
ARTICLE XIV. STANDING RULES

The Executive Board may maintain a list of Standing Rules to serve as a further operating guide
for the Organization. These Standing Rules should be revised yearly to reflect the procedures of
the current Executive Board.

ORGANIZATIONAL

There is no dollar amount charged to belong, and every parent or legal guardian of a [school
name] student is automatically a member.

Officers for this school year will be: [president, vice president, secretary, treasurer, VP
fundraising, VP school support].

Committees will be: [list of committees; can also include a brief description of each committee’s
purpose and which board member oversees which committee]. Committee chairs should cc [their
VP] on all committee communications.
Executive board members serve as representatives of [school name] and Rockwood School
District and are to represent the school and district in a positive light, including on social media.

All informational flyers and sign-up sheets should be submitted to [the President and the
Principal] for approval prior to distribution.

Executive board members and committee chairs are encouraged to use a Google Drive/email
account set up specifically for their positions and to share events, activities, timelines, contacts,
expectations, and exit summaries via Google Drive. At the end of their terms, they are to
surrender all binders and login/password information to the [president or incoming board
member taking over their role].

The president will attend regular Presidents’ Forum meetings and report any updates/information
to the executive board. Incoming and continuing board members are encouraged to attend the
annual Presidents’ Forum Leadership Conference in the spring.

MEETINGS

Regular (general) meetings will be held [monthly, on certain times and days, etc.; can include a
list here of meeting dates and times]. Dates for regular meetings should be posted on the
district-provided PTO website at least [2 weeks] before the meeting.



The minutes and budget report from each meeting will be posted within [2 weeks] on the
[school] PTO website.

The order of business for the meetings will be: [call to order, officers’ reports, committee reports,
new business, announcements, adjournment].

If a vote creates a conflict of interest with a PTO executive board member, the president reserves
the right to ask that member to abstain from voting on that specific issue.

Outside speakers (i.e., speakers not representing Rockwood) are not [are] allowed to present at
PTO meetings.

FINANCIAL

The fiscal year will run from [July 1st to June 30th].

Two (2) signatures are required on all checks. The account shall have [three] authorized signers:
[president, vice president, and treasurer].

Two (2) people must be present any time money is counted. Money should be immediately
deposited or stored in the PTO safe until such deposit can be made.

We are a tax-exempt organization, and our tax-exempt number is [number here]. All purchases
should be made using this number; we will not reimburse for sales tax (except at stores like
Costco, which does not accept tax exempt purchases). Volunteers can obtain a copy of our
tax-exempt form from the [treasurer]. A list of stores at which we currently have a tax-exempt
account can be found [in Google Drive].

The [president, treasurer, vice presidents] can sign event contracts, outside vendor rental
agreements, and RSD facility rental agreements after receiving board approval. Committee
chairs and others may not sign contracts.

All receipts submitted to the treasurer should be originals or copies. An email with a copy of the
receipt and reimbursement request will be accepted. The treasurer will not accept digital copies
of receipts via text.

All event receipts and reimbursement requests should be submitted to the treasurer within [30]
days of the event date.  

All reimbursement checks should be cashed within [90] days of the check date.

The treasurer will arrange for general liability, officers’ liability, and bonding insurance
coverage. The [president, treasurer, entire executive board] is to be bonded.

GIFTS OF APPRECIATION AND GOODWILL



The PTO may make a donation of [$50] to [a charitable organization or memorial fund] in the
event of the death of [a current staff member, a student, or an immediate family member] with
school administration approval. Funds for a bereavement donation will be taken from the
[operating expenses] budget.

In the case of illness, cards may be sent.

A gift, not to exceed [$25] in value, will be given to staff or teachers who are retiring or
resigning, regardless of their length of service. These gifts will come from the [staff
appreciation] budget, and amounts will be determined annually based on the general budget.

OTHER

PTO items are stored [in the closet in the café].

STANDING RULES AND BYLAWS

These standing rules will be posted along with the bylaws on the [school] PTO website. They
may be amended by a two-thirds [simple majority] vote of the members present at any general
meeting.

If there is a conflict between the bylaws and standing rules, the bylaws take precedence.


