EDGAR H. PARKMAN PTO BY-LAWS

Article I:
Name

The name of this organization is the Edgar H. Parkman Parent Teacher Organization, hereafter referred to as the Parkman PTO, of Enfield Connecticut.

Article II:
Objectives

A.
To provide physical and financial support for the students, faculty, and administration of the Edgar H. Parkman Elementary School.

B.
To sponsor and conduct appropriate activities that encourages and enhances family participation and social interaction among its members.

C.
To inform the membership of the needs of the school and seek their active support and participation in the various programs and activities to fulfill those needs.

D.
The Parkman PTO is a not for profit organization and as such limited to charitable and educational activities as defined by section 501 (C) (3) of the Internal Revenue Code.

Article III:
Basic Policies

A.
The Parkman PTO will be noncommercial, nonsectarian, and nonpartisan.

B.
The Parkman PTO name or names of any members in their official capacities will not be used in connection with a commercial concern, with any partisan interest, or for any purpose not appropriately related to promotion of the objectives of the Parkman PTO.

C.
Simple majority of those present at the general monthly meeting carries a decision.

D.
The Parkman PTO will work with faculty and administration to provide quality education for all children and youth through scheduled programs and cultural events.

Article IV:
Membership
Membership in the Parkman PTO is open to the faculty, staff, administration, and parents or guardians of all

Edgar H. Parkman students.  All faculty, staff, and administration, regardless of their attendance at regular

monthly meetings, are automatically considered members and as such are eligible to vote, nominate, and second

a motion. 

Article V:
Officers and Elections

Section 1 – Eligibility

Only individuals who are members of the Parkman PTO are eligible to serve as officers.

Section 2 – Officers and Elections

A.
The Executive Board of the Parkman PTO will consist of a president, vice president, recording secretary, corresponding secretary, treasurer, and parliamentarian.  Joint, shared, and co-equal holding of any office by two or more individuals is permitted at the discretion and approval of the membership.

B.
Any person wishing to run for office of the Executive Board needs to be in good standing of the Parkman PTO and have attended at least three general meetings in the current school year.

C.
Officers will be elected by a majority vote at the April meeting of the preceding school year.  If there is only one nominee for any office, the membership may, by voice vote, consider the election of that officer to be by acclamation.

D.
Officers will assume their official duties upon installation by a properly designated Parkman PTO officer at the close of the meeting in June and will serve for a term of one year and/or until their successors are elected.

E. 
A person will not be eligible to serve more than two consecutive terms in the same office.  The exception being, if there are no candidates for a particular office and the predecessor is willing to continue to serve in that position.

Section 3- Nominating Committee

The nominating committee will be formed and chaired by the parliamentarian.  The outgoing Executive Board

will be represented by at least one-third of the members.  The committee will be formed at least one month prior

to the election.  The monthly meeting in March will be open for nominations from the floor.

Section 4 – Removal of Officers and/or Vacancies

A. 
An officer may be removed from office prior to the expiration of their term if a two-thirds majority vote of all members of the Parkman PTO, conducted by secret ballot, finds sufficient grounds for any of the following conditions:



1.
heinous personal misconduct;



2.
gross neglect or failure to execute the responsibilities of their 




office;



3.
flagrant, serious, and willful violation of these by-laws, ,School policies, or Board of 

                                           Education Policies..

B.
An officer will be subject to removal upon petition to the Executive Board detailing the circumstances that allegedly justify any of the above referenced conditions.  Upon receipt of the petition, a special committee of non-affected members will be created by the Executive Board to investigate the alleged circumstances.  If the special committee finds sufficient grounds for continuation of the proceedings, they will be responsible for reporting their findings to the membership, including any defense offered by the officer facing removal.  They will then conduct the secret ballot vote as per Section 4A.

C.
Should any officer fail to discharge the duties pertaining to the office, or be absent from three (3) consecutive meetings without just cause, the Corresponding Secretary, upon instruction from the President will serve written notice and declare the officer’s position vacant.  A successor will be appointed by the Executive Board to fill the unexpired term.

D.
A vacancy occurring in any office will be filled for the remainder of the unexpired term by a member elected by a majority vote of the remaining members of the Executive Board with notice of the election being given to the general membership.

Article VI:
Duties of Officers
Section 1 – President

The President is responsible for presiding over all meetings of the Parkman PTO and of the Executive Board;

will perform such other duties as may be prescribed in these by-laws or assigned to him/her by the general

membership or by the Executive Board in order that the objectives, as outlined in Article II, are being fulfilled.

Section 2 – Vice-President

The Vice-President is responsible to act as aide to the President and to perform the duties of the President in the

absence or inability of the officer to act.

Section 3 – Recording Secretary

The Recording Secretary is responsible for keeping an accurate record of the meetings of the Parkman PTO and

of the Executive Board meetings.

Section 4 – Corresponding Secretary

The Corresponding Secretary is responsible for the correspondence of the Parkman PTO and will act in the

absence of the Recording Secretary.

Section 5 – Treasurer

A.
The Treasurer is responsible for custody of all funds of the Parkman PTO; he/she will keep a full and accurate account of receipts and expenditures, and will make disbursements in accordance with the approved budget, as authorized by the general membership, Executive Board, or a special committee.

B.
The books are property of the Parkman PTO and as such will be produced at every meeting or whenever requested by the Executive Board.

C.
The Treasurer’s accounts will be examined annually by an auditing committee of not less than three (3) members, one of which will be the President, one the Treasurer-elect and one other elected member.  If the Treasurer-elect is the current Treasurer, another person will be elected to the audit committee.  Once satisfied that the Treasurer’s annual report is correct, the auditing committee will sign a statement at the end of the report.  The auditing committee will be appointed by the Executive Board at least two (2) weeks before the annual meeting.

Section 6 – Parliamentarian

The Parliamentarian will advise the President regarding adherence to the by-laws and will be responsible for

reviewing and presenting any amendments to the by-laws, in accordance with Article XI, Section 1.  The

Parliamentarian will also chair the nominating committee and is responsible for tallying the votes by secret

ballot after elections.

Section 7 – General Responsibilities of All Officers 

A.
Perform the duties prescribed in the parliamentary authority, as stated in Article VII, in addition to those outlined in these by-laws and those assigned from time to time.

B.
Deliver to their successors all official material no later than the end of the school year at which time their successors assume office.

Article VII
Parliamentary Authority
Robert’s Rules of Order Newly Revised will govern the Parkman PTO in all cases in which they are applicable

and in which they are not in conflict with these by-laws.

Article VIII
Executive Board
Section 1 –  Executive Board Members

The Executive Board will consist of the officers of Parkman PTO and the Principal of the School or a

representative appointed by him/her.

Section 2 – Duties of the Executive Board

A.
To transact necessary business at Executive Board meetings and general Parkman PTO meetings and/or any such business as may be given to it by the general membership.

B.
To create and dissolve committees.

C.
To approve plans for activities to be conducted by the committees.

D.
To report on activities and projects at the general meetings.

E.
To approve routine bills and expenditures.

F. 
To set the dates and times for the school year’s general meetings.

Section 3 – Meetings

Regular meetings of the general membership will be held every month and the executive board will have

meetings on an as needed basis throughout the school year.  Four (4) members of the board will constitute an 

official meeting.  Special meetings may be called by the President or by a majority of the members of the board 

with five (5) days notice.

The annual meeting will be held in June.  At this time the transfer of information from the current officers to the

incoming officers for the following school year will take place.  In addition, the audited treasurer’s report will

be presented and a vote on the new budget will be made.

Article IX
Committees
Section 1 – Creation of Committees

The Executive Board will create committees on an as needed basis to conduct the various duties required to plan

and organize the activities and events planned by the Parkman PTO.  

Section 2 – Chairperson(s)

The chairperson(s) of the committees will be selected and accepted by the members of the Parkman PTO.  The 

chairperson(s) will be responsible for presenting plans to be discussed at the regular monthly meetings.. In 

accordance with the by-laws expenditures exceeding $100 should be approved by the Executive Board and any 

expenditures exceeding $500 should be brought to a vote at a regular monthly meeting.

Section 3 – Chairperson(s) Term

The chairperson(s) of a committee will remain in their position until the event or activity has been completed.

If the event or activity is something that will take place again over multiple school years, the chairperson(s) can

remain in their position(s) until such time as they no longer want to be the chair.

Section 4 – Transfer of Information

At the time that a new chairperson(s) is/are appointed to any committee the previous chairperson(s) will turn

over any information and documents that will help the newly appointed chairperson(s) perform their duties.

Section 5 – Committee Members

As the President and Vice-President each will be considered  members of all committees.  This is not to say that 

they are in charge of the committee, but only that they are available to assist if the chairperson needs help or

guidance.  Any other member of the Parkman PTO may become involved in a committee, provided the

chairperson(s) are in need of additional help.

Article X:
Management of Funds

Section 1 – Definitions

A.
The fiscal year for the Parkman PTO is defined as beginning July 1 and ending on June 30.

B.
A disbursement of funds is defined to be either an actual payment of funds to an entity outside the Parkman PTO, a reimbursement of funds to a member of the Parkman PTO, or a commitment made by the Parkman PTO to make a payment or reimbursement at a later date.

Section 2 – Approvals and Authorization Limits

Budgeted expenditures for the fiscal year are considered approved and authorized with the acceptance of the

budget at the annual meeting of the previous school year.  Approval and authorization for additional expenses

above and beyond what was in the budget will be obtained as outlined below:

A.  
under $50 – The President can approve expenses under $50 alone up to the total of their discretionary fund as set by the budget each year.  They cannot however, approve something for two hundred by giving approval to four $50 requests for the same expense.

B.
under $100 – A majority vote of the Executive Board approves expenses under $100.

C.  
$100 - $500 – A majority vote at a general meeting will approve expenses between $100 - $500.

D.
over $500 – Majority vote at a general meeting with five (5) days prior written notice to the membership.

Section 3 – Budget

A.
The Treasurer will prepare a budget proposal, in conjunction with the Executive Board, which itemizes anticipated income and expenses for the coming school year.

B. 
Once the budget proposal is prepared it will be distributed to the general membership of the Parkman PTO for their review and consideration at least two (2) weeks prior to the annual meeting.

C.
The proposed budget will be finalized and voted on at the annual meeting.

Section 4 – Procedure for Non-Payment of Purchases and Returned Checks

Should payment not be received for an item ordered by a parent and/or guardian or a check is returned for

insufficient funds, the collection procedures are as follows:

A.
The Treasurer will send one letter informing the individual of the oversight and requesting payment for the item(s) in question, will be sent home with the child or mailed via USPS.  The item(s) will be withheld until payment is received.

B.
If payment is not received with the first attempt, the Executive Board will send a second request via certified mail requesting payment by a specific date.  For returned checks, the party is also responsible for the service fee of the returned check imposed by the financial institution.

.

Article XI:
Amendments and Revisions
Section 1 – Amendments

These by-laws may be amended at any regular meeting of the Parkman PTO by a two-thirds majority vote of

the members present at the meeting, . 

Section 2 – Revisions

A committee may be appointed to submit a revised set of by-laws as a substitute for the current by-laws by a

majority vote at a regular meeting, or by two-thirds majority of the Executive Board.  The revised by-laws will

be reviewed and approved at a regular meeting by a two-thirds majority of the members present, provided

previous notice of five (5) days has been given.
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