
1 of 4 

Woodland Wildcats PTO INC 

Bylaws 

Revised November 21 st  2017 

 

Article I: NAME 

The name of the organiza�on shall be the Woodland Wildcats PTO INC. abbreviated as WWP. Woodland Elementary is part of the 
Portage Public School System and is located in the city of Portage, County of Kalamazoo and State of Michigan. 

 

Article II: MISSION 

The mission of WWP is to enhance the overall educa�onal experience for students at Woodland Elementary School through the 
provision of ongoing services, coordina�on of special events and financing of materials, equipment or programs to supplement what 
is funded by Portage Public Schools. 

 

Article III: POLICIES 

Sec�on 1. This organiza�on shall be noncommercial and nonsectarian. No commercial enterprise and no candidate shall be 
endorsed by it. The name of the organiza�on or names of its officers and their official capaci�es shall not be used in 
any connec�on with a commercial concern or with any par�san interest or for any purpose other than the regular 
work of the organiza�on. 

Sec�on 2. This organiza�on shall not seek to direct the administra�ve ac�vi�es of the school or to control its policies. 

Sec�on 3. In the event of dissolu�on of this organiza�on, all assets and real and personal property of the organiza�on shall be 
distributed to the Portage Public School District.  

Sec�on 4. The WWP will remain non-profit forever.  

 

 

Article IV: MEMBERSHIP 

Sec�on 1. Any parent/guardian of a Woodland student and all Woodland staff members are automa�cally members of WWP. 

Sec�on 2. There is no charge to be a member of WWP. 

 

Article V: EXECUTIVE COMMITTEE/OFFICERS 

Sec�on 1. The execu�ve commi�ee consists of the following officers: 

a) President 
b) Vice President 
c) Secretary 
d) Treasurer 
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Sec�on 2. The president, vice president, secretary and treasurer shall be elected annually. 

Sec�on 3. Officers shall assume their official du�es at the close of the annual PTO Board transi�on mee�ng held near the end 
of the school year, and shall serve for a term of one year and/or un�l their successors are elected and installed at 
the next transi�on mee�ng.  

Sec�on 4. Officers must be parents or legal guardians of Woodland students or be members of the administra�ve or teaching 
staff at Woodland. 

Sec�on 5. No person shall serve more than two consecu�ve terms in the same office, unless no other person has volunteered 
to be a nominee for that office in the annual elec�on. 

Sec�on 6. All parents/guardians of Woodland students and all Woodland teaching staff members will be sent a wri�en no�ce 
invi�ng them to volunteer to be a nominee for an office in the annual elec�on of PTO officers for the following 
school year. Responses to that no�ce will be u�lized by the  nominating committee,  consis�ng of the outgoing 
president (s) and the vice president, in the determina�on of nominees to be listed on the ballot. 

Sec�on 7. Any PTO member is eligible to vote by ballot in the elec�on of officers. 

Sec�on 8. If a mid-term vacancy occurs in the office of president, the vice president shall assume office. A mid-term vacancy 
occurring in any other office shall be filled by a majority vote at a regular mee�ng. 

Sec�on 9. The execu�ve commi�ee shall transact necessary PTO business in the intervals between general mee�ngs of the 
organiza�on, including the authoriza�on of expenditures within the limits of the approved budget. 

Sec�on 10. Du�es of Officers 

A. The president shall: 
1. preside at all mee�ngs of the organiza�on and mee�ngs of the PTO board. 
2. be a member ex-officio of all commi�ees including call for reports from office holders and commi�ee 

chairpersons. 
3. Oversee each PTO ac�vity and receive reports. 
4. represent or make arrangements for representa�on of WWP at Portage Public School district mee�ngs for 

PTO officers.  
5. coordinate the work of the officers and commi�ees, in order that the mission of the organiza�on is 

accomplished  
6. Serve as an authorized signatory of all PTO checks. Have one vote.  In the event of Co-Presidents, each 

shall have one vote. 
B. The vice president shall: 

1. perform the du�es of the president in the absence of that officer.  
2. Serve as contact point for all Chairpersons.  
3. perform and document an audit of the treasurer’s records at least once annually, reviewing all entries 

since the date of the previous audit and will bring any inconsistencies to the immediate a�en�on of the 
rest of the execu�ve commi�ee for further inves�ga�on.  

4. Serve as an authorized signatory of all PTO checks.  
5. Have one vote.  In the event of Co-Vice-Presidents, each shall have one vote. 

C. The secretary shall: 
1. record minutes summarizing the business transacted at all regular mee�ngs of the organiza�on and of the 

PTO board 
2. keep a list of a�endees at each mee�ng.  
3. responsible for miscellaneous correspondence on behalf of the organiza�on. 
4. Have one vote.  In the event of Co-Secretaries, each shall have one vote. 

D. The treasurer shall: 
1. receive all monies of the organiza�on. 
2. keep an accurate record of receipts and expenditures. 
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3. pay out funds only as authorized by the organiza�on.  
4. present a statement of account at every general mee�ng of the organiza�on and at other �mes when 

requested by the execu�ve commi�ee.make a full report at the annual PTO board transi�on mee�ng. 
5. Serve as the primary authorized signatory of all PTO checks. 
6. make accounts available for annual audits by the vice president. 
7. work with the execu�ve commi�ee to dra� an annual budget, which will be subject to approval by a 

majority vote at the first regular mee�ng of the organiza�on 
8. Have one vote.  Not allow “Co-Treasurer” posi�ons. 

 

 

 

Article VI: COMMITTEES 

Sec�on 1. Standing commi�ees coordinate the ongoing services, special programs and annual events provided by WWP.  

A. All parents/guardians of Woodland students and Woodland teaching staff members will be sent a 
wri�en no�ce invi�ng them to volunteer to serve as a chairperson or co-chairperson of a standing 
commi�ee for the following school year. Responses to that no�ce will be used by the president 
and/or vice president in the selec�on of commi�ee chairperson or co-chairpeople.  

B. Commi�ee chairpeople shall assume their du�es at the close of the annual PTO Board Transi�on 
Mee�ng held near the end of the school year, and shall serve a term of one year and/or un�l the next 
PTO Board Transi�on Mee�ng. There is no limit on the number of successive years that someone may 
volunteer to serve as chairperson of a par�cular standing commi�ee.  

C. Commi�ee chairpeople will prepare wri�en informa�on regarding their commi�ee’s ac�vi�es during 
a par�cular school year to pass onto their successors.  

D. The commi�ee chairperson or co-chairpeople shall establish the membership for that commi�ee, 
taking into considera�on the responses to Volunteer Sheets distributed to parents/guardians and 
staff. 

E. The chairpeople of all standing commi�ees shall present their commi�ee’s plans at a regular PTO 
mee�ng. Significant devia�ons from the ac�vi�es of that commi�ee as established during the 
preceding school year, require the approval of either the execu�ve commi�ee or approval by a 
majority vote at a regular PTO mee�ng before commitments are made or funds spent. 

F. New standing commi�ees can be created by the execu�ve commi�ee or by a majority vote at a 
regular PTO mee�ng. 

 

Sec�on 2: Special commi�ees may be established at the direc�on of the execu�ve commi�ee or by a majority vote at a 
regular PTO mee�ng as deemed necessary to address special or short-term issues. 

A. Chairpeople of special commi�ees shall be appointed by the PTO president 
B. Special commi�ees may not make any commitments on behalf of the PTO or spend any funds without prior 

approval of the execu�ve commi�ee or by a majority vote at a regular PTO mee�ng.  

Article VII. PTO BOARD 

Sec�on 1:  The PTO Board consists of the execu�ve commi�ee (PTO officers), the chairpeople of all standing commi�ees, and 
the principal of the school.  

Sec�on 2: A Transi�on Mee�ng for PTO board members will be held near the end of each school year and serves as the 
conclusion of the term of service of outgoing officers and commi�ee chairpeople. All officers and commi�ee 
chairpeople must be prepared to pass on records and other materials pertaining to their office or commi�ee to the 
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incoming officers or commi�ee chairs at this mee�ng, unless other arrangements are made with their replacement 
to transfer informa�on and responsibility at an alternate date within 30 days of the end of the school year. It is the 
responsibility of the outgoing officers and commi�ee chairpeople to complete any outstanding business from the 
school year during which they served. 

Sec�on 3: Addi�onal mee�ngs of the PTO board may be held just prior to the start of the school year or at other �mes during 
the school year or at other �mes during the year at the discre�on of the president, the principal, a majority of 
members of the execu�ve commi�ee, or a majority of the commi�ee chairpeople.  

Article VIII. GENERAL MEETINGS 

Sec�on 1: General Mee�ngs will be scheduled monthly from September through May.  The execu�ve commi�ee has the 
op�on to add or subtract mee�ngs as they sees fit. The general mee�ngs are open to any parents/guardians of 
Woodland students, all Woodland staff and any other interested par�es. Introducing mo�ons, seconding mo�ons 
and vo�ng on mo�ons are open to any member of Woodland Wildcats PTO.  

Sec�on 2: Special general mee�ngs involving discussions or presenta�ons regarding a specific topic may be called by the 
execu�ve commi�ee at any �me. 

Sec�on 3: The majority present, including the execu�ve commi�ee, shall cons�tute a quorum for transac�on of business in 
any general mee�ng of this organiza�on. 

 

Article IX: PARLIAMENTARY AUTHORITY 

Sec�on 1: All ques�ons as to mee�ng order and rules not wri�en in these bylaws shall be governed by  Roberts Rules of Order. 

 

Article X: AMENDMENTS 

Sec�on 1: A commi�ee may be appointed to submit a revised set of bylaws as a subs�tute for these bylaws only by a majority 
vote at a general mee�ng of the organiza�on or by a majority vote of the PTO board. 

Sec�on 2: These bylaws may be amended at any general meeting of the organization by a two-thirds (2/3) vote of the 

members present and voting, provided notice of the proposed amendments shall have been given a reading at 

the previous meeting.  

 

 

 

 

 

 

 

This revised version of the Woodland Wildcats PTO  INC Bylaws was adopted in November 21, 2017. 


