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3. The Secretary shall: 
a) Keep an accurate record of the proceedings of all the meetings of the Organization. 
b) Distribute official minutes to each Executive Board member and others determined by 

the Executive Board. 
c) Maintain the PTSO Book of Record. 
d) Be prepared to refer to minutes of previous meetings. 
e) Conduct necessary correspondence for the Organization in cooperation with the 

Executive Board. 
f) Perform other delegated duties as assigned. 
g) Be one of the Board members authorized to sign the checks of the Organization. 

 
4. The Treasurer shall: 

a) Establish and/or maintain a checking account and other accounts as determined by 
the Executive Board. 

b) Have custody of all financial records and funds of the Organization. 
c) Verify and be responsible for, along with the event chairperson, all monies received, 
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a) Inform the staff and faculty of events and activities. 
b) Poll faculty as requested by the Executive Board and advises the Board 

according to the results. 
c) Act as a liaison between the PTSO and the Elementary School faculty. 

4. The duties of a student representative are to: 
a) Inform the Student Council of events and activities. 
b) Poll the Student Council as requested by the Executive Board and advise the 

Board according to the results. 
c) Act as a liaison between the PTSO and the    Elementary School 

Student Council. 
 
Article VIII: Meetings 

 
Officers Meetings: 

1. Meetings shall be held as often as necessary to conduct the affairs of the organization. 
2. Meetings shall be closed, except upon invitation by the President or majority of the Officers. 
3. A quorum is constituted by a majority of the officer’s present for the meeting. The vote count 

is constituted by those voting. 
4. Officers are expected to attend all meetings until adjournment, except when excused. 

Continual absences are grounds for removal. 
 

Executive Board Meetings: 
1. Meetings shall be held monthly or as deemed necessary. 
2. Meetings shall be closed, except upon invitation by the Officers or majority of the Board. 
3. A quorum is constituted by a majority of the board present at the meeting. The vote count is 

constituted by those voting. 
4. Board Chairpersons are expected to attend all meetings until adjournment, except when 

excused. Continual absences can be grounds for removal. 
 

General Membership Meetings: 
1. Membership meetings will be held at least twice a year, once for approving the Budget and 

the second for elections. 
2. Meetings shall be open. 
3. A quorum is constituted by those who are in present at the meeting. The vote count is 

constituted by those voting. 
 
Special Meetings: 

1. Special meetings of the Officers, Executive Board or the General Membership may be called by 
the President or by written request to the President from the majority of the Executive Board. 

2. Notice will be sent to members holding voting powers for that meeting giving date, time, place, 
and the purpose of the meeting at least three (3) days prior to holding the meeting. 

3. Bylaws mentioned for each type of meeting will still apply. 
 
Technology Meetings: 

1. 
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shall be conducted in the following manner: 
1. All Officers or Board Members must be notified of the motion. 
2. A 24-hour period shall be allotted for response and discussion. 
3. After the 24-hour period or once all have responded, 
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