
Neill Elementary PTO By-Laws 

 

Article I – Name 

The name of the organization shall be Neill Elementary Parent Teacher Organization. 

(also referred to as “Neill Elementary PTO”).  

 

 

Article II – Purpose 

The corporation is organized for the purpose of supporting the education of children at 

James C. Neill Elementary by fostering relationships among the school, parents, teachers 

and the community.  

 

 

Article III – Policy 

Section 1: This organization shall exist exclusively for the charitable, scientific, literary, 

or educational purposes with the meaning of Section 501(c)(3) of the Internal Revenue 

Code or corresponding section of any future Federal Tax Code (hereinafter “Internal 

Revenue Code”) and operates solely as a Non-Profit Organization. 

  

Section 2: This organization shall be non-commercial, non-sectarian, and non-partisan.  

No commercial enterprise or political candidate shall be endorsed by it.  The name of the 

organization and/or the names of its officers in their official capacities shall not be used 

in any connections with commercial concerns or with any partisan interest or the purpose 

other than the regular work of the organization. 

 

Section 3: Any income or profit of the organization must be used solely to carry out its 

legal purpose and cannot be distributed to its members.  The PTO shall, however, be 

authorized and empowered to pay reasonable compensation for professional services 

rendered or to make reimbursements for expenses paid in furtherance of the purpose of 

the PTO. 

 

Section 4: This organization shall not seek to direct the administrative activities of the 

school or to control its policies, but may express its opinion to the administration 

concerning school activities and policies. 

 

Section 5:  The President, Vice-President, and Treasurer have the authority to sign 

contracts. 

 

 

Article IV – Membership 

Any parent, guardian, or other adult standing in loco parentis for a student at the school 

will be a member. The principal and any teacher employed at the school will 

automatically be a member.  

 

 

 



Article V – Executive Board and Elections 

Section 1: Officers 

The officers shall be a President, Vice President/Communications Chair, Major 

Fundraisers Chair, Ongoing Fundraisers Chair, Student Health Chair, Family Events 

Chair, Volunteers Chair, District Coordination Chair, Secretary, and Treasurer.   

 

• Officers shall serve for a term of one (1) year.  No officer shall be eligible for the 

same office for more than two (2) consecutive terms.  The term will begin the day 

after the last official day of the school year for students in which the officer was 

elected and the term will end on the last official day of school for students in 

which the officer served with the exception of Treasurer whose term will align 

with the fiscal year.  

• In the event that no one runs for said office, the officer holding the position may 

run for it again, even if they have fulfilled their two (2) year term.  If this does 

happen, the officer can only hold office for no more than three (3) consecutive 

terms. 

• Each person elected shall hold only one office at a time. 

 

Section 2: Nominations and Elections 

• Every effort should be made to obtain officer nominees from different 

geographical locations from within the school boundaries.  Nomination forms will 

be distributed to members no less than 3 weeks prior to an election to establish 

candidates for each office.  The consent of each candidate must be obtained 

before his or her name is placed in nomination. 

• If all nominees running are unopposed in each of the positions, then a vote by 

ballot is not required.  The nominees will be deemed elected by proclamation. If 

more than one person is running for an office, a ballot vote shall be taken.  

 

Section 3: Vacancies  

If there is a vacancy in the office of President, the Vice President/Communication Chair 

will become the interim president until a special meeting of the Executive Board can be 

held to select a new president from all active board members. At the next regularly 

scheduled meeting, a new board member will be elected to fill the vacant position. If 

there is a vacancy in any other office, members will fill the vacancy through an election 

at the next regular meeting. 

 

Section 4: Removal from Office  

Any board member who is absent from three (3) official board meetings during their one 

year term, must resign their office.  Any member not performing their assigned duty can 

be voted out of office by a 2/3 majority vote of a quorum of the Leadership Team.  A 

school administrator shall serve as a mediator to insure due process regarding the issue at 

hand.  In the event of a tie vote the school administrator can cast a vote.  If an officer is 

removed, a formal letter will be sent home for notification of the results.  Any vacancy 

occurring in an office shall be filled by a majority vote by the Leadership Team. 

 

 



Article VI - Duties of Elected Officers 

Section 1:  The President shall preside over all meetings of the organization and 

Executive Board, serve as the primary contact for the organization. Serve as an ex officio 

member of most committees except the nominating committee. Appoint chairperson for 

special committees and coordinate the work of the officers and committees so that the 

purpose of the organization is served.  Signatory on checking account. 

 

Section 2: The Vice President/Communications Chair shall assist the President and 

oversee certain committees as determined by the Executive Board.  Assume the 

President’s duties in his or her absence or inability to serve. Shall keep order within the 

meetings and keep the meetings on pace. Signatory on checking account. 

 

Section 3:  The Major Fundraiser Chair shall assist the President and oversee certain 

committees as determined by the Executive Board.  

 

Section 4:  The Ongoing Fundraiser Chair shall assist the President and oversee certain 

committees as determined by the Executive Board 

 

Section 5: The Student Health Chair shall assist the President and oversee certain 

committees as determined by the Executive Board. 

 

Section 6:  The Family Events Chair shall assist the President and oversee certain 

committees as determined by the Executive Board 

 

Section 7: The Volunteer Chair shall assist the President and oversee certain committees 

as determined by the Executive Board. 

 

Section 8:  The District Coordination Chair shall assist the President and oversee certain 

committees as determined by the Executive Board  

 

Section 9:  The Secretary shall keep all records of the organization, take and record 

minutes, prepare the agenda, handle correspondence, and send notices of meetings to the 

members. Keeps a copy of the minutes book, bylaws, rules, membership list, and any 

other necessary documents, and brings them to meetings. 

 

Section 10:  The Treasurer shall receive all funds of the organization, keep an accurate 

record of receipts and expenditures, and pay out funds in accordance with the approval of 

the executive board.  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. Signatory on checking account. 

 

 

Article VII – Leadership Team 

Section 1: Membership.  

The Leadership Team shall consist of the elected officers, principal or appointed staff 

member, and standing committee chairs. 



 

Section 2: Duties.  

The duties of the Leadership Team shall be to transact business between General 

Membership meetings in preparation for the general meeting, create standing rules and 

policies, create standing and temporary committees, prepare and submit a budget to the 

membership, approve routine bills and recommendations to the membership. 

A. Each Team member should be prepared to present a report at the Leadership 

Team meetings.  

B. The Executive Board will select a three member committee to review the 

Treasurer’s accounts and records.  This is to occur annually.  If the review 

committee is satisfied that the Treasurer’s annual report is correct, they shall 

sign a statement reporting that all accounts and reports are in order.  The 

Executive Board shall appoint this review committee at least 2 weeks prior to 

the last day of school.  The Treasurer may not serve on the review committee. 

 

Section 3: Meetings.  

Regular meetings shall be at least 4 times per school year and can be combined with 

general PTO meetings, to be determined by the Team. Special meetings may be called by 

any two Team members, with 24 hour notice.  

 

Section 4: Quorum.  

One third of the Leadership Team members to the nearest odd number constitutes a 

quorum. Must include a minimum of 2 officers. 

 

 

Article VIII – Meetings 

Section 1: General Meetings  

It is mandatory that at least one (1) General Membership meeting is held in each of the 

fall and spring semesters. Other meetings may be held at the discretion of the Executive 

Board or the petition of the membership.  The Executive Board may determine what 

months in which General Membership meetings are held as necessary to accommodate 

the school calendar and elections.   

 

Section 2: Special meeting  

Special meetings may be called by the president, any two members of the executive 

board, or five general members submitting a written request to the secretary. Previous 

notice of the special meeting shall be sent to the members at least 10 days prior to the 

meeting by email. 

 

Section 3: Quorum 

Ten (10) members present shall constitute a quorum for General Membership Meetings.  

 

Section 4: Parliamentary Authority 

Robert’s Rules of Order shall govern meetings when they are not in conflict with the 

organization’s bylaws. 



 

 

 

 

Article IX – Committees 

Section 1: Membership  

Committees may consist of members and board members, with the president acting as an 

ex officio member of all committees. 

 

Section 2: Standing Committees 

The following committees shall be held by the organization: Spirit Wear, School 

Supplies, Yearbook, Teacher Appreciation, Workroom, Class Parties, Shared Dreams, 

and any other committees necessary to the organization. 

 

Section 3: Additional Committees 

The board may appoint additional committees as needed. 

 

 

Article X:  Finances 

Section 1:  A tentative budget shall be drafted by the officers in the spring for the 

following school year and must be approved by a majority vote of the voting members 

present. 

 

Section 2:  The Treasurer shall keep accurate records of any disbursements, income, and 

bank account information. 

 

Section 3:  The Board shall approve all expenses of the Organization. 

 

Section 4:  Two authorized signatures shall be required on each check for amounts over 

$200.  Authorized signers shall be the President, VP, and Treasurer. 

 

Section 5:  Anytime PTO money is counted, (2) members must be present. 

 

Section 6:  In the event of the dissolution of the Neill Elementary PTO, any funds that 

have accrued to the PTO’s account will be placed in a school account which will be held 

until a new non-profit PTO is established in accordance with Section 501c(3) and whose 

purpose is for the betterment of the children of the school. 

 

 

Article XI - Dissolution 

The Organization may be dissolved with previous notice (14 calendar days) and a two-

thirds vote of those present at the meeting. 

 

 

Article XII – Miscellaneous Provisions 

Section 1: 



The fiscal year of this PTO begins July 1 and ends June 30. 

 

Section 2: 

Any Officer, Leadership Team Member or Committee Chair of Neill Elementary PTO 

must be a parent, legal guardian to a currently enrolled student, or staff member for the 

year that they serve.  

 

 

 

Article XIII – Amendments 

These bylaws may be amended at any regular or special meeting, providing that previous 

notice was given in writing by the secretary. Notice may be given by postal mail, email, 

hard copy, or fax. Amendments will be approved by a two-thirds vote of those present, 

assuming a quorum. 

 

Adopted: May 10, 2017 

Amended: March 7, 2022 


