
Executive Board Meeting Minutes
Date: 10/10/2023, 9:00 am
Location: Melanie Adams-Boyle Residence, Zoom
Attendees: Melanie Adams-Boyle, President; Cassie Woolgar, Vice-President; Tiffany Chang, Treasurer; Angela
McCormick, Secretary; On Zoom: Rochelle McEwen, Membership Coordinator; Nicole Vance, Business Partner
Coordinator; Alex Louis, Business Partner Coordinator

Agenda
1. Call to Order

○ Melanie Adams-Boyle - 9:03 a.m.
2. Meeting Minutes Approval

○ Regular Meeting Minutes 08.29.23, Executive Meeting Minutes 09.08.23, Special Meeting Minutes
09.26.23

i. Motion to approve by Alex Louis, seconded. No objections from the floor. Motion passed
by unanimous consent by president.

3. 2022/2023 Fiscal Year Tax Return
○ 11/15/23 is the due date for our tax filing

i. We will need to decide if we file an extension.
ii. Former Accountant was $300; with a non-profit status we would like to find an accountant

with non-profit expertise who can advise on our accounting processes and practices.
iii. My Part-time Comptroller

1. $1000
iv. We will review at least three accountant options with possible part-time assistance,

besides the tax filing.
v. We agree that it is important to find an experienced account and that the higher price is

worth it.
1. We will need to propose an increase to the budget to our membership on

11/7/23.
○ Action Items

i. Tax Filing Extension
ii. Quotes from accountants with Non-Profit Expertise
iii. $1000 approval for budget increase on 11/7/23 meeting

4. Treasurer's Report
○ Please see Attachment 1.

5. Membership Report
○ 169 total paid members, around 250 total with Staff.
○ 3rd Grade won the PTO Membership Drive Pizza Party.
○ Action Item - Cassie will communicate with 3rd grade teachers about the party details.

6. Standing Rules / Processes
○ We are drafting Standing Rules for 2023-24.
○ Each board member will send processes over next few months to President for inclusion in

Procedure/Process/Orientation document
i. Examples: Budget Approval, Financial reconciliation, Financial Annual Audit, Member

Communication (Welcome, Meeting Notices (send at least 1 week in advance)), Event
Notices, Newsletters, Misc.), Formal Motion Process based on Robert’s Rules of Order,
Time Limit for Holding the Floor
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○ Action Item
i. Board Members send position process(es) to the president.

7. Financial Audit
○ We need to audit 22/23 financials

i) Two non-signer members for the FY being audited, who were/are in good standing
1. Angela McCormick, Tiffany Chang volunteered (though Tiffany is the treasurer for

23/24 FY, she was not in the 22/23 FY which need to be audited)
○ Action Items

i. Tiffany and Angela will finalize the audit form and process
ii. Get a 2nd person from membership for Audit (second person may be Tiffany as she was

not the treasurer or a board member for the 22/23 FY)
8. Motions

○ Amend May Executive Minutes
i. Motion to approve amendment by Alex Louis, seconded. No objections from the floor.

Motion passed by unanimous consent by president.
○ Amend June Executive Minutes

i. Motion to approve amendment by Cassie Woolgar, seconded. No objections from the
floor. Motion passed by unanimous consent by president.

○ Standing Rule: Time limit for holding the floor
i. Three (3) Minutes time limit for holding the floor at all meetings

1. Motion to approve by Rochelle McEwen, seconded. No objections from the floor.
Motion passed by unanimous consent by president.

○ Action Items:
i. Angela will Amend Minutes per above motions
ii. Time limit of 3 minutes of holding the floor motion will be added to the Standing Rules.

9. Survey
○ Action Item - The survey will be posted hopefully soon, we will leave it open for two weeks for

responses.
10. Action Items (from previous and current

For 23/24 Budget, Bylaws, etc., we will call a special meeting
Add categories in money minder:
Student Appreciation

Tax Filing Extension

Gather quotes from accountants with Non-Profit Expertise

Increase from $300 to $1000 approval for taxes/accountant budget increase on 11/7/23 meeting

Cassie will communicate with 3rd grade teachers about the party details.

Melanie to complete the PTO Newsletter and Survey

Tiffany and Angela will finalize the audit form and process

Amend May and June 2023 Minutes

We will find a 2nd person from membership for the audit

For 24/25, have the tentative budget approved at the election meeting

Confirm details regarding the District covering movie license

See if we can get a discount for a 3 year license

Discuss after/before school year teacher get togethers

Submit the revised Bylaws to the IRS

Spring Event Presentation

Standing Rules

Process/Procedures
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11. Call to Adjournment
○ Motion to adjourn by Angela McCormick, seconded. 9:40 am.

Next Meeting: Regular Meeting 11/7/23

Upcoming Events: Movie Night 10/13/23, Sonic Give Back 10/24/23, Veterans Day Flagpole and Breakfast 11/9/23
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Attachment 1
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