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CONSTITUTION TEMPLATE FOR STUDENT ORGANIZATIONS 

Use this document as a guide in developing the constitution of your organization.  This is meant as a guide.  

We recommend using the Internet to search for examples of constitutions from established organization that have a similar purpose/nature to your proposed organization.  Also, once you have a draft constitution developed it is recommended that you send this to the Associate Dean of Students for review, feedback and approval.

Please note that all sections in italics and bold are required.

Article I:
Name

The name of this organization shall be___________________________________________________

Article II:
Purpose - Clearly state the purpose of the organization, along with the desired future events & activities.  The purpose of the organization must be consistent with the mission of the University.
Article III:
Membership

i. Membership in <insert your student organization name> shall be open to all currently registered students at Cleary University.
ii. Recognized student organization must allow equal access to their organization.  However, you may define levels of membership – such as active member, alumni, etc.  Honor societies may restrict membership levels based on GPA.

iii. How is the membership maintained?  Attendance at meetings?  How many?  Dues?  Other?

iv. Termination of membership and (state the conditions under which membership is terminated and how reinstatement is accomplished).

v. Hazing is defined as any action or situation created, intentionally, whether on or off private premises, to produce mental or physical discomfort, embarrassment, harassment, or ridicule. Organizations responsible for incidents of hazing may lose University recognition and be excluded from the campus. There will be no hazing involved in the recruitment or maintenance process of membership in this organization.
vi. <Insert organization Name> does not discriminate on the basis of gender, race, color, national origin, religion, height, weight, age, marital status, disability, sexual orientation, status as a disabled veteran or Vietnam Era veteran and/or any other legally protected class not heretofore mentioned
Article IV:
Officers

i. The officers shall be <list the different types of officers in your organization> and shall compose the Executive Committee of the organization.

ii. Qualifications - What are the qualifications for officers?  Every member of the organization shall be eligible for office? 
iii. Elections -: Officers must be elected by April 1st for the following year. How will balloting be done?  Voice? Show of hands? Secret? A student elected president may only serve a one-year term?  Other Officers can succeed themselves in office?  No one individual may hold more than one elective office?  Other? 
iv. Replacement of vacancies/special elections: Vacancies due to whatever reasons will be replaced by?  Ballot of Membership?  Executive Committee makes appointments?  Executive Committee suggests appointment to membership and they approve?  Other?

Article V:
Duties and Powers of Officers (examples)

i. President:  The President shall call and preside at all meetings?  Shall appoint committees as needed with approval of Executive Committee?  Sets agendas for all meetings?

ii. Vice-President:  Shall perform all duties of the President in the absence or disability of the President?  Shall act as a student representative to the Community Senate?  Shall do any other duties as deemed necessary by the Executive Committee? 

iii. Secretary:  Shall keep accurate minutes of all meetings.  Shall keep a correct roll of all members, to keep all records (with exception of financial records[unless position is secretary/treasurer]).  Conduct all correspondence of the group.  Other?

iv. Treasurer:  Keeps all financial records of the organization.

Article VI:
Advisor

i. Describe the role and responsibilities of the advisor

ii. Describe the duties of the advisor

iii. The advisor must pre-approve all financial transaction 

Article VII:
Meetings

i. Annual meetings: There shall be an annual meeting of the group each year in the month of____________at a time established by the Executive Committee?

ii. Regular meetings are usually held weekly, bi-weekly or monthly as deemed necessary for organizational purposes.  How often meetings are held will be decided by the organization.

iii. Special meetings of the organization may be called by the group.

iv. Notice:  will be posted for annual and special meetings_____prior to the meeting.  [we suggest one week]

v. Quorum:  we suggest that this be more than ½ of your membership!

Article VIII: 
Parliamentary Authority

i. All meetings shall be conducted according to the procedures specified in most recent edition of Robert’s Rules of Order (or determine an appropriate version of rules of order – consensus, voting, Democratic Rules of Order, etc.).

ii. The presiding officer shall appoint a parliamentarian to advise on parliamentary matters.

Article IX:
Dues

i. The annual dues for membership shall be____________________ (if there are dues).

Article X:
Committees

i. Standing Committees shall be established and their functions determined by the 

Executive Committee.  Members shall be appointed by the President with the approval of the Executive Committee.

ii. All committee action must be approved by the Executive Committee.

Article XI:
Amendments

i. Describe how this document can be changed or edited

ii. It is recommended that it this be a process that is not easily accomplished, and required significant membership approval.  For example: “An amendment to this document must be presented at a regular scheduled meeting with at least 50% of current members present, and adopted at the next regular scheduled meeting with at least 50% of current members present with a super majority of votes in favor (more than 66% in favor of the amendment)”
