Hawai`i Pacific University
Center for Student Life and First-Year Programs

Date Received: _____________  By: _____________

SAMPLE Constitution
Below is an example of what a constitution might look like.  All RSOs must have a constitution on file at the Office of Student Activities, approved by the Assistant Director of Student Organizations. This sample will serve as a guideline and may not be copied word for word. Please review the RSO requirements before beginning your constitution, visit: https://www.hpu.edu/student-activities/clubs/register.html
 _________________________________________________________________________________________________________________________________
(Name of RSO) Constitution

Date of last revision

Foreword
We, (state the RSO) at Hawai’i Pacific University, establish this Constitution of the (state the RSO), under the guidelines set by the University for Registered Student Organizations (RSOs). This organizaion shall be named (state the RSO) hereinafter referred to as (acronym, if applicable). The RSO will strive to (state the purpose and mission of your RSO). 
Article I.  MEMBERSHIP
1. Each student enrolled either as a graduate or undergraduate, full or part time with the University, and who feels he or she can make a meaningful contribution to the RSO is eligible to join the RSO. 
2. Discuss the following matters in this article:

a. Membership requirements

b. Rights as a member

c. Types of membership

d. Withdrawal of members
Article II.  ORGANIZATION
Part 1.  Executive Officers
1. The executive officers of (your RSO) shall be the president, vice president, secretary, and the treasurer.
2. Discuss the following:

a. General responsiblities and duties of officers

b. Qualifications for becoming an officer

c. Terms of office

d. Process of filling vacated officers

e. Removing ineligible officers

Part 2.  Responsibilities of Executive Officers
Officers are the individuals in charge of organization affairs such as registration, meetings, planning, and budgeting. These are enrolled HPU students. All officers must maintain good academic and disciplinary standing with the University.

1. President

a. Shall be the chief executive officer of (your RSO) and shall preside over all RSO and Executive Council meetings.

b. Shall be responsible for developing and providing meeting agendas.

c. Shall appoint the chairpersons for all (RSO name) committees and be responsible for their coordination.

2. Vice President

a. Shall assist in the performance of the president’s duties.

b. Shall perform the duties of the president in his/her absence.

c. Shall be responsible for the adherence of the (RSO name) constitution.

3. Secretary

a. Shall record the minutes of each (RSO name) or Executive Council meetings, and within seven days, make copies available to the executive officers, representative members, and the advisor.

b. Shall inform the executive officers and representative members of all special meetings.

c. Shall read, report, and file all correspondence pertaining to the (RSO name).

d. Shall set up a filing system to record all RSO activities.

e. Shall coordinate with the Executive Council the date, time, and place for all RSO open meetings.

4. Treasurer

a. Shall request approval from the RSO advisor before making a request for funds.

b. Shall keep an accurate record of all receipts and disbursements of RSO funds.

c. Shall post financial reports for each event within seven days following the event, and distribute copies to the executive officers and the faculty advisor.

d. Shall give a financial report at each open RSO and Executive Council meeting.

e. Shall submit to the executive officers and representative members semester financial reports.

Part 3.  Meetings
1. Types of meetings: executive meetings, general meetings, committee meetings, etc.
2. Time/duration and methods used to conduct meetings
3. Order of Business and keeping records and notes of all meetings
Part 4.  Committee
1. The organizing committee shall consist of at least one executive officer (a president, vice president, secretary, or treasurer), a public relations officer, an information officer, and four council members.
Part 5.  Elections
1. Elections for office holders shall be held during the last week of April.
2. Explain the following:

a. Time of the elections

b. Nominations and eligibility
c. Election procedures (voting and installation)
Article III.  FINANCES
Part 1.  Fees and Other Income
1. The sources of income for the RSO shall be that income derived from various event fees, fundraising activities, and money budgeted from the University’s general fund.
2. Designation of who is responsible for collecting/monitoring organization fees and finances
Part 2.  Disbursements
1. All disbursements shall be submitted by the treasurer to the RSOs advisor for approval before being made through the Office of Student Activities.

Article IV.  COMMITTEES
1. Committees shall be organized when deemed necessary by the Executive Council. 
a. Clearly discuss the name, goal(s), and responsibilities of the committee and state whether it is a standing, temporary, or special committee
2. The chairperson for each committee shall be nominated by a representative member and be approved by a majority of the executive officers and representative members.
a. Determine the responsiblities and duties each chairperson has to avoid misunderstandings 
3. Special committees are responsible to the (RSO name) for the timely completion of their assigned tasks, and will make reports of their progress as required by the Executive Council.
a. Discuss how decisions are made in committees 
4. Each committee shall submit a post-event report to the secretary within fourteen days of the event.

Article V.  AMENDMENTS
Part 1.  Proposals
1. All proposed amendments must agree with University regulations and policies, as stated in the Student Handbook, along with the RSO Handbook.

2. A proposed amendment shall have at least 40% of the Executive Council and representative members of the (RSO name).

3. The Executive Council acting unanimously shall have the power to propose an amendment.

4. The proposal shall be presented to the advisor for comments.

Part 2.  Amendments
1. A proposed amendment requires 50% plus one vote approval of all executive officers and representative members.
a. Distinguish who exactly qualifies to vote on the amendment.

b. State how voting will be conducted.
2. If the proposed amendment receives the (RSO name) endorsement, it shall proceed to the advisor for approval.

Article VI.  ADOPTION
Once your constitution is created, it must be reviewed and approved by the 50% plus one vote, in order for it to become the official constitution of your RSO. Any changes to the constitution, and once offically adapted, need to be resubmited to the Assistant Director of Student Organizations (ADSO).
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