
RS PTO, Inc

Roles & Responsibilities

Rancho Solano PTO, Inc Mission Statement

Rancho Solano PTO Inc. is a 501(c)(3), non-profit organization that oversees and presides over the Greenway PTO Committee, Ventura PTO Committee, Mustangs Athletic Booster Club in communication with the Rancho Solano Leadership Team. The organization's goal is to support students, teachers and parents by providing educational and community-oriented events including, but not limited to, teacher/student appreciation, special meals for teachers, supporting athletics, fine arts, clubs, special events and school/department related requests. All students and staff will benefit from the efforts of the organization. The organization will be funded through fundraising efforts that include events provided to the local community and hosted by the members of the organization.

Rules/Who can fill positions for RS PTO, Inc Committee Positions:

· All candidates/elected members must be a parent or guardian of a child currently enrolled at Rancho Solano Lower School and/or Upper School campuses.

· The elected positions are for a minimum of one year and a maximum of 3 years predicated on annual elections.

· The positions below are for the remaining 5 positions on the Board. In addition, the three committee leaders (Lower School, Upper School and Athletic Booster Club committees) will hold seats on the board.

Rancho Solano PTO, Inc. President
Characteristics:
· Desire to serve the PTO, the school, the teachers and ultimately the students
· Understanding of the organization’s mission
· Ability and Willingness to delegate tasks
· Effective communication and collaboration traits
· Strong time management traits
Responsibilities:

· Serves as overall manager or Chief Executive Officer of the organization
· Presides over monthly PTO INC Meetings
· Attends all Lower and Upper School PTO Meetings
· Puts into effect all acts and orders of the RS PTO, INC Board
· Carries out the provisions of the Bylaws and the Policies and Procedures of the Board
· Makes necessary committee appointments with the approval of the Board
 Rancho Solano PTO, Inc. Vice President
Characteristics:
· Desire to serve the PTO, the school, the teachers and ultimately the students
· Understanding of the organization’s mission
· Effective communication and collaboration traits
· Strong time management traits
Responsibilities:

· Performs all duties of the President in the absence or disability of the President and, when so acting, shall have all the authority of and be subject to all the restrictions upon the President
· Provides the President and the members with parliamentary advice when so requested
· Files the Annual Report on the Arizona Corporation Commission Website.
· Updates the board member names on the Arizona Corporation Commission Website
· Certifies all duly adopted Bylaws of the Corporation and files updates with the ACC
· Maintains historical records of all previous bylaws and policies and procedures
· Perform such other duties as may be assigned by the President or the Board
Rancho Solano PTO, Inc. Treasurer
Characteristics:

· Desire to serve the PTO, the school, the teachers and ultimately the students
· Understanding of the organization’s mission
· Strong organizational and computer skills, especially Excel spreadsheets and QuickBooks
· Effective communication and collaboration traits
· Strong time management traits
· Appreciation and value of a balanced budget
· Understanding of basic budget/financial analysis processes and procedures
· Ability to write checks, track income and spending and prepare financial reports from QuickBooks and PayPal
· Honest, organized and efficient with processing all financial reports
Responsibilities:

· Is responsible for the receipt and custody of all moneys of the Corporation and for the disbursement thereof as authorized by the Board
· Keeps and maintains, or causes to be kept and maintained, adequate and correct books and records of accounts of the business transactions of the Corporation including accounts of its assets, liabilities, receipts, disbursements, gains, losses, capital, retained earnings, and other matters customarily included in financial statements
· Files a financial statement with the President and the Secretary at the Board meetings
· Responsible for renewing and maintaining annual subscriptions and liability insurance
· Provides requested information to the appointed external accountant to facilitate the filing of the Federal tax return.
· Is responsible for the preparation and the distribution of the Annual Financial Report
· Is responsible for accurate information regarding legal and financial aspects of fundraising
· Responsible for documentation to and from donors
· Perform such other duties as may be assigned by the President of the Board
Rancho Solano PTO, Inc. Secretary
Characteristics:

· Desire to serve the PTO, the school, the teachers and ultimately the students
· Understanding of the organization’s mission
· Strong organizational and computer skills
· Effective communication and collaboration traits
· Strong time management traits
Responsibilities:

· Upload all applicable federal and state corporate legal documents to the website storage location
· Maintains current copies of:
· Articles of Incorporation, amendments thereto, and Bylaws

· Policies and Procedures Manual

· Signature pages of policies collected from Board and committee members

· Upload approved Board meeting minutes to the website
· Maintains a permanent file on the website of notices and correspondence concerning the Corporation
· Issues notices as directed by the Board
· Writes the agenda for Board Meetings
· Perform such other duties as may be assigned by the President or the Board
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