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ARTICLE I:  NAME 

The name of this organization shall be the Urbin T. Kelley School Parent Teacher Organization (KES PTO). 

  

ARTCILE II:  OBJECTIVE 

The objective of this group shall be to develop a closer partnership between the home and the school.  

Through the efforts of the PTO parents and teachers can work together to enhance the mental, physical, 

and social education of each child.  

  

ARTICLE III:  POLICIES 

A.  This organization shall be nonprofit, nonpartisan and nonsectarian. 

B.  The purpose of this organization shall be educational, informative, and objective, but shall not seek to 

direct the technical function nor control the operative policies of the school.  

C.  No commercial enterprise and no political candidate shall be endorsed by this organization. Neither the 

name of the organization nor the names of its Executive Board Members in their official capacities on the 

KES PTO shall be used in any connection with a commercial concern or with any partisan interest. This 

organization may cooperate with other agencies active with children’s welfare. 

  

ARTICLE IV:  MEMBERSHIP + QUORUM  

All teachers, school personnel, and parents or guardians of children attending Urbin T. Kelley School may 

become members. 

A.  To become a member, one must register and pay the annual dues as established by the organization.  

B.  A member shall be deemed in good standing when such member is a registered PTO member.  Only 

members in good standing of the organization shall be eligible to vote on KES PTO business matters or to 
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serve in any of its elective or appointive positions, with the exception of the President or Vice President 

position.  In order to serve in the position of President or Vice President, a member in good standing shall 

also attend the majority of KES PTO meetings in a given school year. 

C.  Quorum shall be the Executive Board Members and 3 PTO Members.  A quorum is necessary for all voting. 

  

ARTICLE V:  OFFICERS 

A.  The officers shall be President, Vice President, Secretary, and Treasurer. 

B.  These offices may only be held by more than one person at a time with the exception of the Treasurer. 

C.  In instances when voting is necessary by the 4 Officers only, in the event of a tie, all members of the 

Executive Board shall vote to break the tie.  If there is an even number of Executive Board members, then 

the President shall abstain from voting in order to avoid a tie of the Executive Board.  

D.  DUTIES: 

1.  President 

 Preside over all PTO Meetings. 

 Seek suggestions from other Officers, Principal, Teachers, and Parents regarding PTO activities.  

 Contact the officers regarding any decisions that require immediate attention. 

 Initiate a vote when needed.  

 Consult with the Principal on all matters pertaining to PTO business.  

 Be the liaison between the PTO and the Administrative Staff at the school. 

 Be signature authority on bank account. 

 Keep calendar of events for the PTO. 

2.  Vice President  

 Act in an advisory and assistive capacity to the President. 

 Monitor progress of committees and solicit reports from Chairs for Executive Board meetings. 

 In the absence of the President shall conduct the presidential duties. 
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 Act as a resource and oversee the PTO’s Fundraising Program. 

 Keep an on-going master activity file for each committee to be given to each future Vice President 

and copies given to committee chairpersons. 

 Deliver committee reports if the chairperson or another member is unable to attend a meeting. 

 Keep calendar of events for the PTO. 

3.  Treasurer 

 Pay all bills and issue all checks for reimbursement in accordance with the budget adopted by the 

PTO, as well as when authorized, as specified by the bylaws. 

 Make all bank deposits.  

 Reconcile monthly bank statements.  

 Maintain general ledger for all accounting transactions.  

 Provide financial reports for monthly meetings. 

 Prepare yearly budget with input from Board members. 

 Prepare all required tax forms or seek out professional assistance as necessary to complete them.  

 Ensure all procedures necessary to maintain non-profit and tax-exempt status are followed.  

 Act as a resource to the Board and membership regarding any financial issues of the PTO. 

 Maintain and file financial books which will be held for 7 years. 

 Expenses greater than $1,000 must be approved by the President and have both signatures on the 

Reimbursement Request Form. 

 Be signature authority on bank account. 

 Fill in for Secretary when needed. 

 Maintain the PTO Mailbox and sort mail weekly. 

 4.  Secretary 

 Record the minutes of all meetings including regular PTO meetings, any Executive Board meetings, or 

any special sessions. 

 Present previous meeting minutes at the monthly PTO meetings. 

 Maintain all minutes for 5 years. 

 Organize and deliver the annual Welcome Back Teacher and Staff Appreciation lunch. 
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ARTICLE VI:  EXECUTIVE BOARD 

A.  This Executive Board shall consist of elected and appointed Officers. 

B.  The past President of the PTO may remain on the Executive Board, as President’s Advisor, (holding the 

position and all rights as such), for the following year.  

C.  The term shall consist of two years, with the option to be reelected into the same Executive Board 

position for a second term if desired, beginning and ending with that of the fiscal year as defined in these 

bylaws.  No Board Member shall hold the same office for more than two consecutive terms.  Each person 

elected shall hold only one Executive Board position at a time. 

D.  Resignation of an Executive Board position should be done in writing to the PTO Executive Board with the 

date that the resignation is effective.  If a Board member is unable or refuses to submit a written letter of 

resignation, but plans to resign, then a verbal resignation must be followed by a Motion of Recognition of 

resignation by the PTO at large.  The date and time of the Motion of Recognition of Resignation will serve as 

the effective time and date of said resignation. 

E.  A vacancy in an Executive Board Position shall be filled by a majority vote of the Executive Board with 

the exception when there is a vacancy in the office of President. In this circumstance, the Vice President 

shall become the President and a new Vice President will be appointed as indicated above and the Secretary 

will become the interim Vice President. Any vacancy replacement shall serve for the remainder of the 

school year. 

F.  Executive Board Members can be removed from office, with cause, by a majority vote of those present at 

a regular meeting where 14 days written notification has been given. 

G.  The President and/or any 2 members of the Executive Board shall have the authority to call special 

meetings of the Executive Board as needed. Minutes shall be recorded at all Executive Board meetings and 

subsequently emailed to the Executive Board.  A copy of the minutes shall also be filed in the Minute’s book. 

H.  Elections 

 Executive Board elections will be held at the general PTO meeting each May, unless the elections are 

to take place at a separate PTO meeting in June. 
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 A nominee must be present in order to be considered for election or have another PTO member 

present to represent him/her at the election. 

 The PTO members present will vote via silent ballot. In the event of a tie, those members of the 

Executive Board who are present will vote, via silent ballot, to break the tie. If there is an even 

number of Executive Board members present, then the President shall abstain from voting in order to 

avoid a tie of the Executive Board.  

 

ARTICLE VIII:  FINANCIAL POLICIES 

A.  Treasurer’s Reports 

The Treasurer shall keep accurate records of any income, disbursements, and bank account information.  A 

Treasurer’s report shall be presented to the PTO at monthly meetings with line items for income, 

expenditures and fundraising.   

B.  Disbursement of funds. 

The Officers shall have the authority to vote on time-sensitive issues and/or to disperse emergency funds 

outside of the approved budget items.  This vote must be approved by a majority vote of the Officers in 

order to authorize the vote on the issue and/or the dispersing of funds.  An emergency shall constitute an 

immediate need that arises in between PTO meetings.  The Officers shall be authorized this emergency 

discretionary fund, not to exceed $300.00, per emergency, unless a catastrophic event occurs in which the 

Executive Board and Principal can motion to increase the funding.   

D.  In order to obtain any reimbursement from the Treasurer, a receipt must be provided.  All checks 

written for over $1,000.00 to an individual shall require written approval with the signature of the 

Treasurer, as well as a signature from the President, and neither signature may be that of the person 

requesting the funds.   

F.  A minimum checking account balance of $2,000 must be maintained at all times.  This amount is not to 

be used for startup costs for the following year. 
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G.  All funds raised by PTO events and/or donations remaining at the end of the fiscal year shall revert to 

the Technology/School Enhancement Fund.  However, any member may make a formal request at a PTO 

meeting to allocate funds raised from an existing or new event for a particular project.  The request must 

be approved by a majority vote of the members present. 

H.  Fiscal Year  

The fiscal year will run from July 1st to June 30th. 

J.  IRC Section 501 c 3 

Notwithstanding any other provisions of these articles, the organization is organized exclusively for one or 

more of the purposes as specified in section 501 c 3 of the Internal Revenue Code of 1986, and shall not 

carry on any activities not permitted to be carried on by an organization exempt from Federal Income Tax 

under IRC 501 c 3 or corresponding provisions of any subsequent law.   

The organization may be dissolved with 30 days notification and a 2/3 vote of those present and voting at 

the meeting.  In the event of dissolution, all of the remaining assets and the property of the organization 

shall, after payment of all necessary expenses thereof, be distributed to the organizations that qualify 

under section 501 c 3 of the Internal Revenue Code of 1986, or to the Federal Government or State or Local 

governments for a public purpose subject to the approval of a Justice of the Supreme Court of the State of 

Connecticut.  Thus, any remaining funds shall be used with the approval of the same majority vote of the 

membership present, for the benefit of the school. 

  

ARTICLE IX:  MEETINGS 

A.  The meetings shall be held at Urbin T. Kelley School. 

B.  At least seven meetings will be held each year. The meetings will be held the first Wednesday of the 

month at 7:00 pm, unless otherwise communicated by the Executive Board.  

C.  Each elected Board Member shall attend at least five meetings per year.  If a member is unable to attend 

five meetings and/or fulfill the obligations of the position as set forth in Article V and VI above, the member 

will resign and a replacement will be voted upon by the Executive Board. 
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D. “Roberts; Rules of Order Revised” shall govern the organization in all cases in which they are applicable 

AND are not in conflict with these bylaws. 

E.  Annual Meeting 

 The last regular meeting of the year shall be held in May. A meeting may be held in June, if 

necessary. 

 New Executive Board Members shall be elected at this meeting and shall take office at the end of the 

fiscal year. 

  

ARTICLE X:  AMENDMENTS 

A.  These bylaws may be amended at any regular meeting of the organization by a majority of members 

present and voting and providing that written notification of the proposed amendment shall have been given 

14 days prior to the date of the meeting at which action is taken.  Once amended by majority vote, the 

changes will go into effect immediately. 

B.  Bylaws shall be reviewed/revised at a minimum of every 2 years, or as needed. 

  


