day after the last meeting. The debit card was 
ordered and has come in.  Met with Melanie and all the merchant accounts were 
transitioned, PO Keys turned over, checks, passcodes, software accounts etc. were 
transitioned. QuickBooks credit card merchant account was closed/re-opened under 
Connie’s name 
5 areas to address: 
-Bank reconciliation, caught up through end of Jan. Will be approved by Admin 
which is mandated in bylaws. Cash is in balance and all is good 
-Taxes were filed in November Federal Form 990, January sales and use tax was filed 
and all 1099s were sent to our vendors, all done prior to Connie taking over 



 

-Revenue reconciliation: Donor box, Stripe, Luma pay, checks money is coming in 
from many areas. Connie is working on getting receipts lined up to financial 
statements. Carnival is done. 
-Expenses are captured currently on a USB storage, jot form, treasurer email and 
hard copy. The goal is to get that in 2 places, on QuickBooks and electronically in a 
file. Best practice, attach to QuickBooks.  
-Process efficiencies, 2 areas are expense report and QuickBooks payment 
processing. Want to use QuickBooks invoicing tools. It will make it much easier on 
the process by payments online. A yearbook purchase was just tested and it worked 
great. Pre-coded as income in QuickBooks and money deposited in the account in a 
day or 2. 
-Expense side, prefer to have everything on JotForm or online. Teachers please also 
use. 
-please pay for personal items separately, so that they don’t come on the same 
receipt as the one being turned in 
-Amazon invoices, please attach invoices, not screen shots, with reimbursement 
process 
-Carnival revenue has been reconciled, and all is good (including bands, spirit wear 
and food). Issues were a lack of understanding of QuickBooks 
-cash and all actions are captured in the reports so they will be very long, they will 
not be printed but can be looked at in the email.  
 
Beginning Balance (as of July 1st, 2021) $69,050.77 
Income This Year   $58,569 
Expenses This Year   $(50,065) 
Current Balance  $77,555 
Net Revenue: $8,504 as of January 31st 
-January financials were provided, and she would like to do that to only cover the 
month. January was a quiet month but to summarize: 
Revenue was 5th Grade T-shirts (opened up to parents and teachers), marquis 
purchases, Thai cottage spirit night donation $200 and sold 1 yearbook for a total of 
$548 
Expenses: 1 teacher reimbursement, pre-K field trip to children’s museum, 5th grade 
party deposit, bingo cards for valentine’s parties, credit card fees, tiger store 
purchases, sales and use tax, Ms. Hood’s teacher of the year, staff recognition gift 
cards, cost associated with filing 1099 taxes for a total of $2,183 
Question: 5th grade field trip, has it happened yet. The other trips were not field trips 
(Biz Town and Middle School tour), they will be going to a baseball game later in the 
year. 
- we have received $59,000 of the $90,000 revenue we had budgeted for so we will 
exceed after the fun run and auction. We have spent $50,066 on the $105,000 
budget so we have $55,000 to continue spending. 
-Connie will meet with committees this month to cover budget items for next year. 



 

Connie with Vacancy Report: Jennifer and Sarah found a person who was interested 
in treasurer position, at this time the open treasurer position is deferred to get all 
the issues set so this month there will not be a transition, Connie will remain in the 
position.  
Holly: a treasurer assistant would be helpful, especially at the end of the year to 
cross check receipts and maybe a background or financial check on the treasured 
person.  
Stephanie recommends new people coming in should attend a few meetings from 
the previous year 
-Viado points out that the bylaws do not indicate experience is needed. But 
something that could be added to the bylaws is an extension of the 2-year limit to a 
position so that if needed, someone could remain in a position to keep the PTO 
operational, it is very difficult to have a PTO dissolve and then reform. 
-Bylaws should be updated to change the wording to be more specific for what the 
job entails.   

 
d. Recording Secretary 
Janet: Jot Forms are very helpful if you have lots to say.  
 
e. Corresponding Secretary 
Sarah: Nothing 

 
f. Parliamentarian 
Jennifer: Having trouble with Adobe so she hasn’t sent out the verification to be 
signed that you read the bylaws.  
-For the Nominating committee to fill roles for next year, volunteer please! You can’t 
be on the committee if you were on it last year. There are positions that need to be 
filled. There will be a ballot online in March and an election period of 1 week. 
Present results at the April board meeting.  

 
VI. Reports of Standing Committees 

a. Gifts: Lubna 
-Finalized the electronic survey for teachers and parents and have done a draft 
email. This is with Admin, once they give approval it will go out this month. 

 
b. Hospitality 
Victoria: -Feb. 24th Monday for the teacher BBQ, MacKay is cooking. It will be in the 
teachers’ lounge, rodeo themed. There will be a sign up for teacher duty and items.  
-March’s hospitality will be coordinated around international week. So the teacher 
luncheon day will be the 20th. 



 

-Internation week is 17-20th. March 17 is Map day, 18th is snack day, 10th is parade 
and night festival, and 20th is teacher luncheon.  
-Viado, a teacher would like to present her dance group at the festival 
-Jennifer, Lubna, Sarah and Racheli are on the International Fest committee and 
would like to meet with Viado on some logistics when she can. Lubna will send Ms. 
Bensen a newsletter on the events to keep the teachers updated.  
 
c. Membership 
June: Nothing 
 
d. Publicity 
-Victoria: Caught up! Need 1 week in advance please and use the Google form.  
 
e. VIPS: Christine 
-Valentine’s parties the popcorn has been ordered from HEB, VIPS will not help with 
missing items it was too much back and forth. But they will have some things to help 
with if needed GLCs are checking the lists and monitoring. Games are up to you. 
Bingo will be provided. Aiming for equity 
-District VIPS meeting: career and technical education center. Every secondary and 
high school campus, course selection includes drones, cyber security heath care etc.  
They are also looking at updating their Volunteer of the Year guidelines.   
Viado: recommended Hobbs to bring in kinds from Reese for our career days. So 
many engineers come, and they could use different backgrounds.  
 
f. Fundraising 
-Stephanie: As of this morning $47,000 for the Fun Run. Volunteer spots are all taken 
except for Pre-K and Kinder, they still need volunteers.  No change of clothes will be 
needed. Apex will supply bubble solution but not bubble machine. There are also 
lots of bubbles in the PTO closet. Stephanie bought a bubble machine, will get 
reimbursed. 
Auction: if you visit a place often, please ask them to be a part of our auction. Or let 
Fundraising know and they will pursue them.  
Question: What platform for auction? Give Butter will probably be used. 
 
g. Spirit: Amanda 
- Upcoming Spirit Nights: 
Last month was Thai Cottage and it brought in $200 
Tomorrow is Magpies Gifts all day (10-12 are mimosas) 
March 26th – Chuck E. Cheese 
April 24th is Altitude 
May is Yogurt Land 
Fire Sale before Field Day for Spirit Shirts 
 



 

h. EEPS 
-Evelyn: Nothing for Feb. One last thing to schedule. Discussion with Viado about 3rd 
grade in March.  
Christine: recommends Space City Weather Guys. They are Houston and really 
funny. Probably 2nd and up. One grade has a big weather unit.  

 
VII. Unfinished Business 

-None 
 

VIII. New Business 
-None 
 

IX. Announcements 
-Feb 7th: Fun Run 
-Gala Basket is going after the meeting 
-Think about what you want to do on the PTO  

 
X. Adjournment 

Stephanie motions for meeting to adjourn, Victoria seconds, Adjournment Time: 
11:02 am  

 


