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Article I – NAME (Rev. 12/10)


The name of this organization shall be the Huron Elementary Parent Teacher Organization (Huron Elementary PTO of the Chippewa Valley School District, Clinton Township, Michigan. 

Article II – PURPOSE AND OBJECTIVES (Rev. 12/10)

1) The purpose of this organization shall be to create a positive and healthy learning environment for our students by providing support for educational and social programs along with open communication between the staff and our parents. 

2) The objectives of this organization are:

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

b) To raise the standards of community life. 

c) To secure adequate laws for the care and protection of children and youth. 

d) To bring into closer relation the home and school that parents and teachers may cooperate intelligently in the education of the child. 

e) To develop between educators and the general public such united efforts as well as secure for every child the highest advantages in physical, mental and social education. 

Article III – MEMBERSHIP (Rev. 11/13)

1) The membership of the Huron Elementary Parent Teacher Organization shall be limited to parents or guardians of the children attending Huron Elementary School and members of the Huron Staff thereof. 

2) Membership entitles that person to attend general meetings, offer suggestions, express opinions and participate on committees established by the Executive Board. 

3) Members are entitled to vote on all matters up for discussion with the exception of issues that were tabled at a previous meeting in which they were not in attendance. 

Article IV – BASIC POLICIES (Rev. 11/13)

1) This organization shall be noncommercial, nonsectarian and nonpartisan.  No commercial enterprise and no candidate shall be endorsed by it.  The name of the organization or the name of any members in their official capacities shall not be used in any connection with a commercial concern of a partisan interest or for any purpose not appropriately related to promotion of objectives of the organization. 

2) The organization may cooperate with other organizations and agencies concerned with commitments that bind the organization.  Cooperation with any other organization or agency must be approved by a majority vote of the Executive Board. 

3) This organization shall make Memorial/Hospitalization donations for students in accordance with procedures developed by the Care Committee.  Donations shall be used for Huron students in the case of hospitalization or death of an immediate family member. 

4) This organization shall not seek to direct or control school policies. 

5) Any cash that is collected for a fundraiser or event shall be counted by at least two individuals. 

6) Requests for payment by the PTO must be accompanied by receipts prior to the check being issued, and purchases for PTO shall be on a separate receipt from personal purchases. 

7) PTO checks must be signed by two of the following officers if over the amount of $250.00: President, Treasurer or a Vice President.  Checks should be written in sequential order.  Blank checks should never be signed.  The “payable to” section must be completed.  Checks should never be written to “Cash”. 

8) When cash is needed to supply cash boxes for an event, a check should be written for the necessary amount of funds needed.  Money from advance sales should never be used for cash boxes.  All monies for events should be deposited in a timely manner. 

9) This organization shall remain non-profit forever.

10) In the event of dissolution of the organization, its assets shall be distributed to the Chippewa Valley School Board or its successor organization. 
Article V – FINANCIAL PROCEDURES (Rev. 3/16)

1) Financial reports should include the following information: request for fundraiser form, class list or cash management detail form, deposit slips, check requests, and a profit sheet. It is the duty of the chairperson to ensure that all deposit slips reconcile with the information on the cash management detail or the class list. 

2) Prior to a fundraiser, a Fundraiser Form is to be filled out by the chairperson and submitted to the PTO President for review and approval by the building principal. After approval has been obtained, the original is to be sent by the President to the Business Department at the Board Office. A copy should be kept by the chairperson to be given to the Treasurer upon completion of the fundraiser. 

3) Check request forms are to be filled out completely with original receipt attached. Check requests are then submitted to the PTO Board for approval. Chairpersons are responsible for keeping copies for their records. Once reviewed and signed by two of the following: President, Vice President(s), or Treasurer, it will be forwarded to the Treasurer for payment. 

4) Two persons must be present when counting cash. An internal deposit sheet must be used and both persons counting the cash must sign the form and verify that the amount is correct. A person shall not sign the deposit slip unless they have counted the money personally.  

5) All cash received must be deposited as revenue received, no expenses can be paid in cash. 

6) All variances in cash deposits or cash handling concerns must be reported to the Business Department at the Chippewa Valley Board Office. 
7) Prior to our annual budget meeting, the PTO Board must request the AS400 and office ledger book from the office Secretary at Huron Elementary. 
Article VI – OFFICERS AND THEIR ELECTION (Rev. 4/14)


Section 1:

a) The officers of this organization shall include a President, Vice-Presidents (2), Record Secretary, Corresponding Secretary and Treasurer.    

b) A person shall be eligible to serve no more than one (1) two year term in the same office, or an office previously held, unless there is no other candidate for that office. 

c) A person may seek candidacy for only one (1) office. 

d) Officers shall be elected by secret ballot annually in May: In the even years, the President, one Vice President and Recording Secretary shall be elected.  In the odd years, one Vice President, Treasurer and Corresponding Secretary shall be elected. 

e) The President shall have previously served on the Executive Board. 

f) In order to be eligible to stated intention to run for a position on the Executive Board a person must be a member of the PTO.  If a position is not filled by the following September PTO meeting, the President may appoint a member to serve. 

g) If an office, except for President, remains unfilled after the election, it shall be considered a vacant office to be filled by a person elected by a majority vote of the new Executive Board, all members of the new Executive Board having been notified.
h) If the position of President is unfilled at the conclusion of the May election, a second election will be held at a specially scheduled June PTO meeting.  During the interim between the May and June elections, anyone interested in holding the President’s position as well as any other open positions, regardless of whether or not three meetings were attended, may submit a notice of intent to Huron’s principal for the position desired.  These individuals will then be listed on the ballot as eligible for the specified positions for the June election. 

Section 2:


In March of an election, a Nominating Committee shall be formed.

a) The Nominating Committee shall not include any member who will be running for an open position.

b) A nomination ballot shall be distributed to all parents and teachers the month of March. 

c) Individuals may nominate themselves or be nominated by someone else. 

d) The Nominating Committee shall contact all nominees and obtain their consent for their names to be placed on the ballot. 

e) No nominations will be accepted after the April Meeting of the organization.  At least two (2) weeks prior to the May meeting, a list of nominees will be distributed. 

f) It shall be the responsibility of the Nominating Committee to verify that each nominee is a member in good standing with no outstanding debt to the PTO and meets the criteria. 


Section 3:

There shall be a transition period for all outgoing officers and incoming officers.

a) All newly elected officers and outgoing officers shall have a joint Board meeting before the close of the school year.

b) Each outgoing officer shall work with his or her newly elected counterpart in transitioning knowledge of that office.

c) An outgoing Treasurer shall close out the fiscal year as soon after June 30 as possible.

d) The transition from outgoing officer to incoming officer shall end no later than July 7, one week after the fiscal year end.
e) The President, Vice President(s), and Treasurer for the new school year shall become the only signers on the PTO bank account no later than July 31.

Section 4:      In the case of a vacancy occurring in any office, a Special Election can be held according to the criteria, as stated, if possible.

Article VII – DUTIES OF OFFICERS (REV 11/13)


Section 1:

a) The meeting dates shall be decided upon by the officers and the Principal by a unanimous vote in the month of June. 

b) If an officer misses two (2) consecutive meetings without notifying the President, or misses a total of three (3) meetings throughout the school year without notification, his or her position will be considered vacant.  The President will make contact with that person. 

Section 2:


It shall be the duty of the Present to preside at all meetings and ensure that each 
committee has a chairperson and said committees are following procedures outlined by 
the by-laws, call regular and /or special meetings of the Executive Board, giving all 
members adequate notice.  The President will provide direction to the Executive Board, 
committees and the operation of the Parent Teacher Organization in general.  The 
President shall understand and ensure that the By-Laws are conformed to.  The 
President shall be bonded according to the standards set by the Chippewa Valley School 
District. 

Section 3: 


It shall be the duty of the Vice-Presidents to act as aids to the president and shall 
perform the duties of the President in the absence or disability of the President: and 
such other duties as may be assigned to them by the organization, or the President.  The 
Vice-Presidents shall be bonded according to the standards set by the Chippewa Valley 
School District.  The Vice-Presidents are encouraged to participate on the budget 
committee. 

Section 4:


It shall be the duty of the Recording Secretary to be responsible for meeting minutes, 
attendance, membership eligibility, official record keeping of the organization and 
documentation of historical information.  The Recording Secretary shall also provide the 
President with a copy of the meeting minutes and be responsible for placing a copy 
thereof in the school PTO file as a permanent record.  The minutes shall be read and 
approved at the following general meeting. 

Section 5:


It shall be the duty of the Corresponding Secretary to be responsible for the newsletters, 
correspondence, public relations, press releases and the organizations website. 

Section 6:


It shall be the duty of the Treasurer to receive all Huron PTO monies collected by 
individuals and committee chairpersons and deposit them in bank accounts authorized 
by the organization.  The Treasurer shall keep accurate records of said funds and pay all 
debts incurred by the PTO functions.  The Treasurer shall prepare a financial report for 
Executive Board and general meetings.  All books and records of the PTO will be 
available to the membership for review.  The Treasurer shall be a part of the budget committee to 
establish and annual PTO budget for the upcoming school year.  All financial reporting 
forms will be completed and delivered to the Chippewa Valley School District 
administrators with the given time frame. 

Section 7:


All officers shall perform the duties in the preliminary authority in addition to those 
outlined in these By-Laws. 

Article VIII – MEETINGS (Rev. 1.11)
1) A majority of the members present shall carry a vote. 

2) A motion may be made by a secret ballot for controversial issues. 

3) Special meetings of the organization may be called by the President or upon request of two members of the board or Principal. 

4) All meetings of the organization shall be open to the public. 

5) Roberts Rules of Order Revised shall govern the organization in all cases in which they are applicable and which they are not in conflict with the BY-Laws.  
6) All expenditures over $250.00 that are not part of an approved budget needs to be presented at the next PTO meeting and voted on by all members in attendance.  IF the purchases must be made before the next meeting, an approval is needed from the President and Principal. 

Article IX – STANDINGS AND SPECIAL COMMITTEES (Rev. 11/13)


Section 1:



The power to form Special Committees and appoint their members rest with the 


President of the Organization. 


Section 2:



The President shall be a member, ex-officio of all committees. 


Section 3:



Instructional manuals shall be composed by the Chairperson of each Standing Special 


Committee with a copy being kept by the Chairperson, School principal and recording 


Secretary.  Duties of the Special/Standing Committee Chairpersons shall be contained in 


each instructional manual. 


Section 4:



The Chairperson of each Special/Standing Committee shall present a plan of work to the 

organization.  No Committee work shall be undertaken without the consent of the 


organization. 


Section 5:



A written financial report shall be submitted to the organization by the Chairperson or a 


member of each Committee after each school event has transpired or at the next 


scheduled meeting of the organization.  Any files kept on the event or fundraiser shall be 

submitted to the Recording Secretary for filing in the PTO office. 

Article X – FISCAL YEAR (Rev 3/16)


Section 1:



The fiscal year of the organization shall begin July 1 and end June 30


Section 2:



The checkbook must be reconciled by July 7th.  All new officers must be signed on the 


account by July 10th. 


Section 3:



It is recommended that a minimum of $3000.00 is to be carried over to the following 


year. 

Article XI – BY-LAWS (Rev 11/13)


Section 1:



The By-Laws shall be reviewed for revisions at the third scheduled meeting of each 


school year.  If needed, a By-Laws Committee will be appointed to submit revised set of 


By-Laws. 


Section 2: 



The By-Laws may be amended at any regular meeting of the organization by two-thirds 


(2/3) vote of the members present and voting, provided notice of the proposed 



amendment shall have been given at the previous meeting.  By-Laws shall not be over 


ridden at any time.

Any member of the PTO may propose an amendment to the By-Laws.


Section 3:



The proposed By-Laws shall be presented to the general public meeting to be accepted 


for approval. 

Article XII – EXECUTIVE BOARD (Rev 1/11)

1) The Executive Board shall consist of the officers of the organization and the Principal of the school. 

2) The Executive Board shall manage the affairs, activities and operations for the organization. 

3) Each authorized position on the Executive Board shall be entitled to one vote whenever votes are cast. 

