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Lino Lakes Elementary Parent Teacher Organization By-Laws
Lino Lake Stem School 725 Main Street,
 Lino Lakes, MN 55014 

Amended April 9, 2024
Section I – Name
The name of this 501(c)(3) nonprofit organization shall be called “Lino Lakes Elementary Parent Teacher Organization” (PTO).

Section 2 – Purpose
The purpose of the PTO is to positively affect the educational experience of the children of our community at Lino Lakes Elementary STEM School. We work to encourage communication between students, parents and staff and provide opportunities for enrichment and entertainment.

Section 3 – Membership
The PTO is made up of the entire staff of the school and all parents and guardians of Lino Lakes Elementary STEM School students. Membership is free and shall be made available without regard to race, color, creed or national origin.

Section 4 – Officers and Duties
The PTO shall have up to 3 Co-presidents, Secretary, Treasurer, and Marketing chair. The duties of the offices are as follows:
A.  Co-presidents
1. The 3 Co-presidents share general supervision of all affairs of the PTO.
2. The 3 Co-presidents sanction all committees of the PTO and serve as ex-officio members of all committees.
3. One of the 3 Co-presidents shall call and preside at all meetings of the PTO and the Board.
4. One of the 3 Co-presidents shall prepare the agenda before each meeting and share the agenda with the marketing chair to make it available to all members of the PTO via social media and a link for the principal newsletter.
5.  One of the 3 Co-presidents will have the authority to sign checks and use the debit card for the PTO. 
6. The past year’s  Co-president who is listed on the bank account is responsible for reviewing and signing the previous year’s income taxes.
7. One of the 3 Co-presidents will present the annual proposed budget for the upcoming fiscal year to the PTO at the May meeting of the current fiscal year.
8. If one of the 3 Co-presidents cannot fulfill their duties, the other 2 Co-presidents will divide those duties and assume those roles until another Co-president is voted in or the current Co-presidents term is over. 
9. Within one week following the May PTO meeting, all 3 voted in Co-presidents will have their specified duties in place and communicated to the current PTO board via email. linolakespto@gmail.com
10. All 3 Co-presidents will have equal access to the PTO gmail account beginning their 1st date in term until their term is ended. 

C. Secretary
1. The secretary shall ensure that a correct record is kept of all meetings of the PTO and the Board.
2. The secretary shall provide a copy of the minutes of the PTO meetings and the Board meetings to all Board members at the next meeting and make sure all minutes are available to all members of the PTO by sharing with the Marketing chair person to post on social media as well as for the principal newsletter.
3. The secretary shall ensure that an accurate record of all votes is kept and shall include the vote tallies in the minutes.


D. Treasurer
1. The treasurer shall supervise the PTO’s fiscal affairs, keeping a full and accurate account of all receipts and expenditures.
2. The treasurer shall ensure that no money is paid out that has not been approved by the PTO.
3. The treasurer shall present a financial statement at every meeting of thePTO and at other times, when requested by the Board.
4. The treasurer will be authorized to sign checks and use the debit card for the PTO and will have primary possession of the checkbook.
5. The treasurer shall assist the 3 Co-presidents with the annual proposed PTO budget for the upcoming calendar year, which is approved by the PTO at the beginning of the new fiscal year.
6. The treasurer shall prepare and submit a current year’s financial summary to the Board for the current fiscal year by May of that year.
7. The treasurer and a designated board member shall tally all votes of the PTO, other than board member elections.
8. The treasurer is responsible for submitting all pertinent documentation to the PTO retained tax professional for timely filing of the taxes.


E. Marketing Chair
1. The marketing chair shall be responsible for maintaining and updating the social media communications for the PTO. Social media communications include the  Facebook account and Instagram account. 
2. The marketing chair shall coordinate all spirit wear opportunities.


Section 5 – Election of Officers and Terms of Office
A. Eligibility
To be eligible for an elected office 3 Co-presidents, secretary, treasurer and marketing chair), a candidate must be a member of the PTO.

B. Nominations and Voting
1. Any member of the PTO can nominate another member of the PTO for any position. A nomination must be seconded by another member in order to be eligible to be voted on. Nominations will occur in April of each year.
2. Voting for the election of officers shall take place in May of each year.
3. Voting shall be by written ballot and will be tallied and verified by the current 3 Co-presidents unless they are on the ballot for a particular office. In the event one of the current  3 Co-presidents are running for an office, votes for that office	will be tallied by the next board member who is not running for office.
4. The candidate with the most votes will win the election for that position
.
C. Terms of Office
1. Officers will be elected for a one year term.
2. No one officer can serve more than two consecutive years in the same office.
3. After the election in May, outgoing officers will begin transitioning their position to the incoming officers. The outgoing officers will continue to be responsible for their duties until the new term of office begins.
4. The term of office will run from August 1st of the year of election to July 31st of the year ending their term.

Section 6 – Board
A. Composition
The Board shall be composed of the  3 Co-presidents, secretary, treasurer, marketing  chair, principal, a minimum of one staff member appointed by the principal  and  Co-presidents, and three other elected members. Elections for these three “other elected member” positions (see C. below) will be done  in September of each year and will be for a one (1) year term.


B. Authorities
The Board shall have the authority to authorize spending up to  $500.00. A simple majority vote by email communication of the Board shall decide these expenditures as necessary during non-meeting times.

C. Duties of “Other Elected Member” Board position (aka. At-Large Member)
1. Members shall make a commitment to attend as many PTO meetings as possible.
2. Members shall participate in Board votes as necessary.
D. Replacement of Board Members
1. In the absence, resignation, disability or death of one of the 3 Co-presidents, the duties of the co-president  shall go to the  other 2 Co-presidents.
2. Resignation of any member of the Board other than the co-president shall be submitted in writing to the Co-presidents.
3. Resignation of the Co-president shall be submitted in writing to the  other 2 Co-presidents.
4. Vacancies occurring among elected officers, except for the Co-presidents, shall be filled by recommendation by at least one of the Co-presidents with election by the PTO.

Section 7 – Meetings
A. Meetings of the PTO
1. The PTO shall hold a minimum of seven (7) meetings during the school year.
2. Special meetings of the PTO may be called at any time by the Co-president in charge of this duty or  one of the other 2 Co-presidents in the Co-president’s absence.
3. Notice of meetings of the PTO shall be made at least five (5) business days in advance of regularly scheduled meetings.
4. A simple majority vote shall decide all issues. At least four (4) Board members must be present to vote on an issue. In the event of a tie, the item shall fail.

Section 8 – Fiscal Operations
The fiscal year of the PTO shall be from July 1 to June 30. Upon the dissolution of the PTO, after paying or adequately providing for the debts and obligations of the organization, the remaining assets shall be distributed to one or more nonprofit funds, foundations, or organizations which have established their tax exempt status under Section 501(c)(3) of the Internal Revenue Code.

Section 9 – Agenda and Approved Expenditures
A. All items on agenda must be given to the Co-president in charge of the PTO meetings at least eight (8) calendar days in advance of a regularly scheduled PTO meeting.
B. The Co-President in charge of the PTO meetings shall prepare an agenda and make it available to all members of the PTO  Five (5) calendar days prior to a regularly scheduled meeting.
C. Items may be placed on the agenda less than Eight (8) calendar days prior
to a meeting at the discretion of the Co-presidents.
D. No items will be voted on unless they are on the agenda.
E. No monies will be paid out unless there is prior approval by the PTO. If the actual cost of an expenditure exceeds the approved allotment, reimbursement will only be up to the approved allotment unless a new vote is taken on the excess amount and the PTO approves it. The one (1) month waiting period is waived for such expenditures.
F. All presentations are done at the beginning of the meetings. Voting may be done at the end of the meeting if the vote is for a budgeted item or a non- budgeted item with an expenditure request of less than $500. Presenters will not be present during voting.
G. Non-budgeted items with an expenditure request of  $500 or more: Voting on these items will not occur at the same meeting at which the presentation occurs. The vote will be placed on the agenda for the month following the presentation. The  3 Co-presidents will determine if a special meeting is necessary to  vote on a non-budgeted item.
H. Money allocated for a certain item can only be spent on that item. A receipt or a  photocopy of the receipt must be given to the treasurer in the PTO box and will be  reimbursed within 10 days of getting the receipt. All receipts must be submitted to the treasurer by the May PTO meeting of the current school year unless otherwise pre-approved by the PTO. All unused money must be returned to the PTO and not allocated  to other areas. Unless otherwise pre-approved by the PTO, unused money will be  returned to the PTO fund at the end of the school year in which the money was approved.

Section 10 – PTO Organization Rules
The rules contained in the current edition of “Robert’s Rules of Order, Newly Revised” shall govern the PTO in all cases to which they are applicable and in which they are not inconsistent with these by-laws and any special rules of order the PTO may adopt.

Section 11 – Amendment to the By-laws
The Co-presidents will establish a committee to review the by-laws as necessary to conduct the business of the PTO. The committee shall present the by-laws to the board for review and determination as to whether any amendments are necessary or appropriate.The by-laws may be amended at any regular meeting of the PTO by a two-thirds vote of the members present and voting. Notice of the amendment(s) must be made available to all members in writing seven (7) calendar days prior to the meeting at which the amendment is moved. Voting on the amendments shall occur at the meeting next subsequent to the meeting at which the amendments are presented.

Section 12 – Documentation of PTO Actions and Activities
The PTO will maintain all documents electronically in a Google document management system (aka Google Drive/Docs). The Co-presidents will determine accessibility for each folder. Meeting agendas, minutes and by-laws are available to any member of the PTO upon written request to the Co-Presidents via the PTO gmail at: 
Linolakespto@gmail.com
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