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Article 1: Name and History
The name of the organization is Manchester Park Elementary School Parent Teacher Organization, officially referred here on
and signed as Manchester Park Elementary PTO.

Article 2: Mission
To support and assist Manchester Park Elementary School in providing a quality education for all.

Article 3: Purpose
The Purpose of this organization is to…

a. Involve parents to assist with various school activities/functions/services.
b. Provide financial assistance where needs are identified.
c. Foster a community atmosphere
d. Support the mission and vision of the school and school district

Article 4: Membership
Any current Manchester Park Elementary parent or legal guardian of a student currently enrolled in the school, the principal
and all faculty members of the school are considered members of the PTO. There will be no assessed fee for membership.

Article 5: General Policies
The Manchester Park PTO name or the names of any members in their official capacities shall not be connected to any
commercial concern, any partisan interest, or for any purpose not directly related to the promotion of Manchester Park PTO’s
interests.

The Manchester Park PTO is a non-commercial, non-sectarian, non-partisan organization.

The Manchester Park PTO shall work with the school to provide quality education for all children, and shall seek to support the
mission and vision of the school, recognizing that the legal responsibility to make decisions has been delegated by the people to
boards of education.
The Manchester Park PTO shall not in any way participate or intervene in any political campaign.  The PTO may, however,
seek to educate people concerning school issues, such as school bond issues and similar concerns.

The Manchester Park PTO officers shall work with the principal to plan and set dates for Parent Teacher Organization
programs and meetings. All proposed fund raiser activities shall be submitted to the Manchester Park principal for submission
to the Olathe Public Schools for approval prior to undertaking any activity for such fundraiser.  The principal, when necessary,
shall present a fundraising request to whoever is in charge of such approvals and report to the membership of the PTO the
official reply to each request.



The Manchester Park PTO shall make no commitments on behalf of the PTO unless specifically designated by the PTO
Executive Board.

Upon the dissolution of this organization, after paying or adequately providing for the debts and obligations of the organization,
the remaining assets are to be distributed to one or more nonprofit funds, foundations, or organizations that have established
their tax-exempt status under the state and federal tax laws. This action will be determined by the Board upon dissolution.

Article 6: Officers
The PTO Executive Board will consist of the following:

President
Vice President
Treasurer

Secretary
Communications Director
Fundraising Director

Past President or Board Advisor
Principal- ex officio
Teacher Reps (two)

A. Members of the Executive Board, excluding the principal, will serve no more than three years consecutively in the
same position.

B. The Executive Board will have the authority to approve up to $1,000.00 per expenditure by a simple majority of the
Executive Board and up to $5000.00 unanimously per expenditure. Anything above $5,000.00 needs General
Assembly approval.

C. Teacher Reps (two) are assigned by the Principal.
D. The following PTO Officers are elected positions:

President –
a. Works with the principal in coordinating PTO activities with school needs to include the meeting schedule

for the year.
b. Prepares the agenda for the Executive Board meeting, gathers input from the principal and other PTO

members. The agenda is distributed to the Executive Board one week prior to the general meeting and posted
for general membership review.

c. Presides at all meetings of the Executive Board and general assembly.
d. May call meetings at his or her discretion.
e. Has the authority to table and/ or limit discussion on a specific topic for one meeting.
f. Appoints the standing committee chairpersons by the 1st week of the school term.
g. Coordinates the work of the Executive Board and the committees.
h. Can serve as the second signature on the checking account for the organization.
i. Is a parent representative on the schools site council.
j. Communicates regularly to parents through school communication channels.

Vice-President –
a. Shall act as an aide to the President
b. Performs the duties of the President in his/her absence.
c. Can serve as the second signature on the checking account for the organization.
d. Oversees nomination committee and election.

Secretary –
a. Record the minutes of the meetings.
b. Takes and keeps a roster of all members and voting members attending each PTO meeting.
c. Disperse the minutes to all Executive Board members within one week of the meeting.
d. Shall notify members of general PTO meetings at least one week prior.
e. Maintain current and past records for seven years.

Fundraising Director –
a. Gather and research potential fundraisers
b. Proposes fundraisers to the Board for approval.
c. Oversees and coordinates fundraising committees and volunteers.
d. Assists treasurer and/or fundraising committee chair in accounting for all fundraising revenue.
e. Can serve as the second signature on the checking account for the organization.
f. Shall submit fundraising form to the Manchester Park principal for submission to the Olathe District Schools,

for approval prior to undertaking any activity for such fundraiser. Shall delegate form
completion to the appropriate Executive Board officer.

g. Coordinates fund raising activities sponsored for all community family nights.



Treasurer –
a. Has custody of all funds of the PTO.
b. Keep a full and accurate account of receipts and expenditures.
c. Make disbursements as authorized by the President, Executive Board or organization in accordance with the

budget adopted by the PTO.
d. Has checks signed by 2 persons of the Executive Board. The treasurer and one other.
e. Present a proposed budget to the Executive Board at the Fall meeting for approval by the Board.
f. Present a financial statement at every meeting of the organization and other times when requested by the

Executive Board.
g. Shall prepare all tax statements for all taxing authorities as may be required.  All such tax statements shall be

reported to the membership at a regular business meeting.
h. At the end of his/her term – assist the incoming treasurer and president in review of the books.

Communications Director –
a. Serves to provide and assist in collaborative support of the PTO by keeping all members informed of any

fundraisers, programs, community events, or volunteer opportunities.
b. Use email, phone, face-to-face, flyers etc. to communicate with volunteers, staff, PTO members, parents,

committees and community members in a timely manner.
c. All communications must be approved by the president.
d. Helps to manage and update the PTO’s online content on the PTO website.
e. Develop strategies to improve future communications.
f. Maintain a history of all communications to give to the successor.

Past President or Board Advisor –
a. In the event that the past president is not available, a past board member may be appointed by the board to

serve.
b. Acts as a consultant for the current PTO Board to promote continuity of the organization.
c. Acts in this role until the current president steps down and a new president is in place.

Teacher Representatives (two) – Appointed by the Principal
a. Shall act as a liaison between the Manchester Park Staff and the PTO Board and Membership.
b. Shall assist the Principal in the presentation of funding requests on behalf of the staff.
c. In the absence of the Principal will present funding requests.
d. Shall report PTO activities at staff meetings.

Principal –
a. Act as an advisor and represent the Olathe Public School District.
b. Present funding requests to the Executive Board and General Assembly meetings for consideration.

Article 7: PTO Committees and Chairs
Committee Chairs shall be appointed by the newly elected president of the organization, in consultation with the Executive
Board, by the 1st week of the new school term.

PTO Committee Chairs appointed by the president shall be –

Art Department Supports
Book Bunch
Book Fair Supports
Box Tops
Carnival
Community Service Club
Daddy/Daughter Event
Fit N Fun Day Supports
Free Little Library
Fun Run (Fall Fundraiser)
Holiday Giving Tree
Landscaping

Lost and Found
Mother/Son Event
Movie Night Event
New Parent Breakfast
Room Coordinator Manager
Spirit Wear
Spring Fundraising
Staff Appreciation
Summer Movie Tickets
Grandparents/Special Guest Day
Yearbook Supports
5th Grade Celebration



Article 8: Elections
A. An election will be held yearly to select the Executive Board of the PTO.
B. In March, the PTO President will call for nominations for upcoming open positions on the Executive Board.

Nominations will continue to be accepted until three weeks prior to the final PTO General Membership meeting of the
school year.

C. A notice will also appear in the March school newsletter seeking nominations of individuals interested in serving on
the Executive Board or Committee Chair. This notice will appear in the school newsletter and PTO website.  A
nomination form detailing job descriptions will also appear in the school newsletter.

D. All nominations secured will be forwarded on to the nominating committee.
E. In case of a tie, the membership will hold a runoff election before the last day of the current school year.

Nominating Committee Role and Responsibility:
a. The nominating committee will consist of the Principal, current PTO Vice President, a K-2 parent

representative, a 3-5 parent representative and teacher PTO representative.
b. All nominees will be contacted by a member of the nominating committee to verify qualifications for service

(Executive Board positions) and solicit 3-5 short statements on each candidate.
c. The Vice President will prepare a nomination publication that will include the information on each Executive

Board nominee, which will be presented to the Executive Board for approval and then posted on the current
communication tool of the year. The publication will be communicated to the members two weeks prior to
the GA meeting.

d. The Vice President will prepare the ballot to be distributed at the final PTO General Meeting.  Votes will be
cast by secret ballot.

e. Two members of the nominating committee, not on the ballot, will tally the votes and report back to the
membership.

f. A plurality shall constitute an election.
g. One vote per member of the organization.

Assuming Duties Following Elections:
a. Officers elected shall assume their official duties following the close of the school year and shall serve for a

term of 1 year and not to exceed three years consecutively in the same position.
b. Outgoing officers will meet with newly elected officers before the end of the school year to discuss

responsibilities of the office and turn over any records and/or pertinent information regarding the position
and/or organization.

c. A vacancy occurring in any office shall be filled for the unexpired term by a person elected by a majority
vote of the Executive Board, notice of such election having been given to the general assembly.  In case a
vacancy occurs in the office of President, the Vice-President shall serve in this position until the next
election.

d. To assume the office of Executive Board, the individual must have served at least one year in an officer
position or PTO committee chair (See Article 7).

Article 9: Descriptions/Responsibilities of PTO Committees and Appointed Chairs
The following description includes PTO Committee Chair responsibilities. Committees are appointed by the President and
overseen by a member of the Executive Board. All committee chairs or committee representatives are required to present
funding requests to the Executive Board and submit expense reimbursement requests no later than 30-days following an event
and/or expenditure.

A. Art Department Support – Committee Chair will assist the school’s art department with the organization and
promotion of the annual art fundraiser, and will provide assistance to the Art Department with various projects as
needed throughout the year.

B. Book Bunch – Committee Chair(s) work with the principal to coordinate book club groups for grades 3-5 to meet at
lunch to discuss books.

C. Book Fair Supports – Committee Chair(s) coordinate with the School Librarian to provide support with organizing
two book fairs per year (fall & spring); responsible for securing volunteers to help with fair set-up and sale days; assist
with book fair promotions as needed.

D. Box Tops – Committee Chair provides updated information of approved programs to the Principal to be included in
school newsletters. Coordinates and organizes volunteers to collect, trim, sort and or count any such labels for
programs. Maintains school approved collection sites. Sends in all redeemable items and manages the acquisition of
money and or merchandise as determined by the programs.



E. Community Service Club – Committee Chair(s) works with the principal, executive board to hold community service
meetings.  The club will provide students an opportunity to experience community service for the Lenexa and Greater
Kansas City area. Responsible for coordinating appropriate activities and getting approval for those activities from the
Principal.  Volunteer coordination for monthly meetings is also required of the chair.

F. Daddy/Daughter Event Committee – Committee Chair(s) work with the principal and the executive board to organize
the event. Responsibilities include developing a theme, creating communication tools, coordinating food, ticket sales
if applicable, supplies, games, decorations, etc.

G. Fun Run (Fall Fundraiser) –  Committee Chair(s) work with the principal, executive board, school staff, and
committee volunteer list to organize the school’s fall fundraiser. Any ideas for this activity must be principal/PTO
executive board approved activity. Responsibilities include coordinating vendor packets, school wide communication,
school assembly to kick off the event, daily collection of orders/monies, placement of orders with vendors, allocation
of products, etc.  A more detailed list of responsibilities can be obtained from the Fundraising Director. Committee
chair will work closely with the principal and executive board to communicate ideas and secure approval for planned
activities.

H. Fit N Fun Day Supports – Committee Chair(s) works with the PE Teacher to secure workers and needed support for
the annual field day event.

I. Free Little Library – Committee Chair works with the principal and the executive board to maintain the Free Little
Library.

J. Grandparents/Special Guest Day – Committee Chair(s) will work with the Principal and Lunch Accounts Manager in
planning Grandparents Day events as well as securing workers and needed materials for the day’s events.

K. Holiday Giving Tree – Committee Chair will obtain wish lists from the teachers. Will work with a committee to best
display wish lists on tree for families to select specific gifts for their student’s teachers.

L. Landscaping – Committee Chair will supervise upkeep of existing work and provide recommendations for additional
landscape needs to the Principal. All new landscape work or landscape projects must be presented to the Principal.
The committee will ensure the beauty of MP by coordinating a routine landscape service or community work days.
The committee chair will work with designated Olathe Service Center authorities following landscape project
approvals.

M. Lost and Found – Committee Chair will go through items at least on a monthly basis and return items with names on
them to the classrooms. Neatly place items in designated areas at events when parents can see and re-claim them.
Bundle and transport unclaimed items to charities twice per year (January and June).

N. Mother/Son Event Committee – Committee Chair(s) works with the principal and the executive board to organize the
event.  Responsibilities include working with the committee to plan the event, create communication tools and
manage money collection, if applicable.

O. Movie Night – Committee Chair works with the principal and executive board to coordinate movie night(s).
P. New Parent Breakfast – Committee Chair works with the principal and the executive board to organize the event.

Responsibilities include creating communication tools, coordinating food and working with the PTO president to
develop the itinerary for the breakfast.

Q. Room Coordinator Manager – The PTO Committee Chair will contact and orient all Manchester Park Room
Coordinators at the beginning of each school year.  The Room Coordinator will distribute information by the end of
September to include a packet of materials addressing party plan ideas, room coordinator and party host parent
guidelines, and classroom student lists. It will be emphasized that room coordinators provide consistent and equitable
party events for all students at Manchester Park. Room Coordinator responsibilities should include room parties, Red
Bag, and activities for teacher appreciation week.

R. Spirit Wear - Committee Chair will present recommendations for spirit wear designs to the Executive Board for
approval.  Order all spirit wear and coordinate school sales of spirit wear throughout the year. Secure all spirit wear
orders, delivery of spirit wear, and provide customer service regarding spirit wear to Manchester Park students and
parents during the year.

S. Spring Carnival - Committee Chair(s) work with the principal, executive board, school staff, and committee volunteer
list to organize the school’s spring carnival. Any ideas for this activity must be principal/PTO executive board
approved activity. Responsibilities include organizing entertainment and rentals, obtaining permits if needed, ticket
sales, school wide communication, placement of orders with vendors, allocation of products, etc.  A more detailed list
of responsibilities can be obtained from the Fundraising Director.  Committee chair will work closely with principal
and executive board to communicate ideas and secure approval for planned activities

T. Staff Appreciation – Committee Chair(s) work with the teacher representative and Principal in determining
appropriate times and ways to show student and parental appreciation to the Manchester Park Staff. Coordinate
teacher meals at parent-teacher conferences and Staff Appreciation Week, typically held in May. Monthly appreciation
events can be organized as seen fit with approval from the PTO Board.

U. Summer Movie Tickets – Committee Chair will coordinate the sale of summer movie tickets as a fundraiser for the
PTO.



V. Yearbook Supports – Committee Chair(s) will gather pictures from picture sources, prepare page layouts and review
all picture choices of the yearbook.  The Chair will work with staff rep to disseminate the yearbook at the end of the
year.  PTO will provide five yearbooks per school year to the school.

W. 5th Grade Celebration Committee - Committee Chair(s) will coordinate with 5th grade teachers to assist with the
organization of the end of year party for the 5th grade classes.

Article 10.  Finances
A. All funds raised by the PTO shall be placed in an account designated by the Executive Board. PTO checks will be

signed by the Treasurer and one other Executive Board member.
B. An amount of money will be left in the treasury at the end of each year to cover any unpaid bills and obligations plus a

reserve amount of at least $2000.00 to begin the next school year.  Re-evaluate at each Executive Board meeting.
C. The Manchester Park PTO is a state tax-exempt and federal income tax exempt organization under Internal Revenue

Code (IRC) Section 501 (c)(3). The organization is further classified as a public charity under IRC Section 509 (a)(2).
Donors can deduct contributions made to the organization under IRC Section 170. The Manchester Park Elementary
PTO is qualified to accept tax deductible bequests, devises, transfers or gifts under Section 2055, 2106, or 2522.

D. Annually a Form 990/990 EZ/990-N must be filed for the organization.
E. When money is collected two persons must be present to count and sign off on the income cash form.
F. If the Treasurer has concurrent terms, an informal audit will be conducted by an appointee of the Executive Board. An

Audit Committee will be formed, and a report will be submitted when the current Treasurer steps down and a new
Treasurer is in place.

Article 11.  General Assembly (GA) Meetings
A. There shall be at least 2 general assembly meetings, not more than 5 general assembly meetings in one school year.
B. All items to be discussed at the General Assembly Meetings will be presented as an agenda item at the prior Executive

Board meeting.
C. Quorum shall consist of the members present at the General Assembly Meetings and 50% of the Executive Board

present.
D. A majority vote of the quorum shall be required to take action on items presented at general meetings.

Article 12.  Amendments
The by-laws may be amended by a majority vote at any General Assembly meeting, provided quorum is established. The
amendment must be submitted in writing to the PTO Board 10 days prior to the General Assembly PTO Meeting to allow for
due notice to the membership.


