Portage Lake Center PTO, Inc
10011 Portage Road
Portage, Michigan 49002

By-Laws
I. Purpose


Established on May 24, 2006, the purpose of the Portage Lake Center PTO, Inc. was formed for charitable, scientific, literary or educational purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code, and more specifically, to provide funds materials and services to supplement academic and athletic programs in the Portage Lake Center Elementary.  The corporation may engage in any activity in connection with the above-stated purposes for which a nonprofit corporation may be organized under the Michigan Nonprofit Corporation Act of 1982, as amended.  However, the corporation shall not carry on any 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, or (b) by a corporation to which contributions are deductible under Section 170(c)(2) of the Internal Revenue Code.

II. Membership

The Portage Lake Center PTO membership is composed of the following:

A. Executive Officers:  Elected officer positions of President, Vice President, Secretary, Treasurer and the school principal.

B. Board members:  The Executive Officers as well as elected individuals from the General Members to act on behalf of Portage Lake Center PTO, Inc. 
C. General members:  All parents/guardians of children who attend Portage Lake Center Elementary and staff of Portage Lake Center Elementary.    

Membership to the Portage Lake Center PTO will be available regardless of race, color, creed, national origin or sex to all people.
III. Membership Duties

A.
President shall:

1.
Preside over the PTO meetings.


2.
Call for reports from office holders and committee chairpersons.


3.
Oversee each PTO activity and receive reports.

4.
Serve as an authorized signatory of all PTO checks.

5.
Be required to serve as a committee member on a minimum of one committee.


6.
Have one vote.  In the event of Co-Presidents, each shall have one vote.
B. Vice-President shall:
1. Assume the duties of the President in the absence of the President.

2. Serve as contact point for all Chairpersons.

3. Serve as an authorized signatory of all PTO checks.
4. Be required to verify that all Board members participate in a minimum of one committee.

5. Be required to serve as a committee member on a minimum of one committee.

6. Have one vote.  In the event of Co-Vice-Presidents, each shall have one vote.
C. Secretary shall:
1. Record the Board actions.  
2. Record any Motions or Requests discussed in a meeting must be noted completely in the Minutes.

3. Have Minutes posted within 14 days following any meeting.
4. Present the Minutes of the previous meeting for approval.

5. Be required to track and verify all Board members phone, address and contact information.

6. Track roll call of Board members at each meeting.


5.
Apprise the President of any Board member which is absent 3 consecutive meetings.



6.
Track PTO Participation attendance for award each month.



7.
Be required to serve as a committee member on a minimum of one committee.



8.
Have one vote.  In the event of Co-Secretaries, each shall have one vote.


D.
Treasurer shall:


1.
Have full responsibility for all Organization monies, and shall receive all Organization monies and pay out funds as authorized by the Organization and/or the Executive Board. 



2.
Prepare a final fiscal year-end report to be available and delivered to the incoming Executive Board (and any other interested Organization members) prior to the beginning of the following academic year. 



3.
Keep accurate record of receipts and expenditures, prepare monthly statements of account, and report thereon at PTO meetings. 



4.
Provide necessary information to, and coordinate the preparation and timely filing of the Organization's annual non-profit tax return as required under the Internal Revenue Code. 



5.
Provide sufficient information to the Board to aid in the preparation of the following year's budget. 



6.
Perform such other related duties as designated by the President.


7.
Deposit all money into the proper account within 3 days of receipt.



8.
Not allow “Co-Treasurer” positions.     



9.
Have one vote.
E. 
Teacher Representative(s) shall:
1. 
Serve as a liaison between the faculty and the Board.



2.
Have one vote.

F.
Principal shall:


1.
Serve as an Executive Board Member virtue of his/her position.


2.
Serve as an advisor on the Board.
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Have one vote.

G.
Board Members shall:
1. 
Have the opportunity to serve as a chairperson or co-chairperson on activities or events sponsored by the PTO.

2. 
Approve budget and present submitted budget for the fiscal year to PTO membership.  

3. 
Be required to serve as a committee member on a minimum of one committee.

4. 
Be required to attend a minimum of six PTO meetings per fiscal year.

5. 
Have one vote.
H. 
Site Base Decision Making Team Representative Shall:
1. Serve on the Site Base Team as a regular member of the Team.

2. Act as a liaison between the PTO and the Site Base Team.

3. Have one vote at general meetings.

I. 
Chairperson Shall:
1. Obtain a copy of the Chairperson Guidelines.

2. Obtain copy of last year’s previous Chairperson Event Summary Report.
3. Obtain Tips from Treasurer form with the Budget information.

4. At completion of event written report on Chairperson Event Summary Form to the President within 7 days.
5. Complete Event Financial Statement, Deposit Notice, and receipts. All forms and money must be turned into Treasurer within 5 days.
J. 
General Members shall:
1.
Have the opportunity to serve as a chairperson or co-chairperson on activities or events   sponsored by the PTO.



2.
Have one vote at general meetings.
IV.
Meetings

A.
General Meetings will be scheduled monthly from September through May.  The Board has the option to add or subtract meetings as it sees fit.

B.
A Special Meeting of the Board will be held prior to the first general meeting each fiscal year.

C.
All meetings are open to the general membership.

D.
Situations which require a vote, with the exception of Amendments of the Bylaws, need a simple majority to carry the motion.  Amendments of the Bylaws need a quorum (2/3) of executive officers and board members.
V. 
Fiscal Policies


A.
 Fiscal Year: A fiscal year for Portage Lake Center PTO, Inc. shall run from 
August 1 to July 31.

B. Financial Prohibitions:
1. As a volunteer organization, Portage Lake Center PTO, Inc. shall not pay or provide any remuneration to the Executive Officers, Members of the Board, Committee Chairpersons, Committee members or any other member of the organization for their volunteer service 
to the organization. 
2. There shall be no commingling of Portage Lake Center PTO funds with the personal, professional or business accounts of any individuals, groups or businesses.  This shall include a prohibition against providing Portage Lake Center PTO funds as a loan to anyone for any purpose.
C. Financial Institution:
1. The financial institution used by the Portage Lake Center PTO shall be a Federal or State Chartered Bank or Credit Union approved by the Executive Officers.
2. The authorized signatures of the account shall be the following current officers:  President and Vice President.  
3. The Treasurer shall prepare and make available the forms which authorize use to withdraw funds, write checks, drafts or other expenditures for the payment of money on behalf of the corporation.
4. No signatory to the account may sign a disbursement made out to him/her.  For example, the President cannot sign a check made out to him/herself.  It must be signed by the Vice President.

D. Use of Funds:
1. It shall be within the power and discretion of the Board to determine the disbursement of all funds generated through fundraising events. 
2. Any funds received through fundraisers shall be deposited to the general fund of the Portage Lake Center PTO, and its disbursement shall follow the format set forth in the fiscal policies stated in these By-Laws.
3. Any donations received shall be deposited to the general fund of the Portage Lake Center unless a specified fund is noted from the donator.
E. Budget:
1. The Executive Officers shall draw up, approve, and then propose a budget to the Board prior to the first meeting of the new fiscal year. It is recommended that a reserve be included as a budget item to cover expenses incurred during the time between the May installation of the new Executive Officers and the approval of their budget for the next fiscal year.
2. The Treasurer shall keep track of actual expenditures versus budget items.
3. The Treasurer shall not reimburse an expense that exceeds the Approved Budget for that budget item.
4. A proposal to modify the Approved Budget may be made by any PTO member (including Treasurer) at any regular scheduled meeting.  If the majority of the eligible membership at the meeting votes to accept the proposed change, the Treasurer will update the Approved Budget prior to the next report.
F. Audit:
1. It is the responsibility of the Treasurer to have all financial records available for an audit. 
2. The auditor must have an accounting background. 
3. The audit should be performed after the bank records and ledgers are reconciled by the Treasurer for the preparation of tax forms.  
4. The auditor must provide the Treasurer with a written report of findings and suggestions.   

5. The auditor may not be related to any Executive Officer.  

6. The auditor will be approved by the Executive Officers.
VI. 
Activities


A.
Activities sponsored by the PTO may have an executive board, board member or general member as chairperson or co-chairperson.  


B.
Activities must be reported to the voting body.  (See Chairperson Duties.)

C. Activities may vary from year to year, but will be consistent with the stated purpose of the PTO.
D. Standing Committees will include, but not limited to the following:


1.
Fundraising


2.
Family Fun Events



3.
Carnival



4.
Volunteer


5.
Communication


6.
By-Law
VII.
Elections

A.
Term in Office:
1. A term shall be one fiscal year.

2. Term limits for each elected Executive Officers shall not exceed more than three consecutive years in any one position. Any individual, who serves three consecutive terms in an office, is   required at least one year intervening before eligibility for re-election after serving the maximum number of consecutive terms.  

B.
Election Process:


1.
The number of Board Members will be based on a ratio of 3 members per 100 students enrolled at Lake Center.


2.
Executive Officer nominations will take place during and following the March PTO meeting.
a.
Nominations may be submitted to any existing Executive Board Member and forwarded to the Vice President.




b.
Nominations will remain open for two weeks.

c.
Nominees will be notified by either the current President or Vice President within two days of nominations closing.




d 
Nominations must be accepted or declined with in five days.

e. 
Any unanswered nominations will be considered declined after the 5th day.

f.
All nominations will be posted by the Vice President prior to the elections.

g.
Individuals may be nominated and run for more than one position but can only accept one elected position.


3.
Board Member nominations will take place during and following the April PTO meeting.  
a.
Nominations may be submitted to any existing Executive Board Member and forwarded to the Vice President.




b.
Nominations will remain open for two weeks.

c.
Nominees will be notified by either the current President or Vice President within two days of nominations closing.




d 
Nominations must be accepted or declined with in five days.

e. 
Any unanswered nominations will be considered declined after the 5th day.

f.
All nominations will be posted by the Vice President prior to the elections.

g.
Individuals may be nominated and run for more than one position but can only accept one elected position.
4.
 Each election process will take place by submitting a written ballot at the appropriate meeting. Sample Nomination Sheet is attached.
5.
All PTO members in attendance of each election meeting will have the opportunity to cast one ballot.
6.
One current executive member and one current board member will count the ballots.

7. 
The executive board will announce the results.

VIII.
Conflict Resolution

A.
Purpose

It is the purpose of this Conflict of Interest Policy (the “Policy”) to promote full disclosure to the Corporation of all Conflicts of Interest and other matters which may affect the decisions and actions of its Board.

B. Conflict of Interest Transactions:
1. 
General Statement of Policy


The Corporation shall not participate in a transaction in which an Executive Officer nor Board Member has a Conflict of Interest, unless such a transaction is approved in accordance with this Policy.

2. 
Definitions

i. Conflict of Interest:  A Conflict of Interest is a direct or indirect financial interest or a personal interest of an Executive Officer or Board Member in any transaction in which the Corporation is participating.

ii. Financial Interest:  An Executive Officer or Board Member has a financial interest if that individual, directly or indirectly, or through business or family has:

1. an ownership or investment interest in any entity with which the Corporation is participating in a transaction;

2. a compensation agreement with any entity or individual with which the Corporation is participating in a transaction;

3. a potential ownership or investment interest or compensation agreement with any entity or individual with which the Corporation is negotiating a transaction; or

4. any other material financial interest in the transaction or potential transaction.

iii. Personal Interest:  A personal interest exists in situations where there is a divergence between an Executive or Board Member’s personal interests and his/her fiduciary or professional obligations to the Corporation.  An Executive Officer or Board Member’s corporate actions or decisions are determined primarily by consideration of personal gain, financial or otherwise, adverse to the interests of the Corporation.

3. 
Disclosure of Conflict of Interest


It is the responsibility of each Executive Officer and Board Member to disclose on a timely basis any matters which may give rise to a Conflict of Interest, or which may otherwise prevent the Executive Officer or Board Member from performing his/her duties in accordance with applicable law and this Policy.

4. 
Procedure for Approval of a Conflict of Interest Transaction


All Conflict of Interest transactions must be approved in accordance with this Policy.

i. Timing:  Approval may be given before or after the Conflict of Interest Disclosure has occurred. 

ii. Standard:  A Conflict if Interest transaction may be authorized, approved or ratified by the Board or a committee of the Board if:

1. the material facts of the transaction of the Executive Officer or Board members financial or personal interest are known; and

2. it is fair and equitable to the Corporation as of the date the transaction is authorized, approved or ratified.

iii. Participants in Approval:  Approval of a Conflict of Interest transaction must be by affirmative vote of a majority of the members of the Board or a committee of the Board who have no interest, financial or otherwise, in the transaction.  A single Executive Officer cannot approve a Conflict of Interest transaction.

iv. Quorum:  If a majority of the Board who have no interest, financial or otherwise, vote to approve a Conflict of Interest transaction, a quorum is present for taking action under this Policy.

C. Composition of the Board

No more than 49% of the individuals on the Board may be financially interested.  For the purpose of this Article III only, a financially interested person is one who individually or whose immediate family received or is entitled to receive compensation for personal services rendered to the Corporation within the previous 12 months, whether as an independent contractor or otherwise.  A financially interest Board Member shall disclose the existence of his/her financial interest to the Board, as soon as such interest becomes known to such member.

D. Periodic Reviews

At a minimum of annually, the officers of the corporations shall take reasonable steps to assure that every Executive Officer and Board Member has read, understood, and agreed to comply with this Policy, which may include the requirement that all Executive Officers and Board Members sign a written statement acknowledging the above and agreeing to be bound by this Policy.

IX.
Resignation


A.
Vacancies of an Executive Officer will be filled by the following process:

1.
The President will be filled by the Vice President.

2.
The office of Vice President, Secretary and Treasurer will be filled with a current PTO member by appointment from the Executive Officers.

B.
Resignation of a Board Member will be left vacant for the remainder of the fiscal year.

X.
Removal of an Officer

A.
When an officer fails to attend 3 consecutive meetings without adequate excuse or when an officer is not fulfilling the responsibilities of the office as prescribed in the By-Laws or engages in conduct which the Executive Officers determines to be injurious to the corporation or it’s purposes, the Board may, by a 2/3 affirmative vote, take such action as it determines appropriate, which may include:


1.
Ask for the resignation of the officer.
2.
Making a formal recommendation that the officer be removed from office following a hearing which is conducted in accordance with Due Process.

B. Due Process Procedure following the 2/3 affirmative vote recommending an officer be removed from office:

1. The officer must be given 10 days written notice of the hearing to remove the officer from position.

2. The written notice shall contain the reasons for the proposed removal and shall be sent by certified mail, return receipt requested, to the last known address of the officer shown on the corporation’s records.

3. At the hearing, the officer must be given an opportunity to address the Board, either orally or in writing.

4. Not less than 5 days following the hearing, the Board must convene and vote whether the officer will be removed from office.

5. A 2/3 vote of the Board shall be sufficient to remove the officer from position.

6. The removal vote shall be recorded in the Board Minutes and shall specify the number voting for and the number voting against.

XI.
Ratifications of Amendments


Amendments to the By-Laws require approval by 2/3 of the Board.

XII.
Adoption of By-Laws

Adoption of these By-Laws requires approval by 3/4 of the Portage Lake Center PTO, Inc. Board.
XIII. Authority
A. Portage Lake Center PTO, Inc. shall follow parliamentary procedure.

B. Except where inconsistent with these By-Laws, “The New Robert’s Rules of Order” shall govern the conduct of the meetings.
These By-Laws were ratified on Monday, August 28, 2006.

Co-President:  Amy Lancaster


Co-President:  Jennifer Welch

Original Version:  8/28/06
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