The Bylaws of the

Queen Creek Middle School Parent Teacher Organization
	Article 1 . Name 
1. The name of Queen Creek Middle School’s Parent Teacher Organization shall be QCMS PTO, Inc. and hereafter referred to as the QCMS PTO.  The official address of the QCMS PTO shall have the same physical address as Queen Creek Middle School, 20435 S Ellsworth Rd, Queen Creek, Arizona 85142.

2. This organization is formed subject to the articles of incorporation and amendments as filed with the Arizona Corporation Commission (copy of articles of incorporation attached).
Article 2 . Purpose 

1. To promote the welfare, growth, and education of children, youth, and adults in the school and the community.

2. To sponsor projects and events for the benefit of Queen Creek Middle School students.

3. To bring a closer working relationship between home and school so that parents, administrators, and teachers may cooperate intelligently in the education of the students. 
Article 3 . Membership 

1. Membership is open to all adult members of the community whose children attend Queen Creek Middle School and the Queen Creek Middle School Staff.
2. There will be no membership dues for any parent or staff member who wants to be involved with the PTO.
3. As mandated by the Arizona Legislature, the composition of the PTO will reflect the ethnic composition of the community, as closely as possible.

Article 4 . Meetings 

1. The PTO Executive Board meetings will be every month during the school year, with the option to meet over the summer to organize for the upcoming school year. The Executive Board members will set the time & date by a majority decision and the meetings can be held at QCMS or at any other location that the board is willing to meet at.  Additional meetings may be called as needed.
2. The PTO general meeting shall be held on a monthly basis to be determined by the executive board and QCMS Principal.
3. The Principal is invited to attend any of the PTO meetings.

4. At Executive Board meetings, the vote of the PTO is always by the majority of the Executive Board Members present.   If an Executive Board Member cannot attend, he or she may select a member to attend the meeting and vote in his or her stead.
5. At General Board meetings, the vote of the PTO is always by the majority of all members present.
6. All general meetings are open to the public.

7. All Executive Board meetings are closed in the interest of time and efficiency. Exceptions may be granted by the Executive Board to invited guests representing official board business.
Article 5 . Officers
1. The Executive officers of the organization shall consist of the following: President, Vice President, Secretary, and Treasurer. The Committee chair positions shall consist of the following: Fund-raising Chairperson, Publicity Chairperson, Yearbook Chairperson, Teacher Appreciation Chairperson, Book Fair Chairperson, and Webmaster.
2. The duty of loyalty requires that a board member act with best interest of the organization in mind. The Board members must be willing to contribute enough time to serve the PTO and further its work. The Board must be willing to learn, grow, want to work well with others as part of a team, and have a respect and trust for the others on the board. They must be interested in all programs within the school, the education and the well being of our children and our community. 
3. Definition of Terms of office and obligations – See Article 6. 6, 7, & 8
4. Executive board duties:

· President: Shall preside over all meetings, coordinate and oversee the work to the officers and committee chairpersons to ensure alignment with the organizations objectives. Shall be fair with all board members, delegate responsibilities, and offer assistance. Sign all orders and vouchers. Meet with the Principal to discuss any upcoming activities and plans and seek approval. Coordinate the calendar for the PTO. Schedule meetings; distribute materials received to the appropriate officers, consult with officers and chairpersons before events to ensure everyone is working together. President is authorized to sign the checks of the organization and do any banking deposits. 

· Vice President: Assume responsibility for duties designated by the President. Represent the President in his/her absence or upon request. If temporarily representing the President, the Vice President must immediately report to the President any new business. To help and assist the Fund Raising Chairperson to organize any up coming fund raising activities. 

· Secretary: Keep records and notes of each Executive Board meeting and general meeting. Handle official correspondence as directed by the President. Prepare agendas for the Executive Board meetings and general meetings as directed by the President. 

· Treasurer: Shall have custody of all financial records and PTO funds, shall maintain current records, shall submit monthly financial report to the board, shall submit quarterly financial report for the PTO bulletin board, shall close out all fund raisers, during fund raisers the treasurer shall collect moneys daily and keep track of daily sales for the board, give an end of the year financial report, be one of the officers authorized to sign the checks of the organization, filing of any necessary tax documents, and do any banking deposits.
5. Committee chair duties:

· Fund Raising Chairperson: Shall be responsible for organizing all board approved PTO fundraising events. Shall work with and keep the President informed, shall work with the Treasurer and keep the Treasurer informed on any and all financing information, and shall instruct the Vice President of his/her duties during that fund raising activities. 

· Publicity Chairperson: Produce all flyers for upcoming PTO meetings and oversee that they are dispersed to parents. Shall handle advertising for upcoming events such as flyers and posters, all PTO information for the school paper, and the local newspaper, assist the President in any donation letters, and place any "thank you" notes to businesses in the local newspaper and on the PTO bulletin board at the end of the year. 

· Book Fair Chairperson: Shall oversee the organizing of two book fairs per year. Work with and keep the President and Librarian informed, organize the volunteers, set-up the book fair, do the wish lists for teachers, Librarian, and Principal, pack books and get them ready for pick up. 

· Teacher Appreciation Chairperson: This person shall be in charge of birthday cards, Christmas cards and any other special occasion to all teachers and staff. Be in charge of appreciation dinners during conferences or any other time, and shall help to organize some kind of "thank you" from the PTO at the end of the year to all parents that volunteered during the school year. 

· Yearbook Chairperson: Shall support teachers and school administrators as seen fit  for the yearbook; assisting in the organizing, layout, and printing of the yearbook; work with Publicity Chairperson to advertise the yearbook; work with the Treasurer on sales; assist in the distribution of the yearbooks. 

· Webmaster: Maintain the PTO website. Keep all pages updated with correct information, such as the Calendar and Events pages. Post meeting minutes and PTO newsletters. 

Article 6 . Voting Procedure 

1. Nominations for the Executive Board and Committee Chairperson positions will be taken at the March general meeting. People nominated must have a child who will be attending Queen Creek Middle School during the period of service. 

2. The PTO shall send out a nomination form/letter to all parents whose children will be attending QCMS to give them the opportunity to nominate someone or themselves for a PTO office. The form/letter will have the PTO election day listed for them to attend the election meeting.

3. PTO Executive Board and Committee Chairperson elections shall be held at the April PTO general meeting. 

4. All votes shall be on written ballot. 

5. The Principal of Queen Creek Middle School and the past President or a past Executive Board member shall be in charge of counting votes. 

6. New officers shall take their positions 10 business days from the last day of the school year. 

7. The term of office shall be one year. Re-election for consecutive terms may occur.

8. Vacancies shall be filled by the appointment of the Board.

9. Removal from office may occur by a majority vote of the Executive Board for missing more than two consecutive Executive Board meetings, failure to perform assigned duties, corruption, or any act that brings dishonor to the organization or negates the objectives of the organization. Removal shall take place after the board has met in an effort to discuss the problem and all attempts have been made to resolve the problem. Removal shall be done by a majority vote of the board. No board member has the right to change any decision that the board members made. If a board member intentionally does not follow through with the decision of the board, it will result in removal from the board. 

Article 7 . Funds 

1. Authorized signatures on PTO checks shall include the President, the Vice-President, Secretary, and/or the Treasurer. The signature on any check can not be the payee.

2. To be reimbursed from the PTO, a reimbursement form along with the receipt or invoice must be stapled to the reimbursement form and submitted to the Treasurer. The President or the Vice President shall sign the form and the Treasurer will disperse the check.

3. There must be a minimum of $200.00 in the bank account at all times.
4. Maximum spending allowance to be spent with Executive Board approval is $300.  All amounts exceeding this amount must be approved at a General Board meeting.
5. All PTO financial and other pertinent records must be turned over within 30 days from the last day of the school year. The incoming and outgoing Presidents and Treasurers must make themselves available to sign and record the transfer of bank accounts. Financial records include: bank account records, outstanding debt records, history of all transactions, receipts, and tax information. Other pertinent records include: date of contracted events, frequent contacts, willing volunteers information, sample forms/documents, PTO inventory, etc.

6. The purpose for which the organization is organized are exclusively religious, charitable, scientific, literary, and educational within the meaning of section 501(c)(3) of the Internal Revenue Law.

7. Not withstanding any other provisions of these articles, this organization shall not carry on any activities not permitted to be carried on by an organization exempt from Federal Income Tax under section 501(c)(3) of the Internal Revenue Code of 1986 or the corresponding provision of any future United States Internal Revenue Law.
8. Teacher requests for purchases or funds must be submitted in writing to the PTO mailbox. Requests must be submitted one (1) day prior to the Executive Board meeting.  This is to provide time for the Executive Board to review and discuss the request prior to the General meeting. For the request to be voted on and approved, the teacher or a same-grade representative must be in attendance to present the request at the general meeting.

9. In the event of dissolution, the residual assets of the organization will be turned over to one or more organizations which themselves are exempt as organizations described in sections 501(c)(3) and 180(c)(2) of the Internal revenue code of 1986 or the corresponding sections of any prior of future Internal Revenue Code, or to the Federal, State, or local government for exclusive public purpose.

10. At the end of an event where monies have been collected, a cash control slip will be filled out by two members of the Board. The members of the Board can not be next of kin. Both members should count the money, sign, and date the slip. The original goes to an Executive Board member and the copy is kept with the deposit slip by the Treasurer.

11. PTO funds should go directly from the school to the bank for deposit. If the bank is not open, monies will be stored in the school safe. PTO funds should not be taken home.

12. A letter will be written to the payee of checks that are written to PTO and returned for insufficient funds. The letter will contain a copy of the returned check, a request for the written amount and the fees charged to PTO for the check. The check will be returned to the payee upon receipt of cash, money order, or certified check. 

Article 8 . Procedures 

1. The order of business at general meetings shall include the following: Welcome, Minutes, Treasurer's report, Business of the Board, New Business, Principal’s Time, Teacher’s Time, Announcements & Parent input, and Adjournment.

2. A financial review committee shall review the PTO books annually before the books are turned over to the new board. The committee should consist of at least three outgoing board members and three incoming board members who will match every financial request with every receipt. The committee's report will be submitted to the Board at the first general meeting of the new school year. The committee will be appointed by the President and approved by the Board. The principal will act as mediator in the case of a dispute. 

Article 9 . By-Laws Adoption 

1. The By-laws shall be adopted by a majority vote of the organizations members present at any meeting. Prior notification of the by-laws as an agenda item must be made to the membership. 

Article 10 . Amendments 

1. The by-laws may be amended by the majority vote of members at any PTO general meeting.

2. Notification of voting on proposed amendments must be made by the Monday prior to the general PTO meeting. 

Article 11 . Dissolution 

1. The organization may only be dissolved following a majority vote of the members present at a meeting called and publicized for the purpose of dissolution.

2. In the event of dissolution of this organization, after paying debts of the organization, the remaining assets shall be donated to Queen Creek Middle School. 

Article 12 . Conducting Business via E-Mail 

1. If an issue arises and must be addressed before the next PTO meeting, the first contact is the president by telephone. In the event the president is unavailable the vice-president should be contacted.

2. If necessary the president/vice president can then send out an e-mail to the rest of the board to open discussion. Not until a majority of the board has responded can the president/vice president ask for a motion to be made. The pending issue can then be voted on and posted.

3. Any business conducted via e-mail should be an agenda item for the next meeting. It can then be recorded by the secretary and posted. 
Article 13. Conflict of Interest Policy

1. Purpose
a. The purpose of the conflict of interest policy is to protect this tax-exempt organization’s (QCMS PTO) interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.
2. Definitions
a. Interested Person - Any director, principal officer, or member of a committee with governing board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.
b. Financial Interest - A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:
i. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement,
ii. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a transaction or arrangement, or
iii. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement. Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial. A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person who has a financial interest may have a conflict of interest only if the appropriate governing board or committee decides that a conflict of interest exists.
3. Procedures
a. Duty to Disclose - In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board delegated powers considering the proposed transaction or arrangement.
b. Determining Whether a Conflict of Interest Exists - After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.
4. Procedures for Addressing the Conflict of Interest - An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.
a. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.
b. After exercising due diligence, the governing board or committee shall determine whether the Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.
c. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.
5. Violations of the Conflicts of Interest Policy
a. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.
b.  If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the governing board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.
6. Records of Proceedings
a. The minutes of the governing board and all committees with board delegated powers shall contain:
i. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the governing board’s or committee’s decision as to whether a conflict of interest in fact existed.
ii. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection with the proceedings.
7. Compensation
a. A voting member of the governing board who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.
b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.
c. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization, either individually or collectively, is prohibited from providing information to any committee regarding compensation.
8. Annual Statements
a. Each director, principal officer and member of a committee with governing board delegated powers shall annually sign a statement which affirms such person:
i. Has received a copy of the conflicts of interest policy,
ii. Has read and understands the policy,
iii. Has agreed to comply with the policy, and
iv. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.
9. Periodic Reviews
a. To ensure the Organization operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following subjects:
i. Whether compensation arrangements and benefits are reasonable, based on competent survey information and the result of arm’s length bargaining.
ii. Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization’s written policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes and do not result in inurnment, impermissible private benefit or in an excess benefit transaction.
10. Use of Outside Experts
a. When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, use outside advisors. If outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring periodic reviews are conducted.
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