SAMPLE CONSTITUTION

Article 1. NAME


The name of this club will be the XYZ Club.


Article II. PURPOSE

Provide a general statement about the purpose and goals of the organization, as well as the type and scope of the organization's activities. This is also an appropriate place to mention the organization's affiliation with other groups, if any (for example, if the group is affiliated with a national organization). 

The purpose of XYZ shall be to foster leadership development through the coordination of educational and awareness projects. XYZ will work toward its goals by:

A. coordinating a regular series of roundtable discussions of student leaders,
B. meeting with University administrators to provide feedback on current leadership development programs, and
C. creating a mentorship program between first year students and graduating student leaders.

	Article III. MEMBERSHIP

Describe the types of members and requirements for membership.

	 
	Section 1. Membership in XYZ shall be open to any interested undergraduate students at the University of Mary Washington.  Members will be listed as either Active or Inactive. Active members are those undergraduate students that have paid their membership fee and are attending meetings on a regular basis.  Inactive members are those undergraduate students that have paid their membership fee but are unable to attend meetings and have requested in writing to maintain their membership.

	 
	Section 2. (Optional)  UMW graduate students and UMW faculty/administrators may join the club as "Associate Members." Associate members may not run for office and do not have voting rights. 
Section 3. XYZ Club must follow the University’s Statement of Non-Discrimination. The University of Mary Washington subscribes to the principles of equal opportunity and affirmative action. The University does not discriminate on the basis of race, color, religion, disability, national origin, political affiliation, marital status, sexual orientation, sex, or age in recruiting, admitting, and enrolling students or in hiring and promoting faculty and staff members. The University will not recognize or condone student, faculty, or staff organizations that discriminate in selecting members. Complaints of discrimination or questions should be directed to the AAEEO Officer of the University.


Article IV. MEMBERSHIP FEES

Specify the collection of dues and timeframe.

Section 1. All members must pay an annual membership fee of $5.00 due to the Club Treasurer no later than September 15.

Section 2. Members joining between September 15 and the end of the fall semester must pay the $5.00 membership fee to the Club Treasurer by the second meeting they attend.

Section 3. Members joining in the spring semester must pay a $5.00 membership fee by the second meeting they attend.

Section 4. Members who are current on their dues payment shall be classified as "active" members.

Section 5. Only active members may participate in club activities.

Article V. OFFICERS

In sections under this article; list the titles of offices to be established, qualifications for each office to include a minimum GPA requirement if you so chose, the method, time, and process of selection, and the term of office. The duties, powers, and responsibilities of each officer as well as procedures for removal from office and filling vacancies should also be outlined here if not already appearing in the bylaws. 

At a minimum, each student organization is expected to designate one officer as the chief student leader (usually titled "president") and one officer authorized to deal with the organization's finances (usually titled "treasurer"). The titles of these positions may vary according to the needs of the organization, but the two separate job functions must be provided for in this article. 

Section 1. The officers of XYZ shall be the President, Vice President, Treasurer, and Secretary. The creation of additional officer positions (e.g. Co-President, Web Master, etc.) must be approved by a two-thirds vote of the active membership and with the support of the advisor.

Section 2. Only UMW undergraduate students may serve as officers.
Section 3. The duties of the President shall include:

A. Coordinating bi-weekly meetings of the club.

B. Chairing all meetings of the club.

C. Calling emergency meetings, pursuant to Article IX. Section 3.

D. Providing leadership to the club.

E. Working directly with the Club Advisor to ensure the club is operating within the expectations of the University.

F. Acting as the chief spokesperson of the club.

G. Establishing an effective relationship with ICA, SAE, and other University administrative departments.

Section 4. The duties of the Vice-president shall include:

A. Assisting the President with the fulfillment of his/her duties.

B. Appointing all committee chairs, pursuant to Article VII.

C. Providing support for the development of club activities planned by the committees.

D. Working with the Treasurer to establish budgets for committees which are created.
Section 5. The duties of the Treasurer shall include:

A. Keeping a record of all financial transactions

B. Meeting with the Advisor on a regular basis to review account balances and financial transactions.

C. Preparing any and all budgets, financial budget requests/appeals, etc, and present these to the Finance Committee.  

D. Working with the Vice-president to establish budgets for committees which are created.

E. Maintaining detailed membership records, including the amount of dues collected from each member.                                                                  

F. Respond to the audit requests of the Finance Committee, meeting the deadlines of the Finance Committee.

Section 6. The duties of the Secretary shall include:

A. Keeping detailed minutes of all meetings.

B. Coordinating the press relations of the club, including, but not limited to: relations with The Bullet, flyer/poster approval, and maintaining the Club's web page.

C. Ensuring that all changes of officers are reported to the appropriate University officials.

D. Working with the Vice-president to establish budgets for committees which are created.

Article VI. OFFICER ELECTION/IMPEACHMENT

Section 1. All Club Officers shall be elected before April 10 and will serve a term of May 1 - April 30. The time between elections and April 30 shall serve as a transition period for new officers.

Section 2. Officer elections will consist of the following three step process: 

1. Nominations, 2. Elections, 3. Run-off elections (if needed).

A. Nominations - Nominations will be held the meeting prior to the scheduled date of elections. Any active club member may nominate a fellow club member to any of the club officer positions, with the exception of the President position. Only members holding a current office or committee chair position shall be eligible to run for the presidency of XYZ-- the President position must be nominated from a current officer or chairperson. Nominations will only be accepted during the meeting prior to elections. Candidates can be nominated for more than one position and they may nominate themselves for a position if they are not nominated by another member.

B. Elections - Elections will consist of each candidate speaking for up to five minutes, followed by up to three minutes of questions and answers from the club membership. Only active members present at the meeting shall cast a vote, and only these votes shall count toward the computation of the 50%+1 required margin for election to office. The order of elections shall be as follows: President, Vice President, Treasurer, Secretary.

C. Run-Off Elections - In the event that no candidate receives at least 50%+1 of the vote of the currently active club members, a run-off election shall be held between the two candidates receiving the most votes.
Section 3. In the event that an officer is judged to be deficient in his/her duties (as decided by a unanimous agreement of the three other club officers and advisor), he/she may be removed by a two-thirds vote of the club's membership. The Advisor shall oversee the impeachment process to ensure a fair and speedy process.

Article VII. COMMITTEE CHAIRS

Section 1. The Club Officers shall decide on an annual basis which committees need to be established in order to advance the club's position on campus.

Section 2. All committee chairs will be appointed no later than April 30 by the Vice-president. All appointments must be approved by a majority of the Club Officers.

Section 3. Only students may serve as committee chairs.

Section 4. The duties of all Committee Chairs shall include:

A. Selecting members to serve on their respective committee.

B. Coordinating and chairing committee meetings, as needed.

C. Keeping the Club Officers and Club Advisor abreast of the plans and intentions of the committee.

D. Becoming familiar with pertinent University policies and procedures.

Article VIII. ADVISOR

Section 1. The Club Officers shall unanimously agree upon and appoint an advisor no later than April 1 to serve a term from May 1 - April 30.

Section 2. The Club Advisor must be a full-time UMW faculty member or administrator.

Section 3. The Club Advisor's duties shall include:

A. Meeting with the club officers on a regular basis.

B. Attending club meetings and club activities.

C. Keeping abreast of club issues and intentions.

D. Meeting with the Treasurer on a monthly basis to review account balances and financial transactions.

E. Assisting with the implementation of an officer transition program.

Section 4. The Advisor shall be an ex-officio member of the club, and as such, shall not have voting rights.

Section 5. The Advisor shall have veto power over any decision made by the club which is in direct violation of University policy. This authority shall be used only in circumstances where the club officers knowingly intend to violate University policy.

Article IX. MEETINGS

Section 1. The club shall meet at least once per month. A listing of meeting dates shall be established by the Club Officers and shall be posted on the XYZ web site no later than September 1.

Section 2. Only active student members may vote at meetings.
Section 3. In the event that an emergency meeting of the club needs to be held, the President of the club shall have the authority to call such meetings. All officers must agree in advance to the emergency meeting and at least 24 hours notice must be provided to all active members by sending out both a voicemail and e-mail. Communication of emergency meetings will be the responsibility of the Club Secretary.

Article X. DISBURSEMENT OF FUNDS

Provide a general statement about the manner in which the finances of the organization should be handled, including what should happen to the organization's funds if the organization is dissolved. Detailed financial procedures including the amount and collection procedures for dues, if any, should also be outlined here if not already appearing in the bylaws. 

Section 1. All disbursements of funds must be approved by the club.  The processing of disbursements will require the signature of two of the three students listed on the Annual Club Registration Form on file in SAE.

Section 2. Members should use the current SAE purchasing process to buy anything with club funds.  All expenditures require an original, itemized receipt and a description of the expense incurred.

Section 3. Any expenditure in excess of $XXX must be approved by a majority of the Club Officers.

Section 4. All financial transactions of the Club will be managed through the University of Mary Washington's accounting system.

Section 5. Only the authorized signatories listed on the Annual Club Registration Form shall have the ability to charge expenses to the Club via the University's account charge system.

Article XI. AMENDMENTS

This article should explain how constitutional amendments may be made, as well as the procedure for adopting this constitution and any future amendments. At a minimum, your constitution must be voted on and approved by the general membership of your organization. This article should also include a statement requiring prompt submission of an updated constitution and bylaws to ICA and SAE.

Section 1. Amendments may be made to this constitution at any time by a two-thirds vote of the active club membership.

Section 2. Members interested in proposing amendments to the constitution must submit the proposed amendment to the President no later than ten days before the Club's next meeting.

Section 3. The proposed amendment shall be presented via e-mail to the active club membership no later than five days before the meeting where the amendment will be debated.

Section 4. Upon receiving a two-thirds affirmative vote in favor on a constitutional amendment/revision, the President shall submit the amendment/revision in writing to the Executive President of ICA for review/approval by the ICA Constitution Review Committee.

