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Kaimuki Middle School Parent Teacher Organization 
  

BYLAWS 
 

  
ARTICLE I – NAME, DESCRIPTION & PURPOSE 

  
Section 1: Name. The name of the organization shall be Kaimuki Middle School Parent 
Teacher Organization (hereinafter referred to as “KMS PTO”). The KMS PTO is located 
in the City and County of Honolulu in the State of Hawaii. 
  
Section 2: Description.  The corporation shall be a nonprofit corporation, and any net 
income or earnings which may derived from its operations, in pursuit of the purposes of 
the corporation shall not inure to the benefit of any member, director, or officer of the 
corporation, or any private individual, but shall be used to promote the purposes of the 
organization.  The corporation is organized exclusively for the charitable, educational, 
literary, and scientific purposes within the meaning of Section 501(c)(3) of the Internal 
Revenue Code or corresponding section of any future federal tax code (hereinafter 
referred to as “Internal Revenue Code”). 
  
Section 3: Purpose.  The purpose of the KMS PTO is:  
1) To promote the welfare of children and youth in home, school, and community; 
2) To provide financial assistance where needs are identified within the school; 
3) To support the mission and vision of the school and school district, and; 
4) To encourage parents to assist with various school activities, functions, and 

services. 

 
  

ARTICLE II – MEMBERSHIP 
  
Section 1:  Membership is open to all parents and guardians of Kaimuki Middle School 
students who are currently attending or have attended Kaimuki Middle School, 
community members, and staff at Kaimuki Middle School.  There are no membership 
dues.  
  
  

ARTICLE III – BOARD OF DIRECTORS 
  



Page 2 of 7 
 

Section 1: Board.  There shall be a Board of Directors (“Board”), consisting of not 
fewer than seven (7) and no more than eleven (11) persons.  The Board shall consist of 
the officers of the organization, the standing committee chairs, the School Principal, or 
his/her designee, and a Teacher Representative. The chairs of the standing committees 
shall be selected by the officers of the organization.  
 
The Board shall be responsible for electing the following officers:  President, Vice 
President, Recording Secretary, Communications Secretary, and Treasurer.  Officer 
positions can be shared.  The School Principal, or his/her designee, and one Teacher 
Representative are voting members of the Board. 
 
Section 2:  Duties. The duties of the Board shall be to transact business between 
meetings in preparation for the general meeting, create standing rules and policies, 
create standing and temporary committees, prepare and submit a budget to the 
membership, approve routine bills and prepare reports and recommendations to the 
membership, develop the PTO’s annual budget, establish committees to conduct the 
work of the PTO, establish fundraising programs, and to select an auditor or an auditing 
committee to audit the treasurer’s accounts. 
 
Section 3.  Meetings. Regular meetings shall be held monthly, on the same day and 
same time of each month, as to be determined by the board.   
 
Section 4.  Special Board Meetings.  Special meetings of the Board may be called at 
any time by any two board members, with 24-hour notice. 
 
Section 5. Terms of Service.  The initial Board shall consist of 7 members who will 
serve 2 consecutive terms. Following the initial creation of the Board, the Board shall 
annually elect directors to appropriate offices after the expiration of the initial term. The 
terms of the Board shall be 1 year or until said director resigns or is replaced by a duly 
elected successor.   
 
Section 6. Quorum.  At all meetings of the Board, a majority of the members of the 
Board present at said meeting shall constitute a quorum for the transaction of business. 
Majority is defined as one-half of the number of board members plus one. 
 
Section 7:  Removal/Resignation. A Board member can be removed from office for 
failure to fulfill the duties assigned/accepted, after reasonable notice, by a majority vote 
of the Board.  A Board member may voluntarily resign from office by notifying the Board 
verbally or in writing at any Board meeting.  The member resigning shall turn all 
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documents and information in the member’s possession or control relating or pertaining 
to the execution of his/her duties to Board. 
  

ARTICLE IV – OFFICERS 
 
Section 1:  Officers.  The officers of KMS PTO shall be a president, vice president, 
recording secretary, communications secretary, and treasurer. In addition to the duties 
listed below, each officer shall perform such other duties as applicable to the office as 
prescribed by the parliamentary authority of this organization.  
 

A. President. The President shall be the chief executive officer of KMS PTO and 
shall, subject to the control of the Board, have general supervision, direction and 
control of the business and affairs of KMS PTO. The President shall preside at all 
General PTO meetings and Board meetings. The President shall be ex officio a 
member of all the standing committees, if any, and shall have the general powers 
and duties of management usually vested in the office of the President of a 
parent teacher organization and may have such other powers and duties as may 
be described by the Board or the By-laws. The President shall serve as the 
official representative of the PTO, retain all official records of the PTO, and 
coordinate the work of all the officers and committees so that the purpose of the 
organization is served. 

B. Vice President. The Vice-President shall, in the absence or disability of the 
President, perform the duties and exercise the powers of the President, and shall 
perform such other duties as the Board shall prescribe. Shall oversee the 
committees of this organization and shall solicit nominations for officers for the 
next year. 

C. Recording Secretary. The Recording Secretary shall keep all records of the 
organization, take and record meeting minutes, and help prepare meeting 
agenda.  The Recording Secretary shall also distribute minutes of all approved 
Board meeting minutes and all General PTO meeting minutes, and hold and 
maintain historical records of the PTO.  

D. Communications Secretary. The Communications Secretary shall manage and 
where appropriate, distribute and/or disseminate, communications and marketing 
for the PTO including, but not limited to PTO newsletters, email notices, website, 
and bulletin boards. 

E. Treasurer. The Treasurer shall serve as the custodian of the PTO’s finances, 
pay authorized expenses, report financial activity every month, prepare year-end 
financial reports, facilitate annual audits, hold all financial records, and be 
responsible for preparing and filing all State and Federal tax forms and returns, 
including but not limited to IRS Form 990 or other returns in order to satisfy State 
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Tax and Internal Revenue Service filing requirements in accordance with Article 
I, Section 2. 

 
Section 2:  Eligibility.  Members are eligible to hold office if they are in good standing 
at least 14 calendar days before the nominating committee presents its slate of officers 
to the Board. 
 
Section 3. Nominations and Elections.  The nominating committee shall solicit 
nominations and hold elections for officers during the last quarter of every school year. 
The nominating committee shall select a candidate for each office and present at a slate 
meeting designated to vote for officers.  At this meeting nominations may be made from 
the floor.  Voting shall be made by voice vote if a slate is more than one person is 
running for an office, a vote by ballot shall be taken.  
 
Section 4. Terms of Office. Officers shall assume their official duties on July 1 of each 
year and shall serve a term of 1 year or until their successors are elected.  
 
Section 5:  Removal. An officer can be removed from office for failure to fulfill his/her 
duties, after reasonable notice, by a majority vote of the Board at any meeting in which 
the Board is qualified to transact business of the PTO. 
 
Section 6. Vacancies. If the office of the President is vacant, the Vice President shall 
fulfill the duties of the President for the remainder of the former President’s term and 
during such time, shall be authorized to take all actions that a President is authorized to 
take in accordance with these bylaws.  At the next regularly scheduled meeting, the 
Board shall elect a new Vice President to fulfill the duties of that office for the remainder 
of the Vice President’s term.  If there is a vacancy in any other office, the vacancy shall 
be filled for the remainder of the office term through an election of members held at the 
next regular meeting. 
 
 

ARTICLE V - MEETINGS 
 

Section 1. Regular Meetings.  The Board shall meet monthly during the school year, 
or at the discretion of the officers.  The Board shall meet in person at the location 
previously agreed to by the Board. All meetings may be conducted, in whole or in 
part, by teleconference, videoconference, internet or by any other electronic 
means, provided that reasonable measures are taken to permit all members not 
physically present to hear the proceedings substantially concurrently with the 
occurrence of the proceedings, vote on matters submitted to the Board, Officers 
and/or Members (as the case may be), pose questions and make comments. The 
Board shall adopt special rules of order for the conduct of such meetings to 
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provide for proper notice, verifying membership, voting, and any other 
procedures necessary to conduct an orderly meeting.  
 

 
Section 2.  Annual Meetings.  An annual meeting of the Board shall be held at the end 
of the school year.  At such annual meeting, the Board members shall elect the officers 
of corporation for the following year.   
 
Section 3. Special Membership Meetings.  Special membership meetings may be 
called by the President or any two members of the Board by submitting a written or 
email request to the communication secretary. Notice of the special meeting shall be 
sent to the members at least 10 days prior to the meeting by one or more of the 
following methods: posting on the school and organization website, flyer, phone call 
and/or email. 
 
Section 4: Quorum.  At all meetings of the Board, a majority, defined as half of the 
board members plus one, a quorum for the transaction of business.  
 
Section 5. Notification of Meetings.  The Communication Secretary will notify the 
members of the meetings and/or changes to meetings via email and/or posting on the 
organization website. 
 
Section 6: Action by Consent in Lieu of Meeting: The Board is authorized to take 
any action without first conducting a meeting to obtain approval of the same in 
circumstances where there is an insufficient amount of time to obtain approval of such 
action during a monthly meeting. Actions taken by the Board under this section shall 
first be approved in writing by a majority of the Board and any such actions taken by the 
Board in accordance therewith shall be treated though the action was approved by the 
majority of the Board at any meeting in which the Board is authorized to act.   
  
Section 7. Voting.  Each Board member in attendance at the PTO Board meetings is 
eligible to one (1) vote.  The School Principal, or his/her designee are eligible to one (1) 
vote.  The Teacher Representative(s) are eligible to one (1) vote.  Absentee or proxy 
votes are not allowed.  
  
 

VI - COMMITTEES 
 

Section 1. Membership. Committees may consist of general members, with the 
president acting as an ex officio member of all committees. 
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Section 2. Standing Committee.  The Fundraising committee shall be maintained by 
the organization.  
 
Section 3.  Additional Committees. The Board may appoint additional committees as 
needed. 
 
  

ARTICLE VII - FINANCIAL POLICIES 
  

Section 1: Fiscal Year. The fiscal year of the PTO begins July 1 and ends June 30 of 
the following year. 
 
Section 2. Budget.  A tentative budget shall be drafted in the spring for the following 
year and approved by the Board during the first fall meeting of the Board.  The Board 
shall approve all expenses of the organization. 

  
Section 3: Banking.  The treasurer shall keep accurate records of any disbursements, 
income, and bank account information.  All funds shall be kept in a checking account at 
a local financial institution in the name of Kaimuki Middle School PTO and shall require 
the signatures of two officers on any draft disbursement. 

  
Section 4: Reporting. All financial activity shall be recorded in a manual or computer-
based accounting system maintained by the Treasurer.  The Treasurer shall reconcile 
the account(s) on a monthly basis and report all financial activities to the Board monthly.  
The PTO shall conduct an independent review of its financial records each year. 
  
Section 5: Contracts. Contract signing authority is limited to the President or the 
President’s designee. 

DISSOLUTION 
 

The organization may dissolve with previous notice (at least 14 days) with at least two-
thirds (2/3) vote of those present at the meeting called for that purpose.  The balance of 
any KMS PTO funds remaining upon the dissolution of the organization shall be 
donated to Kaimuki Middle School. 
  

ARTICLE XII – BYLAW AMENDMENTS 
  
The By-laws may be altered, amended, added to or repealed by an affirmative vote of 
not less than 2/3rds of the Board present at any meeting in which a quorum exists 
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provided that notice of the proposed amendments shall have been previously given at 
least 30 calendar days prior to the meeting.  
 
 

XIII - CONFLICT OF INTEREST POLICY 
 
   
Section 1. Purpose. The purpose of the conflict of interest policy is to protect this tax-
exempt organization’s interest when it is contemplating entering into a transaction or 
arrangement that might benefit the private interest of an officer or director of the 
organization or might result in a possible excess benefit transaction. This policy is 
intended to supplement but not replace any applicable state and federal laws governing 
conflict of interest applicable to nonprofit and charitable organizations. 
 
Section 2. Procedure. Annually, all Board members shall review and agree to comply 
with the Conflict of Interest Policy.  Refer to Appendix A: Kaimuki Middle School Parent 
Teacher Organization Conflict of Interest Policy. 
  
  

  
These bylaws were adopted on ***August 12, 2019. 
  

  
  
  
  
  
  

  
  
 


