BY-LAWS OF

OUR LADY OF VICTORY PARENT-TEACHER ORGANIZATION

ARTICLE I

Name

The name of this organization shall be known as Our Lady of Victory Parent-Teachers Organization.

ARTICLE II

Object

To increase better relationships with our teachers.  To promote the welfare of our children – spiritually, mentally, culturally and physically.  To present information for the betterment of our school and homes.  To bring into closer relation the home and the school, that parents and teachers may cooperate intelligently in the training of the child.  To develop between educators and the general public such united efforts as will secure for every child the highest advantages in spiritual, mental, and physical education.

ARTICLE II

Officers and Duties

Section 1.  President with Vice President or Co-Presidents:  It shall be the duty of the president/co-presidents to preside at all meetings, to enforce the observance of the constitution, by-laws, and rules of order, to decide all questions of order, to appoint all committees and to perform such other duties as the office may require.  The president/co-presidents shall make no motions or amendments nor vote on any question or motion unless the society be equally divided when the president/co-presidents shall give the deciding vote.  The co-presidents shall cast only one deciding vote.

Section 2.  Vice-President:  If the option of president with a vice-president is the case in the current term, then the vice-president shall perform the duties of the office of the president in the absence of the president.

Section 3.  President-elect/Co-Presidents-Elect:  Will automatically assume the presidency/co-presidency for the following term.  As is traditional, the president-elect/co-presidents-elect shall preside at the March meeting.  In the absence of the president and vice-president, the president-elect/co-presidents-elect shall perform the duties of those offices.

Section 4.  Recording Secretary:  The recording secretary shall keep on record the proceedings of the society;  have access to a record of the name and address of each member, the record of the subjects debated and shall have charge of all books and documents of the organization.

Section 5.  Corresponding Secretary:  The corresponding secretary shall notify all members of special meetings, absent members of their duties, write all communications and read or make available at the regular meetings all communications received.

Section 6.  Treasurer:  The treasurer shall receive all money, keep an account of all dues, of all receipts and expenditures.  All bills shall be payable by check and reimbursements made by check upon presentation of a receipt.  The treasurer shall report the state of the treasury whenever requested.  All bills and checks shall be signed by the treasurer, or in her/his absence, by the president/co-president or pastor.  The books shall be audited annually.  The treasurer will report on the state of the treasury at board meetings.  S/he shall publish said report in the parish newsletter when space is available.  Otherwise, s/he shall make copies of said report available to the general membership before each PTO meeting.

Section 7.  Auditors:  It shall be the duty of the auditors to audit the treasurer’s books annually and to tally the votes for the PTO elections held at the May meeting.  Any auditor in his current term running for an elected position may not count votes.

ARTICLE IV

Vacancies

Section 1.  Whenever a permanent vacancy shall occur in any office, the president/co-presidents shall appoint a successor.

Section 2.  The appointed officer shall serve for the balance of the term for which the predecessor was elected.

Section 3.  A vacancy will occur when an officer notifies the PTO president/co-presidents that s/he can no longer fulfill the responsibilities of the office to which s/he was elected.

ARTICLE V

Duties of Officers Upon Retiring From Office

Upon retiring from office, all officers shall turn over to their successor funds, documents and other properties belonging to the PTO by the end of the fiscal year, June 30.

ARTICLE VI

Quorum

A meeting shall not be conducted unless a quorum is present.  A quorum shall consist of 20 members including 3 officers.

ARTICLE VII

Installation of Officers

The pastor or his representative shall install the new officers.  The officers shall promise to faithfully discharge the duties of the office to the best of her/his ability and knowledge.

ARTICLE VIII

Committees

Section 1.  Standing committees shall be Cafeteria Volunteer Co-ordinator, Cheer, Hospitality, Kitchen, Membership, Refreshments, Registrar, Room Mothers, Enrichment Program, Ways and Means, Newsletter, Picture Lady, Receptions, Skating Parties, Teachers’ Aides, Education Commission Representative, Junior Great Books, Everybody Counts.

Section 2.  Special committees may be appointed or deleted by the chair as needed.

ARTICLE IX

Order of Business

Section 1.

1.  Prayer




2.  Pledge of Allegiance to the Flag (when flag is displayed)




3.  Reading of Minutes




4.  Treasurer’s Report




5.  Reading of Correspondence




6.  Standing Committee Reports




7.  Special Committee Reports




8.  Unfinished Business




9.  New Business




10. Adjournment

Section 2.  This order of business may be suspended by a 2/3 vote of those present.

ARTICLE X

Amendment

These by-laws may be amended at any regular meeting or special meeting by a 2/3 vote of those present, provided such an amendment was proposed at the previous meeting and had received the prior approval of the Pastor.

ARTICLE XII

Authority

The business of PTO shall be conducted according to Robert’s Rules of Order, Revised when not in conflict with these by-laws.

Amended
April 2, 1974

Amended
October 2, 1979

Amended
June 13, 1983

Amended
September 5, 1985

OPERATING PROCEDURE TO SPEND P.T.O FUNDS FOR OUR LADY OF VICTORY SCHOOL


This procedure was voted and approved at the General P.T.O Meeting March 24, 1993.


The Administration and Teachers at Our Lady of Victory will come together in August to present a prioritized list of needs for the school to the P.T.O at the September General Meeting.  This will allow the general membership to have an idea of what they will be working for through their fund raising events and efforts for the school year.


We will add another Board and General P.T.O. Meeting to the existing schedule.  This additional meeting will be in late January and early February.  The agenda for this meeting will consist of voting on a dollar amount to be given to the Administration for their needs they presented at the prior General Meeting in September.

*****The money is to be that which is over and above the budgeted operating expenses for Our Lady of Victory P.T.O for that school year.

PURPOSE OF THE PTO BOARD MEETINGS

The purpose of the PTO Board meetings is:

Set goals for PTO for the upcoming year and beyond;

A planning and discussion forum for PTO activities;

A planning meeting for the PTO General meeting.

The Board meeting should be attended by all Board members and any Committee Chairs or their appointed Committee member. (Presented and approved at the September 12, 2006 PTO General Meeting to clarify and document).

INVESTMENT OF PTO FUNDS

Proposal to invest excess PTO funds held for long term projects, such as technology upgrades, in Archdiocese notes that currently receive 6% interest.  There is no term associated with these notes.  Investments would be made through the parish business office and PTO would receive a statement every 6 months. The PTO treasurer would propose the suggested investment amount at the Board meetings as the need arises and the Board would vote on the proposal.  Approved investments would be handled through a check payable to OLV and signed by the Treasurer and Co President.  Funds redeemed would be made payable by check to OLV PTO, for deposit only into the PTO operating account.  The investment amount would be listed separately on each financial report. This is the only type of investment approved by the Archdiocese. (Approved at November 14, 2006 General Meeting)

OLV PTO Bylaw Amendments:  May 26, 2009 Board Meeting

Elections and Terms of PTO Executive Board

a. The elected officers of the Executive Board shall consist of/rank as follows:



i. President


ii. Vice President


iii. Treasurer


iv. Secretary


v. Auditors


vi. Corresponding Secretary

b. All of the above positions can be co-chaired.

c. Non-elected positions include the following:


i. Principal


ii. Pastor

d. All elected officers must have a child currently enrolled in OLV School.

e. Nominations will be accepted for all of the above listed positions prior to the election of office at the spring PTO General meeting.  All nominations must be approved by the Principal prior to the elections.

f. The President and Treasurer should not be related avoiding any potential conflicts of interest.  Related defined as close relatives by birth or marriage including siblings, parents, children, in-laws.

f. Election of officers shall be conducted by written ballot or voice vote at the March PTO General meeting by a simple majority vote.

g. Newly elected officers of the OLV PTO shall assume the responsibilities of their offices following the adjournment of the May or last PTO General Meeting of the school year.

h. In the event any current elected officer no longer has a child enrolled at OLV School, for any reason, said officer will be considered to have resigned, and that Executive position will be considered vacant.  The vacant position can be filled according to the article pertaining to vacancies.

i. Any vacancy occurring in the President/Co-Presidents  office shall be filled, for the remainder of the term, by a person(s) elected by a simple majority vote of the PTO Executive Board.

Rotation of Key Officers

Key Board positions should be rotated at least every 3 years.  Any exceptions should be approved by the Principal and Pastor and voted on at a General Meeting.  

Bank Accounts:  Annually, the Board should submit a listing of all bank accounts used by the organization to the parish Business Manger.  All bank accounts must be maintained at the bank designated by the parish.  This listing should be certified as to its accuracy by the organization’s Treasurer and the President.  A copy of the signatory cards should also be provided to the Business Manager for each bank account used by the organization.  The pastor must be an authorized signatory on each account.

The Parish Business Office should receive an original bank statement directly from the bank.  A copy of the monthly bank reconciliation should be sent to the Business manager to verify against the bank statement.

There should be a separation of duties between the responsibility of receiving and depositing funds and the reconciliation of the bank account and preparation of financial reports.  An individual who is not an authorized check signer should reconcile the account.

The treasurer must submit an annual financial statement of the organization to the Finance Commission and to the Pastoral Council.  Additionally, the treasurer must submit approved financial statements from each of the General meetings, to the Business Manager.  The auditors must send a copy of all audit reports/findings to the Business Manager.

Investment of PTO Funds: Annually the Board, with advice from the Business Manager, should determine if funds held for long term projects, should be invested in Archdiocese Notes.  A written exception should be obtained from the pastor if the funds will not be invested.  The only investment authorized by the Diocese is the Archdiocesan Notes.

Contracts: PTO Board members or representatives of the organization are prohibited from entering any contracts or loans or leases.  Contracts for fund raising activities will be reviewed by the Board and may only be entered in to and signed by the Principal and may not exceed 1 year.  Executed contracts that bind the organization to purchases or commitments in excess of $5,000 must be submitted to the Pastor and Pastoral Council.

Expenditures:  Capital expenditures over $25,000 must be submitted to Pastoral Council and receive written consent before any action is taken by PTO.

Fund Raising: The Document on Temporal Affairs (paragraph 80) states that “No fund-raising activity, including socials, shall be undertaken by a parish society without consultation with the Parish Council and the approval of the Pastor.  The approval must include both the procedure and the purpose of the funds.”  Therefore, PTO will seek written approval for all new fund-raising activities in accordance with this document.
Above approved at May 26, 2009 Board Meeting

