Sample Constitution

This sample constitution contains nine articles that must be addressed in your constitution and optional draft language. Please note that all the statements that are underlined must appear in your constitution verbatim.  Items in [brackets] must also be addressed, but will be different for each organization. Italicized sections are suggested, but not mandatory inclusions. The format below is highly recommended, as are one-inch margins and Arial, 10pt font.
 
STUDENT ORGANIZATION [Name] CONSTITUTION
Month, Year of creation

ARTICLE 1: NAME & AFFILIATIONS 

I. The name of the organization shall be [name of organization] at the University of Toledo, and hereafter in this document shall be referred to as [abbreviated name of organization].  

[Note: Section II should only be included if the organization is a chapter of, or is affiliated with, a local, state, national, or global affiliate organization. If the organization is exclusive to The University of Toledo, then Section II does not need to be included within this document].

II. This organization shall be affiliated with [name of local or national affiliate], and this organization shall operate within the additional standards dictated by [name of local or national affiliated] as are outlined at [location of where these standards are outlined. Can be a website link, or attached the bottom of this document].

III. This organization shall abide by all official University Policies pertaining to Student Organizations, as well as the Student Code of Conduct. 


ARTICLE 2: PURPOSE 

I. The purpose of the organization shall be [list general purpose/mission statement of organization, should be 1-2 sentences].  

II. Objectives of this organization shall be: [Note: Objectives are an elaboration on the purpose of the organization, and the specific ways in which your organization plans to satisfy its purpose in the context of being a student organization at UT]
a. Objective 1: [Ex. Hosting Events to raise money for this charity, hosting educational sessions, etc.]
b. Objective 2: [Ex. Raising awareness via posters, flyers, events, etc.]

III. Activities and programs sponsored by this organization will keep within the organization’s stated objectives.

ARTICLE 3: MEMBERSHIP 

I. Membership in [organization] shall be open to all currently enrolled students at the University of Toledo.   

[organization name] does not categorically deny membership to an individual, based on race, color, religion, sex, age, national origin, ancestry, sexual orientation, gender identity and expression, military or veteran status, the presence of a disability, genetic information, familial status, political affiliation, or participation in protected activities (unless specifically exempted by law). [Note: No organization with restrictive membership clauses discriminating on the basis of race, color, religion, sex, age, gender identity, national origin, sexual orientation, veterans status or disability, as defined by law, shall obtain or maintain registration status except for religious qualifications which may be required by organizations whose aims are primarily sectarian, and social fraternities and sororities that are permitted by federal law to discriminate on the basis of sex.]



II. Membership Classification
a. Voting Members [Note: Even if your organization is structured as such that your governing body makes all the decisions for the organization, you are required to define at least some voting members  in order to satisfy the requirements of Articles 8 and 4 Sec. VII.]
i. To obtain voting membership status within the organization, members must meet the following criteria: [list steps necessary to receive voting rights within organization that distinguish members who can vote, and members who cannot]
1. Criteria 1: [ex. Members must attend 2/3 of all meetings, must participate in specific events, etc.]
2. Criteria 2: [ex. Members must uphold organization national standards, chapter standards, must be an executive board member to have a vote, etc.]

b. Inactive Members [Note: your organization should create provisions for students who are still invested in the organization, but may be physically away on campus due to an internship, co-op, or online enrollment. This provision is to prevent students from being removed from an organization simply for academically-mandated absences]. 
i. Criteria 1: [ex. A member who wishes to become inactive must submit a request in writing to the executive board no later than the final week of the semester prior to the one in which they wish retain inactive status]
ii. Criteria 2: [ex. Inactive members apply for reinstatement to voting-member status via the following process: etc.]

c. Non-Voting Members [Note: If your organization wishes to establish additional criteria for those who can be general or non-voting members of the organization, they may do so, though it is not mandated]
i. Criteria 1: [ex. Non-voting members are members who have attended at least one organization event during the semester]

III. Dues [Note: Your organization must select one of the following points to include]
a. This Organization shall not collect mandatory dues of any type.

OR

a. This organization shall collect dues of [amount of dues]
i. Dues shall be collected [number of times, ex. once, twice, etc.] each [time period, ex. calendar year, academic year, semester, etc.].
ii. Dues shall be shall be collected via [cash, electronic payment, both, etc.].

IV. Non-Student Members [Note: Your organization must select one of the following points to include]

a. This Organization shall not extend membership to individuals who are not currently enrolled at The University of Toledo

OR

a. This organization is open to non-student members, but non-students members may not hold office, may not vote, and may not benefit in any way from University funding.






ARTICLE 4: OFFICERS 

I. The governing body of this organization shall be known as the [ex. Executive Board, Cabinet, Council etc.] of the organization.

II. Officers within the [name of governing body] shall consist of: [Note: your officer’s names should not be included in the constitution, only position descriptions]
a. Officer 1 [ex. President, Leader, etc.]
b. Officer 2 [ex. Vice President, Secretary, etc.]
c. Officer 3 [ex. Treasurer, Vice President of Finance, etc.]
d. Etc. [Note: You can have as many officers as you want, but it is mandatory that there be officers with the responsibilities of President, Treasurer, and Secretary, as detailed below in Article 4, Section V].

III. Officers shall be elected:
a. During the month of [list month]
b. For a term of [list term length]

IV. Qualifications for officer positions are as follows: [Note: below are suggestions, you can create whatever reasonable standards you see fit]
a. Length of time in the organization
b. Attendance at meetings and events
c. Applications
d. Etc. [Note: Qualifications should be quantitative to show a clear standard]
e. Specific Qualifications for the Presidential position include
i. Etc.


V. Duties for each officer are as follows: [Note: Officers must be listed in the same order as in section I, the responsibilities listed in bold below must be included in the duties of at least one officer]

a. Officer 1 [ex. President, Leader, etc.] will be charged with:
i. Serving as the primary point of contact for the Office of Student Involvement and Leadership
ii. The coordination of the completion of the annual report through the Office of Student Involvement and Leadership (strongly recommended to include)
iii. Additional Responsibility 1 [Running meetings, etc.]
iv. Additional Responsibility 2 [Note: Officers may have as many responsibilities as needed as determined by the organization]

b. Officer 2 [ex. Vice President, Secretary, etc.] will be charged with:
i. Maintaining a list of voting members for the organization
ii. Additional Responsibility 1

c. Officer 3 [ex. Treasurer, Vice President of Finance, etc.] will be charged with:
i. The handling of all finances on behalf of the organization.
ii. The completion of a budget request through the Student Allocation Committee [Note: New Student Organizations must be in existence for a period of two academic years prior to being eligible to receive a University-funded budget]
iii. The coordination of special funding requests through the Student Allocation Committee [Note: New Student Organizations, once approved through the Office of Student Involvement and Leadership, are eligible to receive special event funding through the Student Allocation Committee]




VI. In the event that the President has been removed, or has vacated their position, the line of succession shall be as follows: [in the event that the President is removed, prior to election, the position below them moves up to assume their duties temporarily until the election. For example: if the President is removed, the Vice President will assume their responsibilities, etc. Every member on the executive board should be listed]
a. Officer 1 [President]
b. Officer 2 [Vice President, etc.]
c. Etc.


VII. In the event that an executive board member has been removed, or has vacated their position, the President shall: 

a. Temporarily assume the responsibilities of their position until such a time as a special election can be held.

OR

b. Temporarily assign an organization member to the responsibilities of the vacated position until such a time as a special election can be held.


ARTICLE 5: ELECTIONS 

VIII. Elections will be conducted via [describe the method of elections, i.e., raised hands, secret ballot, etc.]
a. In order to be elected, candidates must receive at least [portion of vote, ex. 2/3, ¾, etc.] in order to be elected. 
b. Process 1 [Outline additional structure for election process, ex. How long candidates can speak, question and answer portion, etc.] 
c. Process 2 [ex. Candidates must be nominated, and must receive a second, both from voting members, etc.]


ARTICLE 6: OFFICER REMOVAL

IX. Officer Removal / Impeachment:
a. The University of Toledo employee advisor of the organization must be present for all removal/impeachment proceedings [Note: Advisors must be informed of the intent to remove an officer, and must be present at the vote to do so, officers who willingly forfeit their position, do not require the presence of the advisor.]

b. In the event that officers of this organization are not fulfilling the specific duties listed above, members have the right to questions the conduct, actions, and/or work of any elected officer, advisor, committee chairperson, appointed representative or member. 

c. Executive Vote of Removal
i. Officers of this organization have the right, if deemed necessary, to remove a fellow officer who does not fulfill their specific duties via unanimous vote (not including the member in question). 
1. In order to initiate an Executive Vote of Removal, at least two attempts to contact the individual in question via their Rockets email address must have been made, with at least a week in between contact attempts. 
2. After at least two contact attempts have been made by the organization, the advisor of the organization must make at least one attempt to contact the individual in question. 
3. If all attempts to contact the individual are unsuccessful, the Executive Vote of Removal may be initiated. 
ii. An Executive Vote of Removal may only take place if every executive position outlined in the constitution is filled at the time of the vote.
iii. The University of Toledo employee advisor must be present for an Executive Vote of Removal.

d. In order to begin impeachment/removal proceedings: [Note: This is the separate process to remove an executive member from their position available to all members of the organization, and is distinctly separate from an executive vote of removal]
i. Specific Criteria 1 [ex: a member must put a request in writing to the governing body of the organization, make a formal motion at meeting, etc.]
ii. Specific Criteria 2 [ex: a vote of at least ¾ of members is required for the removal to occur, vote 


ARTICLE 7: MEETINGS

I. Meetings will be held [Describe frequency of the meetings, i.e. once a month, once a week, at the discretion of the executive board, etc.] 
 
II. In order to conduct a vote on official organizational business, a quorum must be present.
a. A simple majority of the voting members must be present to constitute a quorum.


ARTICLE 8: ADVISOR

I. The University of Toledo advisor(s) for this organization shall be decided upon by the executive officers of the organization.  
[Note: All student organizations are required to have at least one UT employee advisor.  Additional advisors that are not employees are permissible. Do not name the person in the constitution; name the person on the Officer Listing Form.]

II. Should the University of Toledo faculty advisor abdicate their position as advisor, or should the advisor become unaffiliated with The University of Toledo, [organization abbreviation] will contact the Office of Student Involvement and Leadership within one week of receiving notice. 



ARTICLE 9: PARLIAMENTARY AUTHORITY

[Select one of the following points, this section determines what process you will utilize during your organization meetings for conducting business, voting, etc.] 

I. Ex: “This organization will adopt “Robert’s Rules of Order” as its method of operations.

OR

I. This organization will conduct business through informal processes as established by the executive officers.









ARTICLE 10: AMENDMENTS 

I. Should a member of [organization name/abbreviation] wish to propose an amendment to this constitution, they must:
a. Process 1 [Outline how a member must propose an amendment, ex. make a motion in meeting, submit it to the executive board, etc.]

II. It is further understood that if this organization desires at any time in the future to change in any way the provisions of this charter, that before such action is taken, the organization will submit for approval to the Office of Student Involvement and Leadership every detail of the desired changes to be made.

III. Amendments require [what portion of voting membership] to be adopted into the constitution.

IV. Amendments must be allowed at least one week for comments to be submitted, prior to being voted upon. 



[Article 11 is optional, though if your organization wishes to include committees which are to exist within the organization each year, this is the place in which to describe them.]


ARTICLE 11: COMMITTEES

I. Committees may be formed at the discretion of the President or any member of the governing body of the organization, to attend to any situations that may become necessary for the organization to consider.  

II. Committees List [If there are committees which your organization wishes to mandate the existence of each year, include them here with a brief description of their function]
a. Ex. Fundraising Committee
i. Function
b. Ex. Rules and Regulations Committee
i. Function





Revised by: 

[Names, Date] (With every revision/edit, record the name and date of person(s) involved in revision/edit)



