CONSTITUTION AND BY-LAWS

THE GREATER PLAINS PARENT-TEACHER ORGANIZATION

Greater Plains Elementary School

Oneonta City School District
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I.
ORGANIZATION

The name of this organization shall be the Greater Plains PTO.

II.
PURPOSE
The welfare of the children, both in and out of school, and improved communication between the home and school are the primary concerns of the organization.

III.
MEETINGS
A regular meeting will be held once a month at an appropriate time.  Sufficient notice shall be given for any change of meeting dates.  The President, with the consent of the Executive Committee, may call special meetings.

IV.
NOMINATION OF OFFICERS

The officers of this organization shall be a President, Vice President, Secretary, and Treasurer.  Co-officers may be allowed for any of the offices.  Officers shall be elected each May by a simple majority vote of the members present at the meeting appointed for this purpose.

A nominating committee of three, chaired by the Vice President, either elected or appointed with the consent of a majority of members present, will form a tentative slate of officers.

The committee shall obtain the consent of the nominees before placing them on the ballot.  Nomination will also be open from the floor at the election meeting.

V.
DUTIES OF OFFICERS

A.   The President shall –

1.
Preside at all meetings.

2.
Appoint all committees and assist them when possible.

3.
Call any special meetings when necessary.

4.
Keep a notebook containing the minutes and other relevant information.

5.
Fill out building permits for PTO meetings.

6.
Check the PTO mailbox weekly.

7.
Write thank you notes for those event/activities that do not have a chairperson.


B.  The Vice President shall –

1.
Act as aide to the President and perform presidential duties when the President is absent.

2.
Receive reports from any chairperson unable to attend the PTO meeting.

3.
Receive report from the Building Team and present if the Building Team representative is unable to attend the PTO meeting.


C.  The Secretary shall –

1.
Record the minutes of each meeting; distribute them at the next meeting to be read and approved by the members; and archive the minutes in hard copy and electronically.

2.
Write the PTO newsletter based on the monthly minutes and distribute to Greater Plains families after review and approval of at least two other Executive Committee members.  Newsletters will be archived with the monthly minutes.

3.
Print, copy, and distribute thank you notes to the chairpersons of PTO events.

4.
Put out an attendance sheet at each PTO meeting so that members may sign in with their name and phone number.  These sheets will be archived with the minutes.


D.  The Treasurer shall –

1.
Receive all monies of the organization.

2.
Pay all obligations incurred by the organization, by check, if possible.

3.
Maintain a permanent record of all financial transactions in a ledger provided by the PTO.

4.
Give a report of the financial standing of the PTO at each meeting.

5.
Write out a yearly report to be presented at the June meeting.

6.
Keep all receipts, canceled checks, bank statements, and other items relating to financial transactions of the PTO.

7.
File quarterly tax returns and other required forms as needed.

8.
Be responsible for the use of the tax-exempt number.


E.  The Chairpersons of Committees shall –

1.
Fill out a building permit for the event and give a copy to the President.

2.
Distribute thanks you notes, provided by the Secretary, to members of their committee.

3.
Present monthly on going reports prior to their event and at its conclusion.  If they are unable to attend the meeting, they will provide their report to the Vice President.

VI.
TERMS OF OFFICE
Any person interested in being nominated for an office must have been active in the PTO for at least six months prior to the election.

No person may serve in the same office for more than two consecutive years, unless there is no other interest in that office.

VII.
EXECUTIVE COMMITTEE
The Executive Committee shall consist of the current officers of the Greater Plains PTO, the principal of Greater Plains Elementary School, and the immediate past president (when possible).  In the event that all officers are parents, a faculty representative will serve on the committee.  The Executive Committee shall meet before the first annual PTO meeting and establish a program calendar for the coming year and monthly just before each regular meeting.  The committee shall transact any necessary business occurring between regular meetings.

All printed and posted or distributed material shall be reviewed by the school principal and at least two Executive Committee officers before distribution.

VIII.
REQUESTS FOR PTO FUNDS

Members shall request funds for PTO activities at least 30 days in advance.  Requests shall be discussed at the regular meeting and approved by a two-thirds vote of those present.

IX.
AMENDMENTS

These by-laws may be amended at any regular or special meeting, providing that previous notice was given in writing at the meeting prior and then sent to all members of the organization by the Secretary.  Amendments will be approved by a two-thirds vote of those present, assuming a quorum.
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