
Foothills Elementary
Parent Teacher Organization

By-Laws

Article I: Name and Purpose

Section 1- The name of this organization shall be “Foothills Parent Teacher 
Organization”, hereinafter referred to as the “PTO”. 

Section 2- The purpose of the PTO is to encourage parent involvement, promote 
community, support the staff, expand the potential for student learning and to improve 
the environment at Foothills through volunteer and financial support. 

Article II: Policies

Section 1- The PTO shall not seek to direct the administrative policies of the school. 

Section 2-  The PTO exists under the status of Foothills Elementary and acts of this 
organization shall be in accordance with the policies of the school. 

Article III: Membership, Dues, Voting

Section 1- Any parent, guardian, or other adult standing in loco parentis for a student 
enrolled at FHE shall be a general member. Administrators and teachers employed at 
FHE may also be general members and have voting rights. 

Section 2- There are no membership dues. 

Section 3- All PTO members shall be entitled to one (1) vote. 

Article IV: Officers and Elections

Section 1- Membership: The Executive Board (the Board) shall consist of the officers 
and the principal or his/her designee. Committee Chairs shall attend when requested, 
but have no voting rights. 

Section 1- PTO Board: The PTO Board shall consist of the following officers: 
President, three (3) Vice-Presidents (Fundraising, Operations, Community), Secretary, 
Treasurer, Assistant Treasure.

a. President: The president shall preside over meetings of the PTO and the 
Board, serve as the primary contact for the principal, represent the PTO at meetings 
outside the organization, serve as an ex-officio member of all committees and 
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coordinate the work of all the officers and committees so that the purpose of the 
organization is served 

b. VP of Fundraising: The VP will coordinate and ensure the operation of all 
fundraising activities of the PTO, including filling committee chairs positions, attending 
meetings for fundraising activities, serving as liaison between fundraising activities and 
the Board, and advising on all fundraising activities. 

c. VP of General Operations: The VP will act as the liaison between the PTO 
and Foothills on school activities and operations that the PTO supports and has a 
specific interest. Coordinate and oversee the committees that support this work and act 
as a liaison between committees and the Board. 

d. VP of Community: The VP will coordinate and ensure the operation of all 
PTO activities which enrich the educational environment and show appreciation for staff 
including recruiting committee chairs, serving as the liaison between these activities and 
the Board, and advising on these activities. These activities may include but are not 
limited to Family Nights, Staff Appreciation, Missoula Children’s Theater, the 
playground, school grounds and the room parent program. 

e. Secretary: The secretary shall keep all records of the organization, take, 
record and post meeting minutes on the PTO website. They will also compile and 
maintain the member list on the PTO website and other places where necessary. 

f. Treasurer: The treasurer will manage the funds of the PTO in accordance with 
the policies of District 20 and FHE; coordinate with the FHE bookkeeper to keep an 
accurate record of receipts and expenditures; assure PTO policies and best practices 
are followed in regards to funds; to serve as an authorized signature on all PTO check 
requests from the PTO account within the Activities Account of FHE; designate and 
instruct handlers of funds for all PTO events. He or she will present a financial 
statement at every meeting and at other times of the year when requested by the Board 
and make a full report at the end of the year. 

g. Assistant Treasure: Assist the treasure as needed to learn the position. 
Assistant Treasurer will train to fill the Treasurer role the following year. 

Section 2- Elections: Elections of officers will be held at the May meeting of each 
school year. The Board will bring a slate of officers for the following year. Officers shall 
be elected by a simple majority vote of the membership present. 

a. Eligibility: Any member in good standing is eligible for office. 

b. Vacancies: In the case of a vacancy of any officer, the vacancy shall be filled 
by a simple majority vote of the remaining members of the Board. 

c. Terms of Office: Officers are elected for one (1) year and may serve no more 
than three (3) consecutive terms in the same office, unless there are no other 
candidates. Each person elected shall hold only one office at a time. 

Article V: Committee Chairs

�  of �2 4



Section 1- Committees shall be created by the Board to promote the purpose of the 
PTO and to plan and carry out PTO activities. Committees may consist of members and 
Board members. 

Section 2- Committee Chairs shall be recruited by the corresponding Vice President or 
PTO President. The committee chair can fill their committee as they deem necessary. 
The committee chair may serve for multiple terms. In the case of a vacancy, the VP will 
find a replacement and fulfill duties until a replacement is found. 

Article VI: Meetings

Section 1- Regular Meetings: At least six (6) regular meetings of the PTO shall be held 
during the school year. Dates of the meetings shall be determined by the Board during 
the summer and be announced at the beginning of the school year. 

Section 2- Quorum: The quorum shall be five (5) members of the PTO that can include 
members of the board. A quorum is required for all financial votes and changes of the 
bylaws. 

Article VII: Finances

Section 1: The fiscal year shall coordinate with the school year. 

Section 2: An annual budget and goals shall be presented at the first meeting of each 
school year for approval by a majority vote of the members present and by school 
principal. Any deviation above $50 from the budget must be approved in advance by the 
Board. 

Section 3: The general membership shall approve additional grant requests and 
expenses as brought to meetings by the Board. 

Section 4: Along with the school bookkeeper, the treasurer shall keep accurate records 
of any disbursements and income in compliance with School District 20 policy. 

Section 5: All expenses need pre-approval and signature from the Principal of FHE. 
The PTO Treasurer will communicate individual budgets to the committee chairs.

Section 6: All requests for reimbursement from PTO funds must include a 
reimbursement form along with an attached legibly signed and dated receipt. The 
school bookkeeper will process all reimbursement checks. 

Section 7: Purchases over $100 need to be processed through the school bookkeeper. 
Sales tax cannot be reimbursed on purchases over $100 thus the need to order through 
the school. Expenses under $100 and within the committee budget are allowed 
reimbursement without prior signature.
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Section 8: A minimum balance of $3000 shall be available at the start of the year to 
insure money is available to provide advanced funding for all activities and programs 
during the year with an attempt to keep a balance of $1000 year round. 

Article VIII: Dissolution

Section 1: A general membership meeting must be held. Notice of this meeting must be 
distributed to all members as least thirty (30) days prior to the meeting. A two-thirds vote 
of members present must carry the intent of dissolution. 

Section 2: Upon the dissolution of the organization, any remaining funds should be 
used to pay any outstanding bills and, with the membership’s approval, spent for the 
benefit of the school. 

Article IX- Amendments

Section 1- The bylaws may be amended at any regular meeting or special meeting of 
the general membership, providing that previous notice was given and notification was 
sent out to the members by the Board. Notice may be given by email or school 
distribution. Amendments will be approved by a two-thirds vote of those present, 
assuming a quorum . 

Section 2- These bylaws shall be reviewed and amended as necessary by the Board at 
least every three years to meet changing conditions in the school and community. 

Approved on May 9th, 2018 
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