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ENGAGE



Constitution Template
The following outline and questions are designed to help you write a constitution for your organization. The constitution should contain information that will aid the long term sustainability of your organization. Items that are subject to frequent revision should be included in the by-laws. University policies that apply to recognition of your organization are included in the outline. 

PREAMBLE
The preamble will include the name of the organization, as well as a statement of the group’s establishment and the purpose of the group and constitution. 

ARTICLE I. NAME
· The official name of this Siena Heights student organization will be _________________________________________________________________ 

ARTICLE II. PURPOSE
· What is the mission of this organization?  
· Is it an honor society, social or cultural group?
· Why was this group founded?

ARTICLE III. MEMBERSHIP
· Who is eligible for membership? Are there any restrictions? How does one become a member? How are members identified? 
· Are dues required for membership? If so, how much, are payment plans available, and when are dues due?  Are dues a one-time fee or due each semester?

· EVERY STUDENT ORGANIZATION CONSTIUTION AT SIENA HEIGHTS UNIVERSITY MUST INCLUDE THE FOLLOWING STATEMENT: {Organization Name} will not deny membership to an individual based on race, color, religion, sex, age, national origin, sexual orientation, veteran’s status, or the presence of a disability.  (Please note: Social fraternities and sororities are permitted by federal law to discriminate on the basis of sex.)
ARTICLE IV. VOTING
· How will your organization determine if a vote passes or fails? What percentage of your organization must vote “for” something, for it to carry?
· Will your organization follow Roberts Rules of Order?
· Who has voting rights in your organization?
ARTICLE V. EXECUTIVE BOARD DUTIES
· How are officers elected? What type of ballot? 
· When are they elected (month), and for what period? 
· Who is eligible for office? When do officers assume their positions?
·  How may officers be removed? 
· What are the roles of each executive board member?  You may wish to clarify the role of your advisor, as well.
· Will the executive board hold regular meetings?
ARTICLE VI. COMMITTEES
· Does your organization have standing committees that will always exist?

· What are the purposes/functions of these committees?

· How often do these committees meet?
· PLEASE NOTE: This section is not used for committees that may be created to serve a single purpose or a short term cause.  Those types of committees would be added in the By-laws Section.
ARTICLE VII. MEETINGS
· How often will your organization meet? 

· Where will your organization meet?

· May emergency meetings be called? May scheduled meetings be cancelled? Who is responsible for alerting the membership?

· What type of process will be used for running meetings?

· A common agenda process is the Parliamentary Procedure.

· Call to Order

· Roll Call

· Review and Approval of last meetings minutes

· Officer Reports

· Committee Reports

· Old Business

· New Business

· Announcements

· Adjournment
ARTICLE VIII. BUDGET & SPENDING PROCEDURES
· How will the organization finance its activities? 
· Are dues required for membership? If so, how much, are payment plans available, and when are dues due?  Are dues a one-time fee or due each semester?

· Will the organization be a part of Senate to allocate from the Student Activity Fee?

· How will the organization decide how money is spent?
ARTICLE VIX. AMENDMENTS

· How are amendments to be proposed and by whom? 
· Do you want to provide for a delay before voting on amendments? 
· How are your amendments to be voted upon? 
ARTICLE VX. BYLAWS
Constitutions may also include a "Provision for By-Laws"; Article or a clause pertaining to the establishment of by-laws. The By-Laws might include some of the following items: 

· Standing committees of the organization. 

· Ad Hoc Committees of the organization which are established for a single purpose, or 1-year commitment. Such committees will be eliminated from the By-Laws once abolished or defunct. 

· Policies pertaining to the time, location of organizational meetings. 

· Election procedures, dates, terms of offices. 

· Structures/purposes of committees. 
