By-Laws of the

Dean A. Naldrett Elementary Parent Teacher Organization (PTO)

Dean A. Naldrett Elementary

47800 Sugarbush 

Chesterfield, MI  48047
Article I – Name

The name of this organization shall be the Dean A. Naldrett Elementary Parent Teacher Organization (PTO).  It will hereafter be referred to as the organization or the PTO.  The Dean A. Naldrett Elementary PTO is not a local unit of the Michigan or National PTA.

Article II – Mission and Objectives

Section 1:
The mission of the Dean A. Naldrett Elementary PTO:

a. To promote the welfare of children and youth in home, school and community.

b. To provide children with experiences that will enhance their learning and improve their quality of life.

c. To actively promote a close working relationship between home and school.

Section 2:
The objectives of the Dean A. Naldrett Elementary PTO are promoted through an educational program directed toward parents, teachers and the general public; through conferences, committees, projects and programs. The PTO is organized exclusively for charitable and educational purposes under Section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future federal tax code.  
Article III – Basic Policies

Section 1:
The organization shall be non-commercial, non-sectarian and non-partisan.

Section 2:
The name of the organization, or names of any members in their official capacities, shall not be used in any connection with commercial concern, partisan interest, sectarian interest, or for any purpose not appropriately related to promotion of the Mission and Objectives of the Organization.

Section 3:
The organization shall work with the school to provide quality education for all children.  It shall seek to participate in the decision-making process of establishing school policy, recognizing that the legal responsibility to make decisions has been delegated by the people to the Board of Education.

Section 4:
The organization may cooperate with other organizations and agencies, but persons representing the organization in such matters shall make no commitment that binds the organization.

Section 5:
Upon dissolution of this organization, assets shall be distributed to the Dean A. Naldrett Elementary School or, if that organization is not existing at the time, assets shall be distributed for one or more exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future Federal Tax Code, or shall be distributed to the Federal Government, or to a State or Local Government, for a Public Purpose.

Article IV – Membership

Section 1:
The principal, teachers and any parent or guardian representing a student at Dean A. Naldrett Elementary who subscribes to the mission, objectives and policies of this organization may become a member of the PTO, subject only to compliance with the provisions of the by-laws.   Membership in this organization shall be available without regards to race, color, creed or national origin.


These members will have the right to attend and provide input at any open meetings for the PTO.  Members are encouraged to volunteer for the organizational fundraisers, functions, and any and all events sponsored by the school and/or the PTO.  Members shall also participate in the electing of the Officers of the PTO Executive Board.

Section 2:
The organization shall conduct an annual enrollment of members, although persons may be enrolled as members at any time.

Section 3:
Each member of the organization shall pay annual dues of $2.00 to the organization.  A member must have paid his or her dues and attend a minimum of one meeting, prior to a meeting with a vote to be taken, to be considered a member in good standing with voting rights – except for the first general meeting of the school fiscal year where previous members in good standing shall be the only members with voting rights.

Section 4:
The membership year shall be from the first day of July through the thirtieth day of June the following year.

Section 5:
Treasured Volunteers are persons who are not eligible for membership, therefore, do not have to pay annual dues and are not able to vote at any meeting.  These Treasured Volunteers would be family members of children attending Dean A. Naldrett Elementary, or friends that have the willingness to volunteer their time to Dean A. Naldrett Elementary PTO events.

Section 6:
All PTO Members & Treasured Volunteers must have an approved volunteer registration form on file with Dean A. Naldrett Elementary before volunteering.

Article V – The Executive Board Officers/Director’s and Elections

Section 1:
The Executive Board Officers shall be a President, Vice President, Treasurer, Secretary and Dean A. Naldrett Elementary building Principal. 

a. President.  

1.
The President shall preside over meetings of the organization and executive board.

2.
Serve as the primary contact for the Principal & represent the organization at meetings outside the organization as needed.

3. 
Coordinate the work of all the officers and committees in order that the mission of the organization be served.  

4. Act as ex-officio member of the board and general meeting of the organization.

5. Complete Michigan State Sales Tax Forms to be filed annually, according to Michigan Law – January 1st – December 31st every year even if there is no money owed.

6. Assist Treasurer with 990 Forms for the US Treasury to be filed in the fiscal year – Dean A. Naldrett Elementary PTO’s fiscal year as stated with the federal government is July 1st – June 30th annually.  All tax forms to be submitted to CPA for filing of the federal taxes by December deadline each year.

7. Maintain contact with Christine LaTour, CPA of Stewart, Beauvais & Whipplie, 1979 Holland Avenue, Port Huron MI  48060, (810) 984-3829, who has Power of Attorney for Dean A. Naldrett  Elementary PTO regarding 501(c)(3) Non Profit Status.

8. Assist Treasurer regarding all financial documents and serve as acting Treasurer if needed.

9. Compile and edit the PTO Newsletter at least two times a year.

10. Update PTO Bulletin Boards regularly.

11. Prepare an agenda seven (7) days prior to that meeting and post on the PTO bulletin board.

12.
The President may authorize expenditures not in excess of fifty dollars ($50) a month without the permission of the Executive Board.

b. Vice President.  

1. The Vice President shall assist the President and carry out the President’s duties in his or her absence or inability to serve. 

2. Handle purchasing items as needed for PTO & researching for the best available prices.

3. Create and coordinate all volunteer sign-ups & throughout the year for PTO events.

4. Compile a list of bakeries & contact them when needed for all PTO functions.
5. Coordinate “Family Nights” and “Community Nights Out”.

6.
Retrieve messages from the PTO Mail Box and respond to them in a reasonable time frame, including informing other executive board members.
7. Perform such other duties as may be delegated to the office of Vice President. 

c. Treasurer.  

1. The Treasurer shall receive all funds of the organization, be custodian of the funds of the organization, and deposit the funds in depositories approved by the board.

2. Keep an accurate record of receipts and expenditures.

3. Disburse the funds of the organization as directed by the vote of the organization.  

4. He or she will present a financial statement at every meeting and at other times of the year when requested by the executive board, and make a full report at the end of the year.  The accounts of the Treasurer will be audited at the end of each school year as to permit an audited account to be turned over to the incoming Treasurer at the executive board meeting in August.  The Treasurer will respond to ALL questions or remarks in writing from the Audit and report to the President.

5. At the first general membership meeting, present an annual budget for approval to the members of the organization.

6. Register the signatures of the officers, including the building Principal.
7. All checks must have two (2) Executive Board Member signatures before the check can be released for payment.  Executive Board Members cannot sign a check written for them.

8. Checks ordered by the Treasurer shall be in duplicate form.

9. Taxes must be filed with the State of MI for Sales Tax annually January 1st – December 31st and with the Federal Government US Treasury according to Dean A. Naldrett Elementary PTO’s fiscal year as stated July 1st – June 30th.
10. Perform such other duties as may be delegated to the office of Treasurer.

d. Secretary.  

1. The Secretary shall keep accurate records of all regular meetings and attendance of the organization.

2. Complete Facility Request Forms for general meetings.

3. Take and record general meeting minutes for review and approval of the President seven (7) days after that month’s meeting.

4. Send reminder notices of meetings to the membership. 

5. Keep a copy of the Minutes Book, By-Laws, Committees, Membership List and any other necessary supplies and bring them to all general meetings.

6. Maintain inventory of all PTO items on an Inventory Sheet.

7. Handle the hospitality aspect of the PTO.

a. Coordination of Refreshments at meetings.

b. Coordinate a babysitter for all general meetings.

c. Purchase general meeting door prizes.

d. Sends cards & notes as needed.

8. Perform such other duties as may be delegated to the office of the Secretary.

e.    Principal.

       1.   A Permanent Director of the Dean A. Naldrett Elementary PTO.  See Article VIII, Section 1.

Section 2:
The “Executive Board” shall consist of:  President, Vice President, Treasurer, Secretary and Principal.  The officers or “Executive Board” are also the acting Directors of the Dean A. Naldrett Elementary PTO.  The Principal shall be considered an acting director at all times.  There must be at least three (3) directors operating the organization, any less than three would negate the existence of the organization and dissolution proceedings shall commence.  The Executive Board, general membership and Principal will have a vote.

Section 3:
Nominations and Elections.

a. The election process shall be the responsibility of the PTO Executive Board Officers.

b. New officers will be nominated in the March and April meetings, and then voted on in the May meeting.  Nominees must be present at the May meeting to be voted on.   


Section 3:
Eligibility.  Members are eligible for office if they are members in good standing with the board. See Article IV, Section 3.

Section 4:
Terms of Office.  Officers are elected to a term of two (2) years, although an officer may resign at any time it they do not wish to complete their term.  Officers are not eligible to serve more than two consecutive terms in the same office.  If a resigned officer wishes to hold an office again, they must wait a period of one (1) school year before submitting their name for nomination.
Section 5:
Vacancies.  If an officer is unable to complete their term, nominations and election for the position will be held at the next regular meeting.

Article VI – The Executive Board/Director’s and their Duties

Section 1:
The Executive Board shall consist of the officers of the organization in collaboration with the Principal of Dean A. Naldrett Elementary.  

Section 2:
The duties of the Executive Board shall be:

a. To transact necessary business between meetings in preparation for the general meeting, create standing rules and policies, create standing and special committees, prepare and submit a budget to the membership, approve routine bills, and prepare reports and recommendations to the membership.

b. To appoint an auditor to examine annually the treasurer’s report, who, satisfied that the treasurer’s report is correct, shall sign a statement to the effect at the end of the report. The books shall be audited following the May meeting, but before the September meeting. 

c. There shall be two (2) officers present for the counting of organization monies.

d. To periodically review the by-laws of the organization to determine if changes need to be made.

e. The Executive Board may allocate no more than $300.00 of the organization general funds without a vote of the membership at the regular monthly meeting. 

f. The board shall approve all expenses of the organization that are within the already approved budget. 

g. Approve the plans of the committees.

h. Appoint replacements to fill vacancies in offices and committees.

i.     There must be a minimum balance in the PTO account of $4,000 carried over at the end of each school year.
Section 3:
Regular meetings of the Executive Board shall be held every other month during the school year and as needed in the summer, to be determined by the board.

Section 4:
Any officers leaving office will leave all materials with the new officers at the end of the school year.    

a. Any officers leaving office must sign off at the current Bank Institution if their name was on the account by the end of the school year.

Article VII – Removals

Section 1:
Removal of board members:

a.  
Any board member who misses three (3) meetings within a school year will be considered having vacated his or her position and the vacancy will be filled by the Board.

b. Any board member may be removed from the board by an affirmative vote of two thirds of the membership at any general or special meeting called for that purpose, for conduct detrimental to the interests of the school, or for refusal to render reasonable assistance in carrying out the objectives of the board.


Article VIII – Special Representatives

Section 1:
Principal – The Principal shall be considered an acting Director at all times and shall hold an advisory capacity upon the executive board.  Their responsibility to the organization is to facilitate, through knowledge of school policy and activities, the promotion of the organization and its activities and projects.  The Principal shall advise the board and organization on school policy, school ground usage, student activities, distribution of information, and relation of any information deemed necessary to the mission of the organization or the promotion of said mission.  They shall relay information regarding organization directed to this office, to organization president and/or any designated representative thereof.  The Principal may be requested to make and relay reports concerning the school’s policy, current student information and/or current school-to-organization related information for executive board and general meeting.  The Principal will approve all communications sent under the Naldrett PTO name.  The Principal shall have no voting rights within the quorum of the executive board, but retains final approval on any function or project.

Section 2:
Teacher Representative(s) – They shall bring before the organization and executive board any issue or concerns regarding the teaching staff of Dean A. Naldrett Elementary that would pertain to the organization’s needs, programs, or projects.  The representative may bring requests (non-monetary) or ideas that are suggested by staff and advise the organization and staff.  The representative may be requested to make and relay reports concerning the above to both the executive board and at general meetings (Teacher’s Report).  The teachers shall have no voting rights within the quorum of the executive board.

Article IX – Meetings

Section 1:
The regular meeting of the organization shall be held every other month during the school year.  Meeting dates and times for the whole school year will be established before the start of school after collaboration with the principal of Dean A. Naldrett Elementary.

a. Meeting reminders will be announced in school newsletters, flyers or in the PTO Newsletter.

b. A seven-day notice shall be given of a change of date or time.
Section 2:
The annual meeting will be held at the last meeting of the school year.  The annual meeting is for receiving reports, electing officers, and conducting other business that shall arise.  

Section 3:
Special Meetings.  The executive board may call a special meeting with 48-hour notice having been given before said meeting.

Section 4:
Motions voted on the regular monthly meetings must pass by a majority vote of the members present at that meeting.  The privilege of voting, membership, holding office, introducing motions and debating shall be limited to the membership of the organization who are in good standing (see Article IV, Section 3).

Section 5:
Approval of new funding requests outside of the approved budget may not occur without a current and approved Treasurer’s report.

Article X – Standing and Special Committees

Section 1:
The executive board may create such standing committees as it may deem necessary to promote the objectives and carry on the work of the organization.

Section 2:
The committee chairperson must be in good standing membership of the organization (see Article IV, Section 3).

Section 3:
Each committee shall present a plan of action to the executive board for approval.  Each chairperson will assist in gathering several volunteers to help with their related event.

Section 4:
The chair of each committee will collect receipts/bills and submit to the Treasurer for disposition.  No committee work may be undertaken without the consent of the executive board.

Section 5:
All committees shall report to the executive board any findings that may need immediate attention.  

Section 6:
Committees shall report findings or suggestions at regular monthly meetings following any committee meeting.


Section 7:
The executive board may appoint additional committees as needed.

Section 8:
Each committee will have an appointed executive board member who will provide full assistance in their committee.  

a. The organization’s funds shall be handled on school grounds, processed in a timely fashion, and kept in the school safe until turned over to the Treasurer for deposit.  All checks should be made out to: Dean A. Naldrett PTO (see Article VI, Section 2c).
b. Before purchases, check with the officer for items that the PTO already has in stock (IE: plates, napkins, utensils, water bottles, pop, office supplies, bags decorations, etc.).  Please use up present supply before purchasing any additional items & notify committee chair what has been used so inventory can be updated. 

c. Conserve the budget allocated for each committee.

Section 9:
Such committees automatically go out of existence when the work is done and the final report is received.

Section 10:
The executive board is to decide whether to return, keep in inventory or sell unopened and/or unused products after an event.

Article XI – Parliamentary Authority

Section 1:
The rules contained in Robert’s Rules of Order Revised shall govern the organization in all cases in which they are applicable.

Article XII – Amendments

These by-laws may be amended at any regular meeting or special meeting of the organization.  Amendments will be approved by a two-thirds vote of those members present.

Article XIII – Definitions 
1. Non-profit – An organization whose income is not used for the gain of persons with an interest in the organization, as designated by the Internal Revenue Service.  Funds received by a non-profit must be used only in support of its mission and operations.

2. Partisan Interest – Devoted to or biased in support of a party, group, or cause.

3. Sectarian Interest – Characteristic of a sect, a religious group adhering to a distinctive doctrine.

4. Quorum – A gathering of members of an organization large enough to transact business. 

Revised on 11/4/14. 
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