
Sycamore High School Parent Teacher Organization (PTO)
Bylaws

ARTICLE I:  NAME

1. The name of this organization is the Sycamore High School Parent Teacher
Organization, or SHS PTO.

2. These Bylaws supersede the Bylaws last revised in February, 2020.

ARTICLE II:  OBJECTIVE

The purpose of Sycamore High School PTO is to establish a closer relationship between the
staff, families and students of the school and others interested in the objectives for which the
school stands. The organization will not seek to direct the activities or policies of the school, will
attempt to keep families informed as to the school needs and plans, will assist the school staff,
students and families of attending students whenever needed, will recognize the hard work and
achievements of students and staff, and will raise funds which may be necessary to achieve the
objectives of the school.

ARTICLE III:  POLICIES

1. The SHS PTO is a not-for-profit organization as defined by section 501(c)(3) of the
Internal Revenue Code, and it must abide by all regulations concerning such
organizations.

2. No part of the net earnings of the SHS PTO may be used to personally benefit any
member or officer of the organization.

3. Neither the name nor the membership lists of this organization may be used for
commercial purposes.

4. The SHS PTO may, within the limits established by the IRS for 501(c)(3) organizations,
contribute money or volunteer time for lobbying purposes, in order to influence voters
regarding issues, or to influence local, state or national legislation. The SHS PTO may
not make any contribution, financial or otherwise, toward the campaign of any individual
running for office.

5. The fiscal year of this organization shall be July 1 through June 30.
6. If deemed advisable by the Members, the SHS PTO may be dissolved in a manner

consistent with the Ohio law and IRS regulations. Upon dissolution of the SHS PTO,
assets shall be distributed to the Sycamore Community School District or its successor,
or to the successor of the SHS PTO.



7. Each Officer of the SHS PTO shall be indemnified by the organization to the full extent
permitted by law against any liability incurred by him in his or her capacity as an officer
of the SHS PTO. The PTO may purchase insurance for this purpose.

8. Officers and Committee Chairs shall read the SHS PTO Bylaws. Officers shall also read
the ASSPO Bylaws.

ARTICLE IV.  MEMBERSHIP

1. Parents and guardians of Sycamore High School students, Sycamore High School
teachers, staff and administrators, and any interested community members, are eligible
for membership in the SHS PTO.

2. Membership and voting rights are granted upon payment of annual dues, which are
established by the Executive Board and collected annually.

3. The privilege of serving as a Committee Chair, serving on the Executive Board, making
motions, and voting at meetings is reserved for PTO members.

4. Membership will be made available without regard to race, color, creed or national origin.
5. The Recording Secretary of the SHS PTO maintains a list of members.

ARTICLE V.  MEETINGS

1. General PTO Meetings are held at a time and place designated by the Executive Board.
Monthly meetings are encouraged.

2. The Executive Board shall meet regularly at a time to be decided upon by the
President(s). Special meetings of the Executive Board may be called by the President(s)
or a majority of the Executive Board. Monthly meetings are encouraged.

3. The quorum for a general PTO meeting shall be equal to the number of Executive Board
members present and an equivalent number of PTO members (who are not members of
the Executive Board) plus one for the transaction of business at any meeting.

4. One half (½) of the listed Executive Board members shall constitute a quorum for
conducting the business of the Executive Board.

5. Any member may submit items for inclusion on the agenda, and all items submitted by a
member will be included on the agenda.

6. Special meetings may be held throughout the year, as deemed necessary by the
Executive Board. Notice of special meetings will be posted on the SHS PTO social
media with seven days notice.

ARTICLE VI.  OFFICERS AND THEIR ELECTION



1. The direction of the affairs of this organization shall be carried out by an Executive Board
consisting of the officers of this organization. These officers include a President or
Co-Presidents, Vice President of Operations, Vice President of Aves Hangar, Treasurer,
Recording Secretary, and Corresponding Secretary who are elected by the membership
at a spring meeting.

2. Officers are elected for a term of one year, running from May through the following June.
No officer may serve more than two terms in the same position, unless, after due
diligence, the Nominating Committee is unable to find another candidate for the position.
The positions of Treasurer and Vice President of Aves Hangar are 2-year commitments.

3. The AVES Hangar Bookstore and Spirit Shop Manager may not hold any position on the
HS PTO executive board while holding the paid position of AVES Hangar Manager.

4. Any Executive Board member may be removed from office, for any reason, by a majority
vote of the membership at a regular meeting of the membership, or at a special meeting
called for that purpose.

5. A board member may resign from his/her duties and/or office by submitting written
resignation to the President(s) of the organization.

6. If the President or Co-Presidents resigns or is removed from office, he or she is replaced
by the Vice President of Operations. Other vacancies in the Executive Board are filled by
appointment by the remainder of the Board.

7. Formation of a nominating committee to fill Executive Board positions for the next year or
shall begin in January/February and is the responsibility of the Vice President of
Operations. For additional details see Article VIII: Committees.

8. There shall be a nominating committee composed of at least three members: two from
SHS PTO general membership and one from SHS PTO Executive Board. The
nominating committee shall elect its own chairperson.

9. Candidates for the offices of President(s), Vice Presidents and Treasurer shall be
nominated with at least one year service as an officer of the SHS PTO (or another
district organization) or significant involvement within the Sycamore Schools community.
The nominating committee shall nominate at least one person for each Executive Board
position and report its nominees as a slate to the membership at the March general
meeting.

10. Officers shall be presented for election at the March meeting. After the nominations have
been presented, the President will ask for nominations from the floor or via social media.
If there are no nominations from the floor or social media the nominees are accepted as
presented and may be voted upon as a slate at the April general meeting.  If there are
nominations from the floor or social media , the slate shall be revised to include those
nominations and will be accepted as amended and voted upon at the April meeting.

11. Officers shall be elected annually in the month of April. Election shall be by majority vote.
The President(s) will again ask for nominations from the floor or via social media. If at
any time there are 2 nominees for one position, the election for those positions will occur
by written ballot with a majority vote constituting an election. Otherwise, a voice vote for
the presented slate is permitted.

a. In the event that voting needs to take place via non-in person format, the
president will ask membership for objections only. Members may voice objections



through chat or verbally. If no objections are heard within a reasonable time, no
less than 30 seconds,  then a motion to accept is taken.

b. Motions can be questioned up to but not more than 24 hours after proposed.
Thus allowing members who watch at a later time the opportunity to voice
concerns. These questions can be given via email or phone to the presidents.

12. In the event that the nominating committee is unable to present a full slate at the March
Meeting or there is a change in the slate from what was presented in March, the slate
may be presented at the April meeting regardless of whether the slate is full or not, and
voted upon at the May meeting. The same guidelines for nominations from the floor shall
apply.

13. Any position that is vacant after the yearly election is filled by appointment by the
remainder of the Board.

14. Only those persons who have signified their consent to serve if elected shall be
nominated for, or elected to office.

ARTICLE VII:  DUTIES OF THE EXECUTIVE BOARD

1. Members of the Executive Board shall:
a. Meet monthly or as deemed necessary to transact the business of the PTO.
b. Approve the annual budget before presenting it for membership approval at the

first meeting of the year.
c. Shall make a good faith effort to attend all board and general membership

meetings.
d. Shall support the activities of the PTO.
e. Maintain all required records and transition records in a timely manner at the end

of their term.
f. Respect the confidentiality of Executive Board meetings.
g. Be granted authority to approve disbursements of non-budgeted expenses of

$500 or less, not to exceed a total of $1000 in non-budgeted expenses during the
fiscal year. The Executive Board shall notify the membership of any such
expenditure at the next general membership meeting.

2. The President/Co-Presidents shall:
a. Set the agenda for and preside at all Executive Board and General Membership

meetings.
b. Act as official representative of the PTO.
c. Coordinate the work of the officers and committees of the SHS PTO and order

that its purposes may be promoted.
d. Attend or provide a designee to attend monthly meetings of the Association of

Sycamore Schools Parent Organizations (ASSPO), also known as Presidents’
Council.

e. Assume the responsibilities of President of ASSPO.
f. Appoint a member of the Executive Board to ensure compliance with the

organization’s conflict of interest policy.



g. Manage Zoom & Cognito Accounts
h. Ensure completion of an annual audit.

3. The Vice President-Operations shall:
a. Perform the duties of President or Co-Presidents in the absence of the President

or Co-Presidents.
b. Serve as chairperson of the Projects Committee.
c. Coordinate formation of a Nominating Committee.
d. Difference Makers Coordinator
e. Scholarships Coordinator

4. The Vice President-AVES Hangar shall:
a. Act as liaison between the AVES Hangar manager and the PTO executive board.
b. Oversee and guide Store Manager to ensure the Store is operating in the PTOs

best interest.
i. Review financial reports to ensure income and expenses are kept in

balance.
ii. Help ensure volunteers positions are filled to keep the store open when

needed.
iii. Back up the Store Manager when needed.

c. Keep a copy of Store Manager Contract with the District & PTO on file.
d. Perform review of AVES Hangar financial records and operations with AVES

Hangar Manager at least once per semester.
5. The Treasurer shall:

a. Be responsible for all funds of the PTO.
b. Keep accurate records of receipts and disbursements.
c. Use Quickbooks or other board approved accounting software to maintain

financial records.
d. Be willing and able to provide historical financial data when requested.
e. Present a financial statement at every meeting of the General Membership.
f. Prepare, with input from the outgoing and incoming executive board of the SHS

PTO (the Budget Committee), an annual budget and present it for approval to the
general membership in the fall.

g. File annual returns with the IRS and any forms or registrations required by the
state of Ohio.

h. Appoint a member of the Executive Board (who does not have signing authority
on bank accounts) to review financial statements each month.

i. Submit accounts and full financial reports to be examined annually by an auditor
or audit committee.

j. Not serve or choose members of the Audit Committee.
k. Maintain liability and bonding insurance for the SHS PTO and Executive Board.
l. Retain the financial records of the organization per IRS guidelines (see attached).
m. Serve as a member of the Projects Committee and Budget Committee.

6. The Recording Secretary shall:
a. Keep records and provide minutes for all Executive Board meetings and regular,

special, and annual membership meetings.
b. Keep all official lists of members and volunteers.



c. Membership/Directory Coordinator
d. Maintain the permanent file of meeting minutes.
e. In the case of Executive Board decisions made by electronic means (email), link

any relevant emails decisions/discussions to the end of the next meeting’s
minutes.

7. The Corresponding Secretary shall:
a. Be responsible for all written correspondence of the organization.
b. Coordinate retirement and end of year gifts and acknowledgments.
c. Serve as hospitality coordinator for PTO activities, meetings, and special events.
d. Staff Appreciation Coordinator

ARTICLE VIII:  COMMITTEES

Standing Committees

1. Standing Committees shall:
a. Be created by the Executive Board as required to promote the purposes and

interests of the organization.
b. Have chairpersons appointed by the President(s) with consent of the Executive

Board.
c. Undertake work crucial to the existence of the organization and which is subject

to the approval of the Executive Board.
d. Seek Board approval before exceeding budgeted expenses and must have

Board approval before signing any contracts.
e. When appropriate maintain the committee notebooks and/or digital files of

committee procedures, timelines, and actions.
f. All records and annual reports must be submitted to the board or new committee

chair by the end of each school year.
2. The Nominating Committee seeks out candidates for positions on the Executive Board

and for chairs of SHS PTO committees.
a. There shall be a nominating committee composed of at least three members: two

from SHS PTO general membership and one from SHS PTO Executive Board.
The nominating committee shall elect its own chairperson.

b. The Vice President-Operations shall ensure the formation of the nominating
committee in January/February and may choose to be a member of the
committee.

c. If nominated for President, a member of the Nominating Committee shall resign
and find a replacement.

d. Other nominating committee notes can be found under the Article about Officers
and Elections.

e. See additional information in Article VI: Officers and their Election



3. The Budget Committee drafts the preliminary budget, and the Executive Board reviews it
before it is presented to the membership.

a. The Budget Committee consists of all available incoming and outgoing Executive
Board members.

b. The budget will be presented to and voted on by the general membership at the
first general meeting of the year.

4. The Audit Committee reviews the financial records of the SHS PTO and submits a report
of its findings to the Executive Board. The Audit Committee is convened as needed, in
the absence of an annual professional review of the books. Audits are done as soon as
possible at the end of the fiscal year.

a. Executive Board members may not be a part of the Audit Committee that is
reviewing records from a year in which said board member was a member of the
executive board.

b. When there are Co-Presidents, the President who does not have signing
authority on banking accounts is responsible for finding people willing to serve on
the Audit Committee. If there is only one President, the Vice
President-Operations is responsible for assembling the Audit Committee.

c. The audit committee, when satisfied that the Treasurer’s annual report is
d. correct, shall sign a statement of that fact to be presented to the President(s).
e. No Treasurer may be a part of the Audit Committee, yet may be available to

answer questions.

Special Committees

1. Special Committees shall:
a. Be appointed by the President(s) with approval of the Executive Board.
b. Carry out the business of SHS PTO and further the objective of SHS PTO.
c. Be disbanded by the Executive Board if no longer reaching its goal.
d. Seek Board approval before exceeding budgeted expenses and must have

Board approval before signing any contracts.
e. Maintain the committee notebooks and/or digital files of committee procedures,

timelines, and actions.
f. All records and annual reports must be submitted to the board or new committee

chair by the end of each school year.
2. The Projects Committee meets each year as determined by the Executive Board, to

review requests for Projects Funds.
a. Sycamore High School students, student organizations, faculty and staff

members, faculty and staff organizations, administrators, PTO members, and
PTO committee chairs may submit requests for Projects Funds.

b. Faculty, staff and parents must be a member of the PTO in order to submit a
request.  Membership fees may be paid at the time the request is submitted.

c. Preference will be given to requests from departments without associated
Booster groups (e.g. Athletic Boosters, SBOB, Theater Boosters, or Vocal
Boosters).



d. Projects Funds will not be used for purchases of food, travel expenses,
professional fees, continuing education (such as conferences, national
certification and classes),  field trips, gift cards for students or staff.

e. Projects Funds will be used for one-time expenses, and not for ongoing, annual
expenses. An exception is made for a pilot program, which may be funded from
the Projects budget for one year and then from other sources if approved as an
ongoing program.

f. The district technology department must review all requests for technology
purchases before approval of Projects Funds.

g. The PTO Treasurer submits all final Projects Expenses to the District Treasurer,
with a copy to the SHS Treasurer, for inclusion in school board financial reports.

h. Final approval of Projects funding rests with the General Membership.
i. The Projects Committee comprises at least five members, is chaired by the Vice

President-Operations, and includes the Treasurer.
j. No more than three members of the Projects Committee may be current

members of the Executive Board.
k. Any additional details of the project request procedures and sample project

request forms will be available in digital form for future use and will pass from
year to year through the Vice President-Operations.

3. The Odd Couples Committee organizes and executes the annual Odd Couples event.
a. Odd Couples receive financial support from PTO but will be responsible for

raising a portion of its expenses through ticket sales.
b. Any excess of revenue over expenses in a given year is returned to the general

PTO fund.
4. The After Prom (AP) Committee organizes and executes After Prom activities.

a. After Prom is financially self-supporting and its funds will be accounted for
separately from those of the PTO General Operating Fund.

b. The PTO General Operating fund will make a donation to support AP.
c. The AP Committee will ask community organizations, families, businesses, and

other Sycamore PTOs to donate to AP.
d. AP may not budget for expenses to exceed the total current year revenue/carry

over funds.
e. Any excess of revenue over expenses in a given year is carried over for After

Prom’s use in future years. In the event of unusual or extreme circumstances (ie
a pandemic), After Prom funds can stay with that class to be used at a later time
or used in a different manner for students, rather than rolling into the next year’s
fund.

f. Because After Prom may not carry forward a negative balance, any year-end
shortfall (excess of expenses compared to current year income and available
carry-over funds) will be covered by a contribution or loan from the PTO General
Operating Fund up to a limit of $500 to be approved by the Executive Board.

g. Loans or contributions for shortfalls in excess of $500 require the approval of the
membership.



h. Loans from the PTO General Funds will be repaid in a reasonable time, not to
exceed one calendar year from the prior year’s events.

5. The Senior Class Committee celebrates our oldest students as they navigate their last
year at SHS by planning surprises and special activities throughout the year.

a. Senior Class Committee is financially self-supporting through parent donations
and its funds will be accounted for separately from those of the PTO General
Operating Fund.

b. Senior Class Committee may not budget for expenses to exceed the total current
year revenue/carry over funds.

c. Any excess of revenue over expenses in a given year is carried over for the
Senior Class Committee’s use in future years. In the event of unusual or extreme
circumstances (ie a pandemic), Senior Class funds can stay with that class to be
used at a later time or used in a different manner for students, rather than rolling
into the next year’s fund.

d. Because the Senior Class Committee may not carry forward a negative balance,
any year-end shortfall (excess of expenses compared to current year income and
available carry-over funds) will be covered by a contribution or loan from the PTO
General Operating Fund up to a limit of $500 to be approved by the Executive
Board.

e. Loans or contributions for shortfalls in excess of $500 require the approval of the
membership.

f. Loans from the PTO General Funds will be repaid in a reasonable time, not to
exceed one calendar year from the prior year’s events.

g. Funds from each Senior Class Committee are accounted for separately from
funds of previous Class Committees. Senior Class Committees will make
reasonable efforts to spend all funds by the end of the fiscal year in which they
operated.

6. The Scholarship Committee oversees the awarding of PTO Scholarships to deserving,
graduating seniors. The total number of scholarships will be determined by the end of
year finances.

a. These scholarships are the Roy J. Kennedy Scholarship, the Joe Flege
Scholarship, the Sue Koehler Scholarship, the Gina Rugari Scholarship and the
Sycamore High School PTO Scholarship.

b. Scholarship amount may vary depending on scholarship funds available but are
not to exceed $1000 per scholarship.

c. No parent of a graduating senior who has applied for a PTO scholarship may
serve on the committee that determines recipients of PTO scholarships.

d. Every attempt will be made to avoid presenting PTO scholarships to students
who are known to be the recipients of other local scholarships.

e. The Counseling Department will be asked to nominate a student for the Sue
Koehler Scholarship and the Gina Rugari Scholarship.

f. Guidelines, where available, on choosing scholarship recipients will be passed
through the assigned Board Liaison.



ARTICLE IX : RELATIONSHIP WITH THE ASSOCIATION OF SYCAMORE SCHOOLS
PARENT ORGANIZATIONS (ASSPO)

The SHS PTO is a member of and maintains its IRS 501(c)(3) status through the Association of
Sycamore Schools Parent Organizations (ASSPO). To remain in good standing the SHS PTO
will complete the following requirements:

1. The SHS PTO Treasurer will submit all registrations and reports to State and Federal
agencies as required to ensure compliance with state and federal law and to maintain
IRS 501(c)(3) status.

2. The SHS PTO President or Co-Presidents will submit documentation on an annual basis
to ASSPO per the ASSPO Compliance Checklist.

3. The SHS President or Co-Presidents will submit all revisions to Bylaws to ASSPO upon
approval.

4. The SHS PTO Executive Board will comply with all Articles as stated in the ASSPO
Bylaws.

ARTICLE X: CONFLICT OF INTEREST POLICY

The SHS PTO will adopt a policy and procedure to prevent financial conflict of interest and to
address situations where a financial conflict of interest may have occurred. The policy and
procedure will be reviewed annually with officers and committee chairs and will be available on
the organization’s website or by request of membership. The President(s) will appoint a member
of the Executive Board to ensure compliance with the organization’s Conflict of Interest Policy.

ARTICLE XI: PARLIAMENTARY AUTHORITY

The rules contained in the current edition of Robert’s Rules of Order, Revised shall govern the
organization in all cases in which they are applicable and in which they are not inconsistent with
these bylaws and any special rules the organization may adopt.

ARTICLE XII:   AMENDMENT/REVISION OF BYLAWS

Other than Article III.1 regarding the nonprofit nature of the organization, these Bylaws may be
amended at any meeting of the membership, by a majority vote of the members present at such
a meeting. A copy of the proposed amendments or revisions shall be presented at a General
Membership meeting and posted on the SHS PTO website. The proposed changes shall be
voted upon at the next General Membership meeting. These bylaws are to be formally reviewed
by the Executive Board at least every 3 years.

Revised 4/91, 4/96, 4/97, 5/00, 8/02, 4/06, 10/08, 5/13, 3/16



Revised and amended 5/19, 2/20

PTO Record-Retention Rules
Per IRS guidelines

3 years:
Monthly treasurer reports

7 years:
Bank statements
Canceled checks
Check registers
IRS Form 990, 990-EZ, 990-N

Permanently:
Incorporation paperwork
IRS Form 1023 and documentation
IRS determination letter for 501(c)(3) tax-exempt status Meeting minutes and
agendas Year-end treasurer reports Annual reports from auditor (financial
review


