
Mount Eagle Elementary School Parent Teacher Organization Bylaws 

ARTICLE I - NAME

The name of the organization shall be the Mount Eagle Elementary School PTO. 

ARTICLE II - OBJECTIVE

To sponsor events and activities that are inclusive, represent the diversity of the school population, promote learning and the welfare of students, and build a sense of community among the students, families, and staff of Mount Eagle Elementary.

ARTICLE III - MEMBERS

Mount Eagle Elementary School PTO membership will be open to teachers, parents or guardians of students, and staff of Mount Eagle Elementary School. 

The membership year will correspond with the school year. 

Members will be asked to make an optional donation at the beginning of the school year.
  
The Mount Eagle Elementary School PTO Board will determine a suggested donation amount for the new school year at the first Board Meeting following their election in May. 

Any member is eligible to vote on any motion at Mount Eagle Elementary School PTO Monthly General Meetings. 

ARTICLE IV - BOARD MEMBERS

A board member must be a member of the Mount Eagle Elementary School PTO.

A board member must have a child currently enrolled in Mount Eagle Elementary School.

No board member shall hold more than one board position at a time or serve for more than two consecutive terms in that position. A board member may continue in their position for one year after their term expires, if a replacement cannot be found. 

The Mount Eagle Elementary School PTO Board will consist of a President, Vice President, Secretary, and Treasurer. Any of the positions can be co-chaired. 

ARTICLE V - BOARD MEMBERS DUTIES 

Will attend 75% of the board and Mount Eagle Elementary School PTO General meetings. 

Mount Eagle Elementary School PTO Board Meetings shall be held prior to general meetings.
 
President

Will preside at all PTO Board General and Special meetings. 

Will coordinate the work of the board members and the committees to facilitate educational and extracurricular activities. 

Shall communicate, cooperate, and maintain a supportive relationship with the Principal. 

Will represent Mount Eagle Elementary School PTO for both in and out of school activities.

Will appoint special committees when needed. 

Will provide a summary year-end report of his/her year in office to give to the new President at the joint Board meeting. 

Will be an ex-officio member of all committees, except the Nominating Committee.

Vice President 

Will act as an aide to the President and assume the duties of the President during his/her absence. 

Will provide a written year-end report to the new Vice President at the joint board meeting. 

Secretary 

Will record minutes at each meeting of the Mount Eagle Elementary School PTO. 

Will submit a copy of the minutes to all officers and members prior to the next Mount Eagle Elementary School PTO General meeting. 

Will keep attendance records for all Mount Eagle Elementary School PTO meetings. 

Will notify Mount Eagle Elementary School PTO members of all meetings.

In case of the Secretary’s absence from any meeting, a board member will be appointed to take the minutes. 

Will keep copies of the minutes, bylaws, membership list, end of the year reports, and other necessary documents.

Will provide a written year-end report to the new Secretary at the joint board meeting. 

Treasurer 

Will handle all funds of the Mount Eagle Elementary School PTO.

Will present a financial report of the collections and expenditures and call attention to any unusual items at each Mount Eagle Elementary School Board meeting, verbally and/or in writing. 

Will provide a written Year to Date and annual financial statement at each Mount Eagle Elementary School PTO General meetings. 

Will maintain an accurate account of all receipts, disbursements, and other pertinent financial information of the Mount Eagle Elementary School PTO.

An Audit Committee of two (2) Mount Eagle Elementary School PTO members will conduct an annual audit of the financial transactions. Once satisfied that the report is accurate, the committee will sign a statement at the end of the report certifying its correctness.  

Will disburse funds approved by the Mount Eagle Elementary School PTO board. All members of the board must be notified of request for reimbursement of non-budgeted items up to $100.00 without Mount Eagle Elementary School PTO membership approval. A majority of the board must approve the purchase. 

Will file required tax forms by the end of fiscal year. 

Will provide a written year-end report to the new Treasurer at the joint meeting. 


ARTICLE VI - OTHER POSITIONS

Teachers’ Liaison

Attend or send a representative to all general membership PTO meetings. 

Act as advisor and liaison between staff and the PTO organization. 

Help maintain open lines of communication between parents and teachers. 

Help coordinate PTO sponsored activities in the classroom. 


Report to teachers on PTO activities. 

Executive Board Committee
The executive board committee is a representative group of the organization and shall consist of the officers of the organization.  
The duties of the executive board committee shall be: 
To transact necessary business in the intervals between regular meetings and such other business as may be referred to it by the organization or committees requiring or needing assistance. 
To create standing and temporary committees necessary to carry out the objectives and aims of this organization. 
To present a report of plans, projects, activities, etc., at the regular meetings. 
To approve routine bills. 
All meetings of this committee shall be called meetings as deemed necessary. 
Twenty four hour notice should be given for special executive board committee meetings. 

Standing committees
Standing and special committees shall be determined annually at the June meeting of    the organization. 
Committee chairperson/persons shall be issued committee guidelines by the executive board committee. 
The chairperson will present written or oral progress reports to the membership at the   Mount Eagle Elementary School Executive Committee meetings. 
The chairpersons of committees shall present plans, verbally or in writing, to the Mount Eagle Elementary School PTO Board before he/she begins work. 
A person will not be eligible to serve as a chairperson or co-chairperson on the same committee more than 3 consecutive years, unless approved by the Mount Eagle Elementary School PTO Board. 
The chairperson must keep track of all expenses and profits according to the Treasurer’s accounting procedures. 
Prior to the event or activity, the chairperson must inform Mount Eagle Elementary School students, parents, and staff. The chairperson should use the Communication folders, newsletter, electronic communication, and/or telephone trees.

ARTICLE VII – POLICIES

The Mount Eagle Elementary School PTO shall be non-commercial, non-sectarian, non-partisan and non-political, and will not endorse a commercial enterprise or candidate. 

No part of the net earnings of the association shall inure to the benefit of, or be distributable to its members, directors, officers, or other private persons, except that the association shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purposes set forth in Section 4 hereof. No substantial part of the activities of the association shall be the carrying on of propaganda, or otherwise attempting to influence legislation, and the association shall not participate in, or intervene in (including the publishing or distribution of statements) any political campaign on behalf of (or in opposition to) any candidate for public office.

This association is formed exclusively for charitable and educational purposes,
including, for such purposes, the making of distributions to organizations that qualify as exempt organizations under Section 501(c)(3) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States Internal Revenue Law).

The Mount Eagle Elementary School PTO will seek neither to direct the administrative activities of the school nor to control its policies. 

Mount Eagle Elementary School funds will not be used for any items, programs or events that do not directly benefit the students and/or staff at Mount Eagle Elementary School. 

Special monetary requests for non-budgeted items must be submitted to the Mount Eagle Elementary School PTO board. Discussion and voting for approval of the request will be made at the next Mount Eagle Elementary School PTO General Meeting. 

The Mount Eagle Elementary School PTO board will submit a tentative budget for the new school year to the membership for approval at the first Fall General meeting. 

The Mount Eagle Elementary School PTO will comply with the policies and procedures of Mount Eagle Elementary School regarding building usage, communications and events.

ARTICLE VIII- ACCOUNTING PROCEDURES 

Notwithstanding any other provisions of these articles, the association shall not
carry on any other activities not permitted to be carried on (a) by a corporation exempt from Federal income tax under Section 501(c)(3) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States Internal Revenue Law), or (b) by a corporation, contributions to which are deductible under Section 170(c)(2) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States Internal Revenue Law).

Upon the dissolution of the association, the Board of Directors shall, after paying or making provision for the payment of all of the liabilities of the association, dispose of all of the assets of the association exclusively for the purposes of the association in such manner, or to such organization or organizations organized and operated exclusively for charitable, educational, religious, or scientific purposes as shall at the time qualify as an exempt organization or organizations under Section 501(c)(3) of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States Internal Revenue Law), as the Board of Directors shall determine.

Expense Guidelines
Reimbursements for all expenses will be made only after receipts for expenditures have been documented on the Check Request and/or Expense forms. These forms should be submitted to the Treasurer within 30 days. Requests made without paper receipts will not be processed for reimbursements. 

A cash advance to cover expenses prior to a purchase must be documented in detail on the Check Request form at least 5 days in advance. All unused monies must be returned to the treasurer immediately following the purchase. 

Deposit Guidelines 
All monies raised for the Mount Eagle Elementary School PTO must be documented on the Deposit form and submitted to the Treasurer immediately. 

ARTICLE IX - ELECTION OF OFFICERS 

The Secretary’s election duties include notifying the membership of the upcoming election, identifying candidates that represent the diversity in the student population, providing a mechanism for self-nominations and anonymous written nominations, and counting the ballots cast for each candidate. 

An election ballot will be developed to include nominations for each board position. 

Nominees will be notified and may decline his/her nomination and will be removed from the ballot. 

The Mount Eagle Elementary PTO members will be notified in writing of the election at least (21) twenty-one days prior to the voting. 

Voting shall be done by a secret ballot at the PTO meeting in May. Each member will receive one ballot. Ballots will be available in the office one week in advance of the May meeting. Ballots will also be available at the May meeting. The results will be announced the day after the May meeting.

A person receiving the plurality of votes for each position will become next year’s officer. 

In the case of a tie, the Mount Eagle Elementary School PTO board will cast the deciding vote. 

A vacancy occurring on the Mount Eagle Elementary School PTO board can be filled for the unexpired term by an Mount Eagle Elementary School PTO member appointed by the Executive Board. 

If a vacancy occurs in the office of the President, the Vice President shall fill it for the unexpired term. 

ARTICLE X - MEETINGS

The executive board committee shall meet a minimum of 6 times during the school year and once during the summer. 
The regular meetings of the organization shall be held at least 6 times during the school year. The dates and times of the meetings will be determined by the executive committee prior to the start of school and will be varied so as to make them accessible to as many members as possible.         
Special meetings may be called by the organization or the executive board committee. Appropriate notification will be given to the school populace by the president of the executive board committee. 
Three officers present at any meeting shall constitute a quorum necessary for the transaction of business of the organization. 

ARTICLE XI - AMENDMENTS

The bylaws may be amended or changed by a vote of the majority present at any general meeting of the Mount Eagle Elementary School PTO. The amendment must be submitted in writing to the general membership prior to the vote and presented at a previous general meeting. 
All officers shall perform the duties outlined above as well as any other duties prescribed in these bylaws; and such other duties as may be delegated to her/him.  
All officers shall deliver to their successor’s official materials at the close of their service of office.

