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The EXECUTIVE BOARD transacts business between meetings, provide reports and recommendations at 
monthly meetings, and ensure that all activities are executed as planned. 
 
The PRESIDENT prepares the agenda for and presides over all meetings of the organization and executive 
board. S/he serves as the primary contact for the principal, and represents the organization at meetings 
outside the organization. S/he serves as an ex officio member of all committees except the nominating 
committee, and coordinates the work of all the officers and committees so that the purpose of the 
organization is served. 
 
The EXECUTIVE VICE PRESIDENT assists the president and carries out the president’s duties in his or her 
absence or inability to serve. 
 
The TREASURER receives all funds of the organization, keeps an accurate record of receipts and expenditures, 
and pays out funds in accordance with the approval of the executive board. S/he will present a financial 
statement at each meeting, at other times of the year when requested by the executive board, and makes a full 
report at the end of the year. The treasurer will secure two signatures on all checks, keep a copy of the minutes 
and present the organization's financial records to the auditor.  
 
The SECRETARY keeps all records of the organization, takes and records minutes of the meetings, and sends 
notices of meetings to the membership. The secretary also keeps a copy of the minutes book and brings it to 
meetings. 
 
The PARLIAMENTARIAN  helps run the organization's meetings according to proper parliamentary procedure 
following Robert's Rules of Order. S/he keeps and brings a copy of current bylaws to all meetings for public 
review if requested, as well as all current membership forms to verify voting rights if needed. The parlia- 
mentarian also reviews and revises the bylaws of the organization every two years or as the executive board 
sees fit. 
 
The FINANCIAL SECRETARY receive funds, prepares and make deposits. The financial secretary collects and 
presents receipts to the treasurer for recording. 
 
The AUDITOR  reviews the financial records of the organization twice per school year. S/he is responsible for 
annually presenting the organization's books to a tax preparer and posting the current year's income tax return 
for public viewing. 
 
The VP OF FUNDRAISING works with VP of Membership to educate, advocate, and collect membership 
pledges during JagWalk and during the Membership Pledge Drive which occurs during the first month of the 
school year. Works with Event Chairs to identify grants/donation resources for PTO-sponsored initiatives and 
events. Maintains record of donations and ensures that tax receipts are sent out to donors. 
 
The VP of MEMBERSHIP works with VP of Fundraising to educate/advocate for PTO during JagWalk the week 
before school starts and during the Membership Pledge Drive which occurs during the first month of school. 
S/he also helps secure volunteers for PTO-sponsored events and coordinate outreach efforts. 
 

IF EVERYONE IS MOVING FORWARD TOGETHER, SUCCESS TAKES CARE OF ITSELF. 
- HENRY FORD 
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