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Bellaire High School - PTO Bylaws  

I. General Provisions  

A. Name  

The name of this organization shall be the Bellaire High School Parent-Teacher Organization 
(PTO). These bylaws govern the affairs of the PTO at Bellaire High School in Bellaire, Texas. 
The PTO shall have no affiliation with any local, state, or national organization with similar 
objectives.  

B. Purpose and Policies  

Section 1 – The purpose of the PTO is to promote understanding, cooperation, and support 
among parents, teachers, and administrators in order to provide the best possible education 
for the students of Bellaire High School. The PTO works to support the mission of the school 
and to enrich the educational experience through parent, school, and community 
involvement.  

Section 2 – The PTO is organized exclusively for charitable and educational purposes and 
shall operate in a manner that maintains its tax-exempt status under section 501(c)(3) of 
the Internal Revenue Code. All policies and activities of the PTO shall be consistent with this 
tax-exempt purpose.  

Section 3 – The PTO shall be noncommercial, nonsectarian, and nonpartisan. It shall not 
endorse any commercial enterprise or political candidate. The PTO will not seek to direct 
the administrative activities of the school or control its policies, but will cooperate with the 
school’s faculty and administration to support Bellaire High School.  

Section 4 – In the event of dissolution of the PTO, and after paying or providing for all debts 
and obligations, the remaining assets shall be distributed to one or more organizations 
established for educational or charitable purposes that qualify under section 501(c)(3) of 
the Internal Revenue Code. 

 



II. Membership

Section 1 – Eligibility: Any parent or legal guardian of a current or incoming Bellaire High 
School student, any Bellaire High School teacher, administrator, or staff member, and any 
interested community member who subscribes to the purposes and policies of the PTO may 
become a member of this organization.  

Section 2 – Voting Rights: Each PTO member is entitled to one vote on matters presented 
to the general membership. A member must be present at the meeting (in-person or as 
allowed by the PTO in an official virtual setting) to cast a vote; proxy voting is not permitted 
in general membership decisions.  

Section 3 – Representation: No member of the PTO may speak or write on behalf of the 
PTO unless authorized to do so by the President or the Executive Board. Official 
statements, endorsements, or communications on behalf of the PTO must be approved by 
the President or Executive Board to ensure consistency with PTO policies.  

III. Executive Board

A. Composition and General Provisions  

Section 1 – The Executive Board shall consist of the elected officers of the PTO. These 
officers shall collectively oversee the PTO’s operations. The officer positions are:  

President  
VP of Communications  
VP of Fundraising  
VP of School Relations  
VP of Budget & Finance  
VP of Corporate Sponsorship  
Treasurer  
Assistant Treasurer  
Secretary  
Parliamentarian  
Immediate Past President (non-voting member) 
President Elect (non-voting member)  

The Principal of Bellaire High School and one faculty representative designated by the 
Principal shall also serve as ex-officio, non-voting members of the Executive Board in an 
advisory capacity.  

Section 2 – Eligibility: Only PTO members in good standing (not under any suspension) are 
eligible to serve as officers on the Executive Board or to vote on Executive Board business. 
Officers must be parents or legal guardians of current or incoming Bellaire High School 



students at the time of their election. 

Section 3 – Term of Office: Officers shall be elected to serve a term of one (1) year beginning 
July 1st and ending on June 30th. No individual may serve more than two (2) consecutive 
one-year terms in the same office unless by exception voted by the Executive Board and 
general membership. (An individual who has served more than half a term in an office is 
considered to have served a full term in that office for the purpose of this term limit.)  

Section 4 – Voting on the Executive Board : Each individual member of the Executive Board 
has one vote on Executive Board matters, regardless of the number of positions that 
individual may hold. If an office is shared by two co-officers, each co-officer is considered an 
individual member of the Executive Board and has one vote. No person may cast more than 
one vote on any Executive Board matter.  

Section 5 – Compensation: No officer or Executive Board member shall receive any 
compensation from the PTO for performing the duties of their office. All service in PTO 
positions is voluntary.  

Section 6 – Contracts and Purchases: No officer or member of the Executive Board shall 
secure any contract in the name of the PTO without the approval of the PTO membership 
(by majority vote at a meeting or as otherwise provided in these bylaws). Any expenditure 
or financial commitment must fall within the approved budget or be authorized by the 
Executive Board and/or general membership as specified in these bylaws. Officers shall 
adhere to budgetary restrictions when making purchases on behalf of the PTO.  

B. Meetings  

Section 1 – General Meetings: The PTO shall hold general membership meetings at least five 
(5) times during each fiscal year. The schedule of general meetings shall be determined by 
the Executive Board at the beginning of the school year and communicated to the 
membership. General meetings may be held in person at the school or at another designated 
location, or virtually as needed, and shall be for the purpose of conducting PTO business, 
receiving reports, and voting on matters as needed.  

Section 2 – Executive Board Meetings: Regular meetings of the Executive Board shall be held 
throughout the year, typically in advance of each general meeting or monthly, at times and 
places (or via virtual conference) determined by the Executive Board at its first meeting of 
the year. The schedule for Executive Board meetings should be made known to its members 
and may be adjusted by the President as necessary.  

Section 3 – Special Meetings: Special meetings of the Executive Board may be called by the 
President or by a majority of the Executive Board members. Special meetings of the general 
PTO membership may be called by the President or by a majority of the Executive Board . At 
least twenty-four (24) hours’ notice shall be given for any special meeting, stating the 
purpose of the meeting. Notification may be made by electronic means or phone if time is of 
the essence. 



Section 4 – Quorum (Executive Board): A majority of the voting members of the Executive 
Board shall constitute a quorum for the transaction of Executive Board business. Ex-officio 
(non-voting) members do not count toward this quorum. If a quorum is not present, no 
formal action can be taken except to adjourn the meeting to a later date.  

Section 5 – Quorum (General Membership): A simple majority of the PTO general 
membership in attendance shall constitute a quorum for the transaction of business at any 
general PTO meeting. This quorum count excludes any non-voting attendees. The 
Parliamentarian (if one is appointed) or the presiding officer shall verify that a quorum is 
present at the start of each meeting where business will be conducted.  

Section 6 – Voting: Unless otherwise specified in these bylaws, a simple majority vote of 
those members present and voting at a meeting (with the presence of a quorum) is required 
to adopt any motion or elect any position. In the event of a tie vote on any matter at a 
general or Executive Board meeting, the presiding officer (usually the President) may cast 
the tie-breaking vote, provided they have not already voted on that motion.  

Section 7 – Proxy Voting: Proxy voting (the transfer of a member’s voting power to another 
person) is not permitted in PTO votes.  

Section 8 - Alternative Voting Method: If an issue arises that requires action before a 
meeting can be convened, the President may opt to conduct a vote of the Executive Board via 
telephone, email, or other electronic communication, provided that all Executive Board 
members have the opportunity to discuss the issue (electronically or via conference) before 
casting their votes.  

Email Voting: Email voting by the board will only be used for special circumstances. The 
stipulations are as follows:  

- There is a 48-hour deadline for responses (votes)  

- Any necessary documentation for consideration will be scanned and attached to the 
emails so that all of the documentation may be viewed by the entire board - When 
responding each officer must REPLY TO ALL; if not replying to all, the vote will be 
discounted  

- If anyone asks to meet in person for more discussion, the issue can no longer be 
voted on via email  

- Votes require 100% participation and 100% approval; otherwise, the motion has to 
be discussed in person  

- Copies of the email threads will be kept in the Secretary’s binder for PTO record 
keeping needs. (This should be the electronic drive, there is no binder) - Any such vote 
conducted outside of a meeting shall be documented by the Recording Secretary and 
reported in the minutes of the next Executive Board meeting and the next general 
meeting.  

C. Nominations and Elections 



Section 1 – Nominating Committee: A Nominating Committee shall be formed each year to 
select a slate of nominees for the elected officer positions of the PTO. The committee shall 
consist of seven (7) members. The President (or if available, the Immediate Past President) 
shall appoint one member as the Chair of the Nominating Committee. In consultation with 
the President, the Nominating Committee Chair shall select six (6) additional members from 
the PTO membership at large, striving to represent a cross-section of the school community. 
The proposed Nominating Committee membership shall be submitted for approval by a 
majority vote of the PTO members present at a general meeting (typically in the spring 
semester). No current officer who is intending to run for re-election or election to a different 
office may serve on the Nominating Committee.  

Section 2 – Nomination Process: The Nominating Committee shall publicize to the PTO the 
opportunity to nominate candidates for office. The committee shall identify at least one 
willing and qualified candidate for each elected office. The consent of each nominee must be 
obtained before that person’s name is placed in nomination. The Nominating Committee 
may nominate more than one individual for an office if it deems it appropriate (in other 
words, contested elections for officer positions are allowed). The Nominating Committee 
shall report its slate of nominees to the Executive Board and then to the general 
membership prior to the election meeting. The slate of candidates should be made available 
to the PTO membership at least several days before the election (for example, by announcing 
the slate at a meeting or via electronic communication). Additional nominations from the 
floor will be allowed during the election meeting, provided the nominee is eligible and 
consents.  

Section 3 – Election: Officers shall be elected by majority vote of PTO members present and 
voting at a general membership meeting designated for elections (typically the final PTO 
meeting of the school year in May). The voting shall be conducted in a fair and open manner, 
by voice vote as determined by the presiding officer (or by electronic ballot if the meeting is 
virtual). If there is only one nominee for a given office, the election for that office may be 
held by acclamation (voice vote). The term of each office begins as defined in Section 3 of 
Article III. A of these bylaws.  

Section 4 –Succession: An individual who has served as President for the preceding term 
may be invited to serve in an advisory capacity as Immediate Past President for the 
upcoming year. If a President-Elect is identified (for example, if the Nominating Committee 
designates a candidate to automatically assume the Presidency in the following year), that 
person may serve as a non-voting member of the Executive Board until officially elected as 
President.  

D. Vacancies  

Section 1 – Mid-Year Vacancies: If an elected office (other than the Presidency) becomes 
vacant before the term is completed, the President shall appoint a PTO member to fill the 
vacancy for the remainder of the term, subject to approval by a majority vote of the 
remaining members of the Executive Board. Alternatively, the Executive Board may call a 



special election at a general meeting to fill the vacancy, following a nomination process as 
appropriate, if the Committee deems that more appropriate.  

Section 2 – Vacancy in Presidency: If the office of President becomes vacant before the end 
of the term (due to resignation, removal, incapacity, or any other reason), the President Elect 
shall assume the duties of President on an interim basis. The Executive Board shall, as soon 
as practical, hold a vote to elect an acting President for the remainder of the term by 
majority vote of the Executive Board. This acting President will perform the duties of 
President until the next general election.  

Section 3 – Appointed Positions: A vacancy in any appointed position (such as a committee 
chair or Parliamentarian) may be filled by the President by appointing a replacement, 
subject to Executive Board approval if required for that position. The new appointee will 
serve for the remainder of the term of that position.  

E. Removal from Office  

Any elected officer may be removed from office before the end of their term for failure to 
fulfill the duties of the office, for missing an excessive number of meetings without adequate 
excuse, or for conduct deemed unethical, illegal, or contrary to the PTO’s purposes. Removal 
of an officer requires a two-thirds (2/3) vote of the Executive Board at a special Executive 
Board meeting called for that purpose (with advance notice of the intent to vote on 
removal). The officer in question shall have the opportunity to address the Executive Board 
prior to the vote. A removed officer’s position shall be declared vacant and filled in 
accordance with the provisions of Article III. D (Vacancies).  

F. Duties of Officers  

Section 1 – General Duties of All Officers: All PTO officers are expected to uphold the highest 
standards of integrity and good faith in executing their responsibilities. Each officer shall 
maintain documentation of their activities and responsibilities (a procedure book or 
electronic folder containing records, notes, plans, and relevant information) to facilitate a 
smooth transition to their successor. This portfolio of records shall be delivered to the 
incoming officer no later than ten (10) days following the end of the school year. During the 
school year, officers who oversee committees should communicate regularly (at least 
monthly) with their committee chairs and be prepared to report on committee activities at 
Executive Board meetings. Officers and committee chairs should use the PTO’s official 
communication channels (such as official PTO email accounts or newsletters) for conducting 
PTO business to ensure continuity and proper record-keeping.  

Section 2 – President shall:  

a. Provide leadership to the PTO and coordinate the work of the officers and committees 
to ensure the PTO’s purposes are being promoted. 

b. Prepare the agenda for and preside over all general PTO meetings and Executive 
Board meetings, maintaining order and adhering to parliamentary procedure.  



c. Serve as the primary liaison between the PTO and the School Principal and 
administration, communicating parent concerns and PTO plans, and collaborating on 
school support activities.  

d. Serve as an ex-officio member of the school’s Shared Decision Making Committee 
(SDMC) or any similar advisory committee, representing the PTO as required.  

e. Encourage a spirit of inclusion, community, and cooperation within the PTO, working 
to involve as many parents, teachers, and community members as possible in PTO 
activities.  

f. Have signatory authority on all PTO bank accounts, and, along with the Treasurer and 
other designated officers, be responsible for approving and signing checks or drafts 
on behalf of the PTO in accordance with the PTO’s financial policies.  

g. Appoint the Chair of the Nominating Committee (in accordance with Article III. C) and 
provide guidance to that committee as needed, without unduly influencing its 
selections.  

h. Appoint a Parliamentarian to advise on parliamentary procedure and ensure 
meetings are conducted in an orderly manner. (The Parliamentarian serves at the 
pleasure of the President and does not vote as an officer.)  

i. Appoint the chairpersons of all standing and special committees of the PTO, subject to 
the approval of the Executive Board. Such appointments are to be made annually (or 
as needed for new committees) and each chairperson serves for the duration of the 
school year or the specific project.  

k. Be an authorized approver for any official PTO communications or publications, and 
sign or approve all formal correspondence or documents when required (except those 
delegated to other officers).  

l. Remain fair and impartial when presiding over meetings, refraining from influencing 
debate as much as possible. The President typically does not vote on motions except to 
cast a deciding vote in the event of a tie, or when the vote is conducted by ballot.  

Section 3 – Vice President of Communications shall: 
a. Serve as a liaison to the school’s counselors or staff on parent education and 

communication programs, helping to facilitate workshops, informational sessions, or 
resources for parents as needed.  

b. Oversee PTO communications and publicity, ensuring that information about PTO and 
school events is effectively disseminated to parents, staff, and the community. This 



may include oversight of committees or volunteers responsible for the PTO newsletter, 
website, social media, email communications, and other publicity efforts, as 
determined by the Executive Board.  

c. Oversee additional committees or functions as assigned by the Executive Board that 
fall under the realm of communications. 

d. Perform other duties as requested by the President or Executive Board in support of 
PTO objectives, particularly in the area of communications and outreach.  

Section 4 – Vice President of Fundraising shall:  

a. Oversee committees and activities related to PTO fundraising, as determined by the 
Executive Board.  

b. Coordinate and supervise all PTO fundraising activities and events. This includes 
working with any fundraising committees or event chairs (such as annual campaigns, 
spirit nights, etc.) to set fundraising goals, plan activities, and ensure efforts align with 
PTO and school guidelines.  

c. Serve as a member of the Budget Committee, contributing to the development of the 
PTO’s annual budget (fundraising results and projections are crucial to budget 
planning).  

d. Work with the Treasurer to ensure that all funds are properly accounted for and 
promptly deposited.  

e. Encourage broad participation in fundraising , and explore new methods to raise 
funds and engage the community in supporting the school.  

Section 5 – Vice President of School Relations shall:  

a. Oversee committees and activities related to volunteerism and school support, as 
determined by the Executive Board. This includes managing any committee 
tasked 
with coordinating the school’s volunteer program and parent involvement in school 
activities.  

b. Serve as the PTO’s liaison for the Houston ISD Volunteers in Public Schools (VIPS) 
program, ensuring that Bellaire High School’s requirements for volunteer registration 
and reporting are met. Coordinate with the school’s VIPS coordinator to encourage 
parents to register and log volunteer hours.  



c. Develop and implement strategies to encourage, recognize, and reward volunteer 
service within the school community. This may involve volunteer appreciation 
events, communications highlighting volunteer opportunities, and recognition of 
volunteer contributions.  

e. Work closely with school faculty and staff to identify areas where parent volunteers 
can support school programs and events, and coordinate the fulfillment of those needs 
through PTO channels.  

f. Oversees food sale committee, soiree chair(s), teacher appreciation and coffee with 
principal.  

Section 6 – Vice President of Budget & Finance shall:  

a.Budget Creation: Convene and chair the Budget Committee meeting to develop an 
annual budget for the PTO. This meeting is typically held in March/April of the school 
year and the proposed budget shall be presented for approval to the PTO membership 
at the last general meeting of the year.  

b.Bank Reconciliation: Reconciles the bank account monthly.  

c. Financial Reporting: Provides year-to-date financials at Executive Board and 
general meetings and upon request.  

d.Year-End Reporting: Completes all financial updates by fiscal year-end and provides a 
full report.  

e.Committee Communication: Supplies budget details to committee chairs and their VPs 
by August 15 or as needed.  

f. Tax & Compliance: Manages all financial filings and tax payments at the local, state, 
and federal level (e.g., sales tax).  

g.Verifies and maintains corporate status and filings.  

h.Grant Oversight: Tracks payment of PTO grants.  

i. Email Monitoring: Reviews the Treasurer’s email. 
j. Audit Support: Supplies financial information to the Financial Review Committee. 

k.Collaborates with the Treasurer to ensure financial duties are met.  

Section 6 – Vice President of Corporate Sponsorship shall:  



a. solicit corporate sponsorships from the local business community, maintain database
of all sponsors and donation levels, communicate to VP of Communications for
inclusion on website, newsletter, and/or social media, and ensure all obligations to
corporate sponsors are met

b.Retail Partnership - coordinate with community retailers on incentives 

Section 7 - The Secretary serves as the recording and corresponding secretary and shall: 

a. Record the minutes of all general PTO meetings and Executive Board meetings.
Prepare the draft minutes in a timely manner after each meeting and submit them to
the President for review prior to the next scheduled meeting.

b. Present the previous meeting’s minutes at each subsequent meeting (Executive Board
or general meeting, as appropriate). This includes providing copies (or electronic
distribution) of the minutes to members

c. Maintain an organized and permanent record of all minutes, approved motions, and
any amendments to those minutes for a period of at least seven (7) years. Official
minutes should be kept in a designated PTO record book or electronic archive. Any
corrections to minutes, once approved by the membership or Executive Board, should
be entered into the record and initial (or otherwise acknowledged) by the Secretary.

d. After approval of minutes, ensure that an official copy is filed and also forwarded to
the PTO Webmaster or responsible party for posting on the PTO section of the school’s
website (so that general membership can review them).

e. Handle the official correspondence of the PTO. This includes writing and sending out
any communications as directed by the President or Executive Board, such as
thank-you notes, letters of appreciation, sympathy gestures, or other official
communications on behalf of the PTO. (The Corresponding Secretary role, if any, or
committee may assist, but in the absence of a separate Correspondence role, the
Secretary handles these tasks.)

f. Keep an updated roster of the Executive Board members and the chairs of all standing
and special committees (including names and contact information) and distribute this
roster to Executive Board members.

g. Bring to each meeting the necessary records, including: the minutes book (or access
to minutes files) for the current fiscal year, a copy of the current bylaws and standing
rules (if any), a list of all committees with their charges or job descriptions, and other
relevant documents that might be needed for reference.

h. At meetings, report on any significant correspondence received by the PTO since
the last meeting, as appropriate (for example, read aloud any letters or notes of



thanks directed to the PTO, if requested by the President).  

i. Maintain custody of all non-financial records of the PTO, except those specifically 
assigned to others (for example, the Treasurer keeps financial records). Ensure that 
important documents are safely stored (either in a physical PTO binder or 
electronically in an official PTO drive) and accessible to successor officers.  

j. At the end of the term, transfer all Secretary records to the incoming Secretary (or to 
the President if no Secretary is immediately in place).  

Section 8 – Treasurer shall:  

a.Custodian of Funds: Responsible for all PTO banking and securities. 

b.Maintains up-to-date financial records.  

c. Disbursements: Issues payments in line with the approved budget. Treasurer is one of 
the authorized signatories on all PTO bank accounts. The Treasurer shall ensure that 
two authorized officers’ signatures are required on every check or withdrawal of PTO 
funds, in accordance with the PTO’s financial control policies. Typically, the authorized 
signatories are the Treasurer, the President, and one or more Vice Presidents as 
determined by the Executive Board. No check shall be signed by the payee.  

d.Audit Support: Submits data and records for the annual audit.  

e.Financial Review Committee: Provides needed financial information. 

f. Collaborates with VP of Budget & Finance to perform duties.  

g.Works with a designated Purchasing Agent (not a Board member) to make approved 
purchases.  

h.Ensures documentation is submitted for purchases.  

i. Maintain all financial records, including checkbooks, bank statements, deposit slips, 
receipts, invoices, cancelled checks, budgets, and financial reports, in an organized 
manner. These records shall be preserved for a period of at least seven (7) years, 
either in physical or electronic form. 

j. Submit the PTO’s financial books and records for review to the Financial Review 
Committee (Audit Committee) when requested (see Article IV.C). Cooperate fully with 
any financial inspection or audit, providing all requested documents and information.  

k.At the end of the term, prepare to transfer all financial records and accounts to the 
incoming Treasurer. The transfer should include all login credentials for online 
banking or financial software, and a briefing of any ongoing financial matters. The 



books should be closed and ready for the year-end financial review.  

Section 9 – Assistant Treasurer shall:  

a.Assists the Treasurer with banking duties.-will check the safe weekly to make timely 
cash deposits from food sales & others, in addition to any checks received.  

b.Collects all incoming funds—donations, dues, fundraising income, etc.  

c. Purchasing: Will be the main contact for Amazon or other requested online 
purchases. Will also work with the Treasurer to make the purchases related to the 
Teacher Grants.  

d.Authorized Signatory: Has authority to sign on PTO bank accounts.  

e.Backup Role: Acts as Treasurer in their absence, resignation, or inability to serve. 

f. Succession: Expected to serve as Treasurer the following year if available.  

Section 10 - Parliamentarian shall:  

a.Attend all meetings or designate a proxy and assist the presiding officer in maintaining 
order in all meetings.  

b.Rule on any point of parliamentary procedure.  

c. Serve as chair and appoint a special committee to amend Bylaw.  

d.Direct that any and all bylaw revisions to be approved by the Executive Board and 
general PTO.  

G. Committees  
Section 1 – Standing Committees: Standing committees are those committees that carry on 
continuing, year-round or annual activities of the PTO (for example, fundraising committees, 
hospitality, communications, volunteer coordination, etc.). The Executive Board shall have 
the authority to create new standing committees or dissolve existing standing committees 
as needed to further the PTO’s objectives. The need for standing committees shall be 
reviewed periodically, and committees may be established or eliminated by a majority vote 
of the Executive Board. The specific name and charge of each standing committee shall be 
recorded in the PTO’s records (and may be described in standing rules or procedures 
maintained outside of these bylaws).  



Section 2 – Committee Chairs: Chairpersons of standing committees (and any co-chairs or 
assistant chairs, as needed) shall be appointed annually. Typically, following the election of 
PTO officers (or in conjunction with that process), the incoming President shall select 
individuals to serve as chairs of the standing committees for the upcoming year. The 
President may consult with the Nominating Committee or other PTO members for 
recommendations of qualified candidates for committee chair positions. All appointed 
committee chairs are subject to approval by the Executive Board. Unless otherwise specified, 
committee chairs serve a term of one (1) year, coinciding with the term of the PTO officers. 
An individual may be re-appointed as a committee chair in subsequent years, subject to the 
approval process each year. Each standing committee chair shall be provided with a 
description of their committee’s responsibilities and any relevant procedures (maintained 
by the Secretary or the prior chair) at the time of appointment. Committee chairs are 
expected to report on their activities to the Executive Board and/or general membership as 
requested, and to work collaboratively with the officer who oversees their area.  

Section 3 – Special Committees: The President or the Executive Board may create special 
committees (also known as ad-hoc committees) to plan and execute specific events or to 
undertake short-term projects (for example, a committee for a one-time event, a bylaws  

review committee, etc.). The President shall appoint the chairperson for any special 
committee, subject to Executive Board approval if the scope and importance of the 
committee warrant it. The special committee chair will serve for the duration of the 
committee’s assignment, and the committee will dissolve automatically upon completion of 
its task or at the conclusion of the school year, whichever comes first (unless re-authorized 
for continuation by the Executive Board). Special committee chairs (and members) do not 
have voting rights on the Executive Board by virtue of their position, but they may be invited 
to report to the Executive Board or attend meetings as needed.  

Section 4 – Committee Members: Members of both standing and special committees shall be 
recruited from the PTO membership. Any PTO member in good standing is eligible to serve 
on committees. Committee chairs may select or solicit volunteers to serve on their 
committees, and the Executive Board or general membership may sign up for committees 
during the membership drive or at meetings. The Executive Board has the authority to set 
minimum or maximum sizes for any committee or to merge the efforts of committees if 
necessary.  

Section 5 – Reporting and Accountability: All committees operate under the authority of the 
PTO and ultimately the Executive Board . Committees shall follow any guidelines or budgets 
given to them by the Executive Board . Committees must submit plans or expenditures for 
approval as required by these bylaws or as directed by the Executive Board . Committee 
chairs should provide updates at PTO meetings or Executive Board meetings when 
requested. No committee may spend PTO funds or take independent action in the PTO’s 
name without appropriate approval from the officers.  



IV. Financial Policies  

A. Financial Controls  

Section 1 – Fiscal Year: The fiscal year of the Bellaire High School PTO shall begin on July 1 
and end on June 30 of the following year. All financial records and reporting shall be 
organized according to this fiscal year.  

Section 2 – Budget Authorization: The PTO shall operate under an annual budget that is 
approved by the membership. All expenditures of PTO funds must align with the categories 
and limits set forth in the approved budget. The officers and committee chairs are 
authorized to spend PTO funds as allocated to their areas in the budget, but expenditures 
should not exceed the budgeted amounts without further approval (see Section 5 below). 
Any expense not provided for in the budget, or any excess over a budgeted amount, must be 
brought to the Executive Board (and general membership, if required) for approval before 
the expense is incurred.  

Section 3 – Receipt of Funds: All funds raised for the PTO (through dues, fundraising events, 
donations, etc.) are to be counted and documented promptly. Within one week (7 days) of 
receiving any funds, those funds (cash or checks) shall be turned over to the Treasurer (or 
deposited into a PTO bank account as directed by the Treasurer). The Treasurer (or an 
authorized assistant) shall deposit all received monies into the PTO’s account within 10 
days of receipt, excluding school holidays or breaks which may extend this period. Proper 
receipts or deposit forms should be used to document the transfer and deposit of funds.  

Section 4 – Reimbursements: PTO members or school staff seeking reimbursement for 
authorized PTO expenses must submit a request to the Treasurer in a timely manner. A 
reimbursement request should include an itemized receipt or invoice and a brief description 
of the expense and the PTO budget line or event it pertains to. Requests for reimbursement 
should be submitted within 30 days of incurring the expense whenever possible, and 
absolutely no later than 7 days after the last day of the school year in which the expense was 
incurred. Reimbursements will be issued only if the expense was authorized (as part of the 
budget or by Executive Board decision) and proper documentation is provided. All 
reimbursement checks require signatures as described in Section 6.  

Section 5 – Expenditure Approval: Any expenditure that would cause a line item in the 
budget to be exceeded, or any unbudgeted expenditure, requires prior approval. 
Expenditures in excess of the budget by a modest amount (for example, due to price changes 
or emergency needs) may be approved by a majority vote of the Executive Board, up to a 
limit determined by the membership (if the membership sets such a limit in the budget or 
standing rules). Larger changes or new expenditures should be approved by the general 
membership at a regular or special PTO meeting. In between meetings, if an urgent 
unbudgeted need arises, the procedures in Article III.B Section 7 (Alternative Voting 



Methods) may be used to authorize the expense, with subsequent ratification by the 
membership at the next meeting.  

Section 6 – Signatories and Disbursements: The PTO shall maintain its funds in a checking 
account at a federally insured financial institution. Two (2) authorized signatures are 
required on all PTO checks and withdrawals. Authorized signatories shall be determined by 
the Executive Board at the beginning of the fiscal year and shall typically include the 
Treasurer, the President, and at least one Vice President. If possible, the signatories should 
not be related or residing in the same household to maintain financial integrity. No signatory 
may sign a check made out to themselves or for their direct benefit; in such cases, two other 
authorized signatories should sign.  

Section 7 – Financial Records: All of the PTO’s financial records shall be open for inspection 
by any PTO member upon request, with reasonable notice. The Treasurer shall 
accommodate requests to review financial documents (bank statements, budgets, reports) 
in a timely manner, either by providing copies or arranging a time for the member to inspect 
the records in person. The PTO shall keep at least one backup copy of critical financial 
records (such as electronic spreadsheets, financial software data, or scanned receipts) in a 
secure location (for example, cloud storage or an external drive held by a non-signatory 
officer) to prevent loss of information.  

B. Budget  

Section 1 – Budget Committee: A Budget Committee shall convene annually to draft a 
proposed budget for the upcoming fiscal year. This committee shall consist of the President, 
the Vice President of Fundraising, Vice President of Budget & Finance, and the Treasurer 
(and other officers or members may be invited to participate at the President’s discretion, 
such as committee chairs with significant budget needs). The Budget Committee should 
meet in March/April of the current school year to review the PTO’s financial performance 
for the year and to plan the next year’s budget. They shall consider input from committee 
chairs and school administration about anticipated funding needs.  

Section 2 – Budget Approval: The proposed budget for the new fiscal year shall be presented 
to the Executive Board for initial review and then submitted to the PTO membership for 
approval. This presentation to the Executive Board and PTO membership should occur at the 
last general PTO meeting of the school year. A majority vote of PTO members present and 
voting is required to adopt the annual budget. Once approved, the budget authorizes the 
expenditures outlined for each committee or activity. The approved budget shall be recorded 
in the minutes and kept on file by the Secretary and Treasurer. 

Section 3 – Budget Amendments: The budget may be amended by the PTO membership as 
needed during the year. Amendments typically involve reallocation of funds or addition of 
new line items. Any PTO officer or committee chair may propose a budget amendment to 
the Executive Board. The Executive Board will review proposed amendments and present  



them with a recommendation at a general PTO meeting. A majority vote of the members 
present is required to adopt a budget amendment. The Secretary shall record all changes to 
the budget in the meeting minutes, and the Treasurer shall update the financial records 
accordingly.  

Section 4 – Emergency Expenditures: If an urgent situation arises that requires expenditure 
of PTO funds not in the budget (or beyond the budgeted amount) and it is impractical to 
wait until the next general meeting, the Executive Board may approve the expense by a 
two-thirds (2/3) vote of the Executive Board. Such emergency expenditures should be 
limited and used only when absolutely necessary. Any emergency expenditure approved by 
the Executive Board must be reported to the general membership at the next PTO meeting, 
along with an explanation for the urgency.  

C. Financial Review (Audit)  

Section 1 – Financial Review Committee: To ensure the accuracy and integrity of the PTO’s 
financial management, a Financial Review Committee (also known as an Audit Committee) 
shall be appointed annually. The Financial Review Committee shall be composed of at least 
two (2) PTO members who are not authorized signers on the bank account for the year  

being reviewed and who did not serve as Treasurer during that year. The President shall 
appoint the members of this committee (or ask the Parliamentarian or another officer to 
chair the committee) near the end of the fiscal year, subject to Executive Board approval.  

Section 2 – Timing of Review: The Financial Review Committee shall review the PTO’s 
financial books and records after the close of the fiscal year (after June 30) and present a 
report of its findings to the PTO. This review should be completed and reported no later 
than December of that calendar year (i.e., within roughly 6 months of the fiscal year’s end). 
Alternatively, if the PTO prefers a mid-year audit cycle, the committee can review the prior 
school year’s finances at the start of the school year and report by December. The purpose is 
to ensure an independent review on at least an annual basis.  

Section 3 – Scope of Review: The Financial Review Committee shall examine the Treasurer’s 
accounts, including the check register, bank statements, bank reconciliations, deposit 
records, expense receipts, financial reports, and budgets. They will verify that financial 
records are accurate, that expenditures were made with proper approval and 
documentation, and that deposits are correctly recorded. The committee will also confirm 
that the bank account balance is reconciled with the financial reports.  

Section 4 – Report: The committee will prepare a report stating whether the financial 
records are found to be correct and in order or noting any discrepancies or concerns. If any 
errors or issues are discovered, the committee should detail them and, if possible, 
recommend corrective actions. This Financial Review Report shall be presented to the 
Executive Board and also to the general membership at the next general meeting after the 
review is completed (no later than the December meeting). The report shall be entered into 
the meeting minutes and filed with the financial records.  



Section 5 – Transition Audit: In addition to the annual review, whenever there is a change in 
the office of Treasurer during the year, the Executive Board may direct that a financial 
review or audit be conducted at the time of transition. This helps protect both the outgoing 
and incoming Treasurer by ensuring the accounts are in order at handoff. The Financial 
Review Committee (or at least two Executive Board members not including the outgoing 
Treasurer) should conduct this review and provide a brief report to the Executive Board.  

Section 6 – External Audit: If at any time the Executive Board or general membership feels 
an external audit by a professional is necessary (for example, due to suspected irregularities 
or simply to assure best practices), the Executive Board may recommend and the 
membership may approve hiring an independent auditor. The findings of any such audit 
shall be reported to the membership.  

V. Amendments 

Section 1 – These bylaws may be amended at any general meeting of the PTO, or at a special 
meeting called for that purpose, provided that a quorum is present (per Article III.B Section 
5) and that the amendment receives a two-thirds (2/3) vote of the members present and
voting. 

a. Notice of any proposed amendment must be given to the PTO membership prior to
the meeting at which the vote will be taken. This notice can be provided by any of the
following methods: announced at a previous PTO meeting, published in a PTO
newsletter or email distributed to all members, or posted on the PTO’s website at least
ten (10) days in advance of the meeting. The notice should include either the text of
the proposed amendment or a summary of the changes to be considered.

b. Amendments may be proposed by the Executive Board, by a bylaws committee (if one
is appointed), or by any group of at least five (5) PTO members submitting a written
proposal to the Executive Board. The Executive Board should review any
member-proposed amendments to ensure they do not conflict with law or school
policy, but must present any valid proposed amendment to the membership for
consideration as outlined above.

Section 2 – Comprehensive Revision: If a complete revision of the bylaws is needed 
(rewriting the bylaws rather than individual amendments), the PTO may appoint a Bylaws 
Revision Committee (for example, chaired by the Parliamentarian or another designee, with 
several PTO members) to draft a new set of bylaws. The process for adopting a revised set of 
bylaws is the same as for amendments: the proposed new bylaws must be made available to 
the membership in advance as per the notice requirement, and approval of the revised 
bylaws requires a two-thirds (2/3) vote at a meeting with a quorum. Upon approval, the 
revised bylaws supersede all previous bylaws and become the governing document of the 
PTO.  



Section 3 – Filing and Availability: Whenever these bylaws are amended or revised, the 
Secretary shall ensure that the new version of the bylaws, with the date of adoption, is filed 
in the PTO’s official records. A copy shall also be provided to the school administration if 
requested and posted on the PTO website or otherwise made accessible to all PTO members. 
All PTO officers should receive or have access to the latest bylaws. Members should be 
notified that the bylaws have been amended and where they can view the current bylaws.  

These bylaws have been revised to reflect the structure and policies of the Bellaire High 
School PTO as of the date of adoption. All prior bylaws and amendments are hereby 
superseded. Adoption of these bylaws was by proper vote of the PTO membership on the 
date recorded in the PTO meeting minutes. 




