                     Bylaws of the Liberty P.T.O.

                         Revised August 5, 2011
Article I   Name
This organization shall be known as Liberty Parent-Teacher Organization.

Article II   Mission Statement
The Liberty PTO will promote communication between teacher, parents and community. Additionally, the Liberty PTO will encourage a positive , supportive atmosphere to enhance students educational and extracurricular experiences.

Article III   Membership
Section I.  The membership of the organization shall consist of the teachers and principal of Liberty Elementary and the parents or legal guardians of children enrolled at Liberty Elementary.

Section II.  Membership to Liberty PTO will be available regardless of race, color, creed, national origin or sex.
Section III. Any members present at meetings are eligible to vote.

Article IV   Policies
Section I. The PTO will seek neither to direct the administrative activities of the school nor to control its policies.

Section II. Liberty PTO funds will not be used for any items, programs or events that do not directly benefit the students, any one student, or chartable donations voted on by membership.
Section III.  Special monetary request for non-budgeted items must be submitted in writing to the Liberty PTO Executive board for discussion at the general meeting. Vote for approval of the request will be made at the Liberty General Meeting and must have approval from the majority of the members voting in order to be approved.

Section IV. Accounting Procedures

      A.  Expense Guidelines.

                Reimbursement for all expenses will be made only after receipts for expenditures have been documented on the Request for Reimbursement Form. These forms should be submitted to the PTO Treasurer or President within 30 days via the PTO mailbox. Checks will be written on the 15th and 30th of each month. Requests without receipts will NOT be processed for reasons of liability on behalf of the Liberty Elementary PTO in the instance of an audit.
      B.  Deposit Guidelines

              All monies will be collected for the Liberty PTO must be counted by two members and documented on the Notification of Deposits Log. The two members must sign the form and submit it with the money to a member of the Executive Board. In the event an Executive Board member is not present the monies are to be sealed in an envelope and left in the PTO safe. 

     C.  Cash out Guidelines

                 Any Liberty PTO member that requests money for an extra     curricular event must notify the treasurer or president of the need and a Start up Cash Log verifying the amount of the money he or she received. 

Article V. Meetings
Section I. Liberty PTO General Meetings will be held monthly with the dated and time to be determined by the PTO Executive Board. 

Section II. Liberty PTO Executive Board meetings will be held 30 minutes prior to the general meeting. 

Section III.  Liberty Executive Board shall meet prior to the end of the school year to determine the budget and events for the following year.

Article VI. Election of Officers
Section I. Nominations for the executive Board positions shall be accepted at 

the PTO General Meeting in March with voting to be held in April and

 transition to take place in May.

Section II. PTO members must have attended at least three PTO meetings and have chaired a committee in the last year to be eligible to run for an executive board position. This section of the Liberty PTO by laws may be considered situational and may be over-ridden by the Executive Board. To do so a vote by the Executive Board must be held and noted in meeting minutes as to the outcome of the vote.
Section III.  In the event an officer is unable to fulfill a term, a special election shall be held within 1 month.

Section IV. All records from current officers shall be transferred to new officers by May 1st.

Article VII. Duties of Officers

 Section I. President 

       A. Will preside over all PTO Executive Board Meetings and General           Meetings.

       B. Will coordinate the activities of the officers, chairpersons and committees to facilitate extra-curricular functions.

      C. Shall reconcile PTO financial mattes with the Board members at the end of each Executive Board Meetings. 

      D. Shall have a term of one year. 
     E. Shall act as resource person for committee chairpersons.

     F. Prepare agenda for next meeting

    G. Keep a copy of each committee report on file.

    H. Call executive Board Meetings as needed. 

    I. Update or change signature card at bank by May 1st.
    J. Shall write monthly newsletter

   K. Check PTO mailbox in the school weekly and distribute as needed. 

 Section II Vice President

 A. Shall act as an aide to the President, upon request, and assume duties of the president in his or her absence.

 B. Shall act as a resource person for committee chairpersons.

C. Shall have a one year term.

D. Shall reconcile finances with Treasurer each month and sign all documents regarding reconciliation. 

E. Shall updated signature card at bank by May 1st.

F. Shall track volunteers and assure acknowledged on lobby bulletin board.

 Section III Secretary

A. Shall Keep attendance records for all meetings and place a copy in yearly PTO binder. 

B. Shall record all business transacted at each Liberty PTO General Meetings and the Executive board meetings and place a copy in the yearly record binder.

C. Shall present previous meeting minutes for approval at the General Meetings and the Executive board meetings and place a copy in the yearly record binder.
D. Shall copy and distributed all flyers, brochures, correspondence and notification of monthly PTO meeting to students, teachers, and staff.

E. In the absence of the Secretary a board member shall be appointed to take minutes.
F. Shall have a term of one year.

Section IV  Treasurer

A. Shall handle all funds of the Liberty PTO and give a financial report at each Liberty General and Executive Meetings. 

B. Shall maintain accurate account of all receipts, disbursements and other pertinent financial information as it pertains to events and purchases sponsored by the Liberty PTO in a book keeping a ledger or computer program.

C. Shall file financial records in a monthly file and prepare all monthly files for end of the year closeout records. 

D. Shall have a second signature from the PTO President unless has received prior permission from President or Vice President, in which case the Vice President may sign.

E. In the absence of a Treasurer the Vice President or President will maintain responsibilities until another member has been appointed.

F. Shall disburse funds approved by the Liberty PTO
G. Shall deposit all monies collected from PTO activities within 2 business days.

H. Shall keep all monies in PTO safe until deposit is made.

I. Shall have a term of one year.

J. Shall document all deposits on Notification of Deposit Form.

K. Shall reconcile and balance the Liberty PTO Checkbook monthly by using Monthly reconciliation form and share findings with the vice president for verification. 

L. Shall reconcile PTO financial matters with the board members at the end of each board meeting. 

Article IX  Committees

Section I. The chairperson of a committee shall organize and present plans verbally to the PTO at a General Meeting before he or she begins work unless time does not permit.

Section II. The chairperson must contact volunteers and hold planning meeting(s)

Section III. The chairperson is responsible to keep track of all expenses and receipts. If receipts are lost, not reimbursement will be issued unless there are special circumstances and the Executive Board has made a unanimous decision.

Section IV. Committee Chair persons are required to return the committee notebook as well as a report.
Article X.  Executive Board

Section I. The Executive Board shall consist of Liberty Principal, President, Vice President, Treasurer, and Secretary. 

Section II. Each member of the board shall have a vote.

Section III. Only 1 member of a family may serve on the board at a time..

