
Grass Lake School PTO 

Bylaws 

ARICLE I—Name  

The name of this organization shall be the Grass Lake School Parent Teacher Organization 
(commonly referred to as Grass Lake School PTO).  

ARTICLE II—Purpose  

We are a not-for-profit, volunteer unincorporated association whose purpose is to 
strengthen, enhance and encourage the educational environment of Grass Lake School 
under section 501(c)(3) of the Internal Revenue Code.  Its goal is to complement the school 
curriculum with additional opportunities for parents, teachers and students to learn, 
communicate and grow. 

ARTICLE III—Membership  

Section 1. Members. All staff and families with children attending Grass Lake School shall 
be considered members of the PTO. Only members in good standing shall have the privilege 
of making motions, voting and holding office.  

Section 2. Dues. The amount of dues, if any, will be established by the Executive Board. If 
dues are charged, a member must have paid his or her dues at least 14 calendar days before 
the regular or special meeting to be considered a member in good standing.  

ARTICLE IV—Meetings  

Section 1. Regular Meetings. A schedule of all regular meetings shall be published and 
made available to the membership by the first regular meeting.  

Section 2. Special Meetings. Special Meetings may be called by any member of the 
executive board. Notice of special meeting will be provided at least 48 hours in advance of 
special meeting. 

Section 3. Rules of Order. All regular and special meetings shall be conducted loosely in 
accordance with Roberts Rules of Order. 

Section 4. Agenda. The meeting agenda is set by the President in advance of the meeting in 
consultation with the Executive Board. The President must approve any items to be placed 
on the agenda prior to commencement of discussion of an item that is not on the agenda. 

Section 3. Quorum. A majority of members in good standing and/or Executive Officers 
present shall constitute a quorum for transaction of business in any regular or special 
meeting of the organization.  



 

ARTICLE V—Executive Board Officers and Election  

Section 1. Titles. The Executive officers of this organization shall be President, Vice 
President, Recording Secretary, Corresponding Secretary, and Treasurer.  

Section 2. Timing. Executive officers shall be elected at the May meeting. Executive 
officers will assume their official duties at the close of the school year in which they are 
elected. Executive officers are elected to a two year term. An Executive officer is eligible to 
serve no more than two consecutive terms in the same office. 

Section 3. Voting Procedure. Voting shall be by voice vote if no more than one person is 
nominated. Voting will be by secret ballot if there is more than one nominee. Executive 
officers are elected by a majority vote of the members present in good standing. A quorum 
must be present at the time of the vote. President will decide tie votes. 

Section 4. Nominations. Nominees must be in good standing. Nominees must be named 
10 days prior to the May election meeting. The consent of each candidate must be obtained 
before his/her name is placed in nomination.  

Section 5. Vacancies. If there is a vacancy in the office of President, the Vice President will 
become the President. At the next regular scheduled meeting, a new Vice President will be 
elected. If there is vacancy in any other office, members will fill the vacancy through an 
election at the next regular meeting. 

Section 6. Removal. Officers can be removed from office without cause by a 2/3 vote of 
the membership of those present (constituting a quorum) at a regular meeting or special 
meeting. Any officer may be removed from office with cause by a majority vote of the 
membership of those present (constituting a quorum) at a regular meeting or special meeting 
if removal is based on one of the following reasons: (I) absence from 3 consecutive meetings 
of the membership and or the executive board, (ii) for failure or inability to fulfill the duties 
of his or her office as prescribed in the bylaws, or (iii) engaging in conduct that is injurious 
to the organization or its purposes prior to removal from office with or without cause, the 
officer shall be given 10 days prior written notice of the proposed action, the reason for the 
action, if any, and the date of the meeting when the vote on removal is scheduled. At the 
meeting, the officer shall be given an opportunity to address the membership prior to the 
vote to remove that officer. 

Section 7. The Superintendent and/or Principal will serve as ex-officio members of the 
Executive Board. They will not have voting privileges, but will act as consultants to the PTO 
in matters relative to the school, facilities, and educational programs. 

ARTICLE VI—Duties of Executive Board Officers  

Section 1. President. The President shall preside at all the meetings of the organization of 
the Executive board; shall appoint chairpersons for each committee; shall be a member, ex-



officio, of all committees; shall sign checks in the absence of the Treasurer in compliance 
with bank regulations; and shall perform all other duties usually pertaining to this office. The 
President will also provide a monthly newsletter to all families. President will decide all tie 
votes.  

(a) Succession. The president is responsible for coordinating the delegation of duties and 
presenting a review of the prior year’s activities to the newly elected President and to 
otherwise assist him or her as needed. 

Section 2. Vice President. The Vice President shall act as aid to the President and shall 
perform the duties of the President in the absence of that Officer, in case of inability or the 
resignation of the President, shall inform all members in advance of upcoming meetings, and 
assume any responsibilities necessary for this office. The position of Vice President is 
intended for the preparation for President elect; however this is not a mandatory 
requirement.  

Section 4. Treasurer. The Treasurer shall receive all monies of the organization; shall keep 
an accurate record of receipts and expenditures; shall pay-out funds as authorized by the 
organization; shall present a statement of account at every meeting and other times when 
requested by the Executive board; shall make a full report at the first and last meeting of the 
school year; shall sign all checks with compliance with bank regulations; shall prepare for 
financial records for audit monthly; shall be a member; ex-officio, of all committees.  

Section 5. Recording Secretary. The Recording Secretary shall keep a current record of all 
executive board meetings, general meetings, and any communication between the board 
members regarding PTO business. A copy of these minutes shall be given to the President. 
A copy will be placed in the PTO minutes file, located in the PTO mailbox, to provide 
access to all PTO members who wish to review or copy these minutes. These minutes will 
be passed on as written folder or as a computer file (if possible) to the successive Recording 
Secretary.  

Section 6. Corresponding Secretary. The Corresponding Secretary shall be responsible for 
the communication of information from the executive board, this includes sending thank-
you notes to people who have helped with various events and fundraisers, attending PTO 
meetings and voting on various issues. Also, informing school personnel of upcoming events 
to post on the PTO board, school calendar, Grass Lake web page and PTO dates. Also 
distributing PTO newsletter. Also informing various news media about upcoming PTO 
events. The other committee people shall inform the Corresponding Secretary of any 
upcoming dates.  

Section 7. Upon leaving office, vacating officer will deliver to their successors all official 
materials within 10 days of May meeting at which the successors are elected, with the 
exception of the auditors book.  

Article VII. Executive Board 



The Executive Board may meet at any time and at any location at the discretion of the 
President. Notice of Executive Board meetings shall be communicated to all members of the 
Executive Board either verbally, in writing, or by e-mail at least three days prior to the date 
of the meeting. Persons other than the members of the Executive Board may attend an 
Executive Board meeting only at the invitation of one of the members of the Executive 
Board. At least three members of the Executive Board are required to establish a quorum for 
the transaction of business at an Executive Board meeting. All actions of the Executive 
Board shall be reported to the membership at the next regular or special meeting. Only 
Executive Board members may vote at Executive Board meetings. 

• Establish the objectives and programs of the organization for the School year; 

• Prepare for the upcoming regular and special meetings; 

• Create standing and ad-hoc committees; 

• Prepare the annual budget; 

• Review the financial reports and records; and 

• Approve payments and contracts for services and supplies that are in furtherance of the 
approved budgeted expenditures. 

At least one meeting of the board shall be held prior to the opening of the school year. 
Special Board meetings may be called at the discretion of the President or by any of the 
other four board members.  

ARTICLE VIII—Committees  

Section 1. All committees shall be created or dissolved by the Executive board as deemed 
necessary to promote the objectives and carry on the work of the Grass Lake PTO. All 
monies collected by any Grass Lake chairperson are to be given to the Treasurer along with 
the bills incurred during any committee project or activity. This is to be done within five 
working days after the conclusion of the fundraiser. Exceptions to this must be approved by 
the President and/or Treasurer.  

Section 2. Committee Chairperson. The term of office for a committee chairperson shall 
be one year or until a successor has been appointed, whichever occurs first. If the President 
determines that a chairperson is not fulfilling his or her duties or is not performing in a 
timely manner the President will take action . Selection of the chairpersons will be 
considered by the Executive board, with final appointment made by the President.  

The chairperson shall present a committee work plan to the Executive Board and no work 
shall be undertaken by a committee on behalf of the organization without the prior approval 
of the Executive Board.  



Progress and financial reports regarding the committees activities are to be presented at a 
regular meeting by the committee chairperson according to the schedule as determined by 
the President. Upon expiration of term from office, the committee chair person shall turn 
over all committee related paperwork, materials, and financial records to the President. 

Section 3. Special Committees. Committees may be added throughout the year and/or 
from year-to-year due to special projects deemed necessary by the Executive board. The 
Executive board holds the current committee list at all times. 

Section 4. All committee chairpersons shall review the previous years' committees report .  

Section 5. The President and Treasurer shall be a member, ex-officio of all the committees.  

ARTICLE IX—Fiscal Year  

The Fiscal Year shall begin on July 1 and end on June 30 of the following year.  

ARTCLE X—Finances 

Section 1. A draft budget will be prepared by the Executive Board for approval by the 
membership prior to the incurrence of any obligations or any expenditure that had not been 
previously approved by the membership. The annual budget shall be presented for adoption 
at the beginning of the school year and shall cover the period from July 1 through June 30. 

Section 2. All monies raised by standing and/or special committees are to be used as part of 
the working funds of the Grasslake PTO. Special fundraisers for special projects may be 
created at the discretion of the Executive Board, provided a chairperson is available. The 
chairperson being someone other than the person offering the product for fundraising. 

Section 3. Monies designated for multi-year projects cannot exceed the amount approved.  

Section 4. The Executive Board shall have the authority to approve expenditures of $500.00 
or less for expenditures that are not included in the annual budget by an affirmative vote of 
at least  2 members of the Executive Board. 

Section 5. Any Expenditure projected to exceed the budgeted amount must be approved by 
the Executive Board before purchase.  

Section 6. All expenditures shall be verified by receipt.  

Section 7. Grasslake School PTO annual budget shall provide for a carryover from year to 
year of  $5,000.00.  

Section 8. The financial records of the organization shall be open to any member of the 
organization, as well as to any member of the public who requests inspection of the 
organizations’ financial records.  



Section 9. No part of the net earnings of the Grass Lake PTO shall inure to the benefit of, 
or be distributable to its members, trustees, officers, or other private persons, except that the 
Grass Lake PTO shall be authorized and empowered to pay reasonable compensation for 
services rendered and to make payments and distributions in furtherance of the purposes 
described in section 501 (c) (3).  No substantial part of the activities of the Grass Lake PTO 
shall be the carrying on of propaganda, or otherwise attempting to influence legislations, and 
the Grass Lake PTO shall not participate in, or intervene in (including the publishing or 
distributions of statements) any political campaign on behalf of or in opposition to any 
candidate for public office.  Notwithstanding any other provision of these articles, the Grass 
Lake PTO shall not carry on any other 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 the corresponding section of any future federal tax code, or (b) by a 
corporation, contributions to which are deductible under section 170 (c)(2) of the Internal 
Revenue Code, or the corresponding section of any future federal tax code. 

 

ARTICLE XI—Financial Statements  

A financial statement shall be prepared and presented to the membership at the first meeting 
of the new school year. A complete report shall also be made available for viewing at the 
spring meeting. An auditor will be solicited to review the books no longer than 30 days after 
the end of the fiscal year.  

ARTICLE XII—Amendments  

These By-Laws may be amended at any regular meeting of the organization by a 2/3 vote of 
the members in good standing present at the time of such vote, provided that the 
amendment has been introduced at a previous regular meeting or has been published at the 
direction of the Executive Board in the PTO or school newsletter and posted for public 
view at the school at least 10 days in advance of the meeting at which a vote on the 
amendment is scheduled. 

ARTICLE XIII – Dissolution 

Upon the dissolution of Grass Lake PTO, assets shall be distributed for one or more exempt 
purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or 
corresponding section of any future federal tax code, or shall be distributed to the federal 
government, or to a state or local government, for a public purpose. 

 

 

 

 



Date: August 13, 2014 

By: _________________________________________________  

President – Lisa Seitz 

By: ________________________________________________ 

Vice President – Open 

By: ___________________________________________________________ 

Treasurer- Denise Ludwig 

By: _________________________________________________  

Secretary – Kim Gembara 

By: _________________________________________________  

Corresponding Secretary – Giselle Lehner 

 


