PAGE  

[image: image1.png]



ASSOCIATED STUDENTS ORGANIZATION

LOS ANGELES SOUTHWEST COLLEGE

1600 West Imperial Highway, Los Angeles, CA 90047‑4899

(323) 241‑5253

Dear Club Leader,

The purpose of this handbook is to provide information and guidelines to assist you in fulfilling your obligations as a club leader or advisor.  Acknowledging the challenge of the commission ahead of you, I want to express my sincere appreciation to you for assuming this responsibility.

Take time to review the ASO regulations and chartering packet.

Participation in clubs provides students the opportunity to experience and learn about the college’s governance process first-hand. You will develop an understanding of the concept of progression and consequences, and the specific policies, procedures, and regulations that guide the Associated Student Organization.  You will also have the opportunity to gain leadership skills and build productive associations.

Without your commitment your peers would be unable to have these experiences.  You make it possible!  Your time, advice and support create the opportunity for LASC students to broaden their knowledge.  Your enthusiasm to give of yourself to the students contains fundamental rewards that will enrich all of our lives.

Thank you.

Oscar
Dean Oscar Cobian, ASO Advisor


TABLE OF CONTENTS

ASO Mission Statement………………………………………………………………..3

Introduction  ……………………………………………………………………………. 4

The Mission of ICC. ………………. ……………………………………………….... .4

The President of ICC…………………………………………………………………...4

How Do You Charter A Club?……………………………………………………….…5

Club Codes...……………………..……………………………………………………..5

Who is The Club Council?.……………………………………………………….……6

Advisors...……………………………………………………………………………….6

Club Meetings…………………………………………………………………………..7

Club Finances………………………………………………………………………..7-8

Fund Raising…………………………………………………………………..……..…8
Requesting Funds.  ………………………………………………………..………..…9
Publicity...………………………………………………………………………….....…9
Holding Special Events….……………………………………….…………………...10
Speakers to Recognized College Clubs...………….……..…………………..……12
Free Speech Area….………………………………………………………………….12
Checklist for forms to be returned……………..………………………………….…13
Club Chartering Packet……………..………………………………….……………..14

LOS ANGELES SOUTHWEST COLLEGE

ASSOCIATED STUDENT ORGANIZATION


The Associated Students Organization of Los Angeles Southwest College represents all students and sponsors activities including publications, assemblies, awards, student services, and club and social activities. Membership in this organization permits participation in L.A.S.C.-sponsored activities and events, including free admission to certain social affairs and a reduction in the price of admission to every college-sponsored activity, which the Association is unable to furnish free to its members. 

Membership in the Associated Student Organization is not mandatory. However, student body activities are financed by money received from student membership in the Associated Students of Los Angeles Southwest College. Receipts are budgeted to activities concerned with the health, convenience, and general welfare of the student body in accordance with policies, rules, and regulations defined by the Board of Trustees of the Los Angeles Community College District. Membership cards in the Associated Students of Southwest College are $7.00 per semester and $3.00 for summer/winter session students. In case of withdrawal from the College, the student receives a refund of his or her student body membership fee according to the Schedule of Classes.

Some of our benefits include:

· 1st 100 students free flash drives or other item
· Free scantrons each week

· Free bluebook each week

· Free pencils, pens, and folders

· Eligibility to hold a student government office

· Ability to charter a club and use space on campus for events
· Amusement park and movie discounts
· Discounts on ASO campus sponsored events
· Eligibility for giveaways 
We are located in The Student Services Building Room 118.

Our office hours are Monday – Thursday from 8:30am-5pm 

INTRODUCTION
Student clubs are an integral part of student life at a college.  At Los Angeles City College, clubs are organized as a subordinate group of the Associated Student Organization (ASO), as required by LACCD Board Rule 9102.  

“A college club must be affiliated with and chartered by the Associated Student organizations and must have an advisor approved by the President of the College.  The Associated Students organization will recommend chartering of clubs to the College President for his/her approval. Clubs must abide by the rules and regulations set forth by the Constitution and Bylaws of the Associated Students organization and the College President. Clubs will provide the Associated Students and the College President with a membership list upon request.”

THE MISSION OF THE INTER-CLUB COUNCIL (ICC)
The Inter-Club Council is composed of the membership of each of the chartered club.  The Inter- Club Council coordinates campus wide initiative and activities that support classroom instruction and the quality of student life in leadership community service, co-curricular events which celebrate the diversity of the many campus cultural and interest groups. Student organizations serve student needs enrich campus life and provide opportunities for students to advocate for student. This is a standing committee of ASO.
THE PRESIDENT OF THE INTER-CLUB COUNCIL
The ASO Executive or Administrative Vice President will serve as President of the Inter-Club Council (ICC) and provide a complete report to the Executive Board and the President. The individual holding that office is elected in the student government general election year.  

The ASO Office in room 118 in the Student Service Building is there to serve all active (paid) ASO members.  Each chartered club will be issued a mailbox in the office.  Only the club president or a designated representative should pick up club mail.  Notices about Club Council activities, meeting agendas, minutes, ASO activities and other college information will be placed in those mailboxes.

HOW DO YOU CHARTER A CLUB?
In accordance with district, college, and ASO policies, all campus clubs must be formally chartered by the ASO. The ASO Executive or Administrative Vice President and the ASO Advisor will supervise the club chartering process.  Applications are made available at the beginning of each semester in the ASO Office, SSB 118.

Since the premise of a club is a social organization with a shared interest, the ASO Club Codes require a minimum of eight (8) students who are ASO members and one advisor for a club to be established.  The advisor must be a regular college employee.  The students must demonstrate proof of ASO membership by providing copies of their fee receipts showing that the ASO fee has been paid for that semester.  The chartering forms include a mini-constitution that describes the purpose of the club.  After being chartered in the fall, a club can renew its charter for the spring term by again verifying that it has five active ASO members (ASO fee paid) and an advisor.  Each club must re-charter each year.

The charter application includes:

· Charter Application and Club Data Form

· Responsibility Club Advisor Form

· Sample Constitution (sample provided)

· Roster of Club Members (names, signatures, ID #’s of at least 8 LASC students that provided copies of their fee receipts as proof of paid ASO fees)
The completed charter application must be turned in to the ASO Office by the deadline specified each term, the sixth week of the semester, as per the Club Codes.

The ASO Administrative Vice President and ASO Advisor will provide assistance to students trying to start a club.  S/he will schedule a Club Rush activity to help them recruit members.  She/he can be contacted through the ASO Office in SSB 118.

CLUB CODES
ASO Club Codes are the operating codes for the clubs, as are the ASO Bylaws, the college’s policies and regulation, the LACCD Board Rules and Administrative Regulations, and the California Education Code. A copy of these codes will be provided in the chartering approval packet by ASO.

WHO IS THE CLUB COUNCIL?
The Club Council is a subordinate organization under the sponsorship of the ASO.  It is comprised of one designated representative from each chartered club.  The purpose of the Council is to assist clubs by:

· Serving as a representative body of all clubs

· Providing communication with other clubs

· Assisting in the coordination of campus wide activities or initiatives

· Assisting in the support of club’s programs

· Providing a forum for the expression of club opinions

· Providing a voice for clubs on the ASO Student Senate.

· Assisting in promoting club membership

The Club Council meets monthly, in accordance with the Club Codes.  It may meet bi-monthly, if necessary.  Each chartered club is expected to have their designated representative attend.  If the CC rep is absent without excuse from more than two consecutive meetings, the club’s charter can be suspended.  If the designated rep cannot attend, an alternate rep can serve if s/he provides written confirmation of that designation signed by the club’s advisor.

ADVISORS
Each club must have a participating advisor to remain in good standing. Regular and hourly faculty may serve as club advisors. The advisor is obligated to be present at all club meetings and activities held on or off campus.  If an advisor is not present during an activity it will be terminated and may cause revocation of the club’s charter.  An advisor can designate another regular employee to serve in their absence at a particular activity.  Please notify the Student Activities Office when that arrangement is made.

It is the advisor’s responsibility to assure that each club operates within the above named guidelines and regulations (see attachment).   

The advisor is also someone who can guide and advise the club members.  An advisor can be a resource, a role model and a mentor.  An advisor provides support for the club, but should not function as a member or an officer.  The members make the decisions, and the advisor approves, as long as those decisions are within the above named guidelines, and are reasonable.  Part of the student’s experience of being involved in an organization (club) is learning to deal with a variety of people, and understanding and dealing with the consequences of decisions and actions.

CLUB MEETINGS
Club meetings are to be held on-campus during regular college hours.  Special activities, approved by a majority of club members, may be held off-campus.  However, a district approved excursion form must be secured by the advisor, signed by students participating in off campus event.  Brief minutes summarizing actions taken or decisions made, including items voted upon, should be maintained.  The club advisor is to be present at all club meetings.  

CLUB FINANCES
Financial Responsibilities

Clubs are responsible for their financial solvency. Neither the ASO nor the college assumes responsibility for debts incurred by campus clubs. Events sponsored by clubs are to be paid in full by the club through accounts established in the Business Office. There should be a minimum of two signatures on the club account: the advisor and the treasure of the club. Based on the need and only once are all recognized clubs eligible to apply for startup funds for future fundraising events from the ASO. Written requests for funds must be received by the ASO for approved processing through the ASO Finance Committee and approval by the Executive Council of the ASO. 

Club Financial Accounts

All recognized clubs must establish an official account with the Business Office. The club treasurer and the club advisor must establish the account. Written notification to the Chief Fiscal Administrator in the Business Office by the Dean of Student Services or their designee is required to install an account. All funds received by the club must be deposited in the account and monitored by the club advisor. All club disbursements must be made by check. Neither the ASO nor the Inter-Club Council has any legal liability for any accounts of individual clubs. Funds revert to the ASO trust when a club has been inactive for two years.

The operating funds of the club should come from member dues, contributions and fund raising.  Regardless of the source of the income, all clubs receiving or disbursing money must maintain their funds in a Business Office trust account (general account).  Funds cannot be maintained in a private account.

CLUB FINANCES
To utilize funds from a club’s account in the Business Office:

1. A request for a check is initiated, signed and authorized by the club president and club advisor.

2. A copy of the minutes of the club meeting that included approval for this disbursement must be attached to the check request.  The club’s president and advisor must sign the minutes before submission.

3. The original documentation, i.e. receipt, purchase order, billing invoice, must also be attached.

4. Money from funds raised or collected must be deposited in the club’s account the same day, or within 24 hours of receipt. Advisors must be aware of amounts collected by clubs.

The expenditure of funds from the Associated Student Organization trust accounts is subject to the California Education Code, LACCD Board Rules and Administrative Regulations.

FUND RAISING CAMPAIGNS BY ASO CLUBS
All clubs are required to follow the following procedures during fund raising campaigns as set forth by the LACCD:
1. All fundraisers by ASO clubs must be voted upon in the affirmative by a majority of its members, in a club meeting, and indicated in their minutes. The club advisor and the club president must sign the minutes. 
2. Copy of the minutes and detailed plans of the fundraiser must be submitted to the Chief Business Officer or designee and the ASO Advisor for their approval in order for the event to take place. The detailed plans must include: 
a. The purpose of the fund raising campaign. 
b. Organizations that will participate. 
c. Organizations or individuals that will benefit. 
d. Method of distributing funds raised. 
e.  Method of distributing funds raised. 
3. Adequate safeguards for all cash collections including checks must be included in the detailed plans. 

a. If tickets or items are sold for five dollars ($5.00) or more, numbered receipts must be issued and delivered to the Chief Business Officer or designee. 
b. All fundraising activities must be for college-related functions or community or civic activities in conformity with the guidelines set forth in Administrative Regulations. 
c. Valid receipts along with Purchase Request forms must be presented in order to receive reimbursement for personal funds utilized in fundraising activities. 

4. All drives or events that include solicitation of contributions or memberships; the sale of merchandise; the collection of books, money or other items of value; or any other fundraising techniques or activities shall be governed by these regulations. 
5.  All funds collected will be deposited with the Chief Business Officer or designee in the Business Office no later than the next working day. Deposits in private banks are prohibited.
6. Any club that uses the college facilities and receives the benefits of chartering must follow the rules indicated above, as well as the guidelines in this Club Manual.  If these requirements are not met, the fund-raiser will no longer be authorized and its activities will be terminated, and the club’s charter may be suspended.

Reimbursements

If a reimbursement has been authorized, a receipt and a note on the receipt of the item purchased must be submitted with a check request to the club treasurer within one week.

When the club changes an advisor, a letter must be sent to the Business Office by the ASO Advisor and the club president to inform the Chief Fiscal Administrator of the change. Signature must appear in the letter, which will be used on check request.

REQUESTING FUNDS
At the beginning of the year, each club should prepare a calendar of events and projects. That will facilitate the planning for club activities and insure that funding requests can be processed in a timely manner.  In addition to their own fund raising, a club can request funds from the Club Council account and/or from ASO general funds.

PUBLICITY
Club meetings, agenda, activities and special events should be well publicized. Information may be disseminated through posters, flyers, and banners. Flyers posted on the kiosks and on general access bulletin boards must have stamped approval by the Dean of Student Services in Student Service Building 209.  Permission may be requested from faculty, departments and service areas to post on their bulletin boards.  Do not tape to walls, windows or doors.  Unapproved flyers will be removed.  The Collegian can be contacted for news releases. 

Meeting minutes should be posted publically after each meeting.

No club or other group shall sponsor an event or distribute literature on campus that denigrates either expressly or by implication the religion, ethnicity, gender, practices beliefs, or abilities of others.

HOLDING SPECIAL EVENTS
EVENT PLANNING GUIDE

Steps to insure the success of an event are easily accomplished if the following check list is used. Not all of the items are required for each event, but this can be used as a guide.

REMINDER:  No club event can take place on campus, using the Student Service Building or the quad, without a Facilities Request on file with the Facilities Committee. Facilities requests must be submitted at least three weeks prior to the event. If another campus facility is to be used, the advisor must make those arrangements with Facilities Committee.  If the event is such that more than one significant campus facility is necessary, and the expected number of participants is more than 100, the facility request must be submitted a minimum of 30 days in advance. Approval is at the discretion of the College President.

1. Plan ahead.

2. Present the activity for approval to the club membership.

3. The club representative or president should go over the requirements with the advisor and/or the Student Activities Secretary.  This kind of communication should continue during the entire period of preparation and follow-up.

4. Make a tentative reservation, checking date, time, and place for availability.  Pick up and complete a Facility Request and return it to Student Activities Office for approval. The club advisor must sign it.  

5. If needed, funding requests are prepared, signed by club president and advisor and presented to Club Council for approval.

6. REMEMBER – club advisor, ASO advisor, Vice President of Administration and President, must approve all contracts.  No contracts are to be agreed upon or signed without prior approval. 

7.  No expenditures will be reimbursed if they are made prior to funding approval.

8. Confirmation of date, time, and place are made in writing to guest speakers or performers. A map of the campus and parking arrangements should be included.

9. Notify Campus Sheriff’s Office of date, time and place of activity.

10. Contact and make arrangements with Custodial Operations.

11. Club members are assigned specific tasks to perform and progress reports are made at club meetings or to the advisor.

12. Advance publicity - posters, banners, and flyers are prepared.  The Student Services Office must approve all posters, flyers, and banners.

13. Refreshments and decorations are planned.

14. If tickets are needed, arrangements are made for the type of ticket required.

15. If awards or certificates are to be presented at the event, plan now for them.

16. 10 working days prior to the event, evaluate the planning and cancel if necessary.

17. After funds have been approved, checks are requested from the ASO Executive Secretary for any expenditure, please allow two weeks for a check to be prepared.

18. Responsible club members are reminded that a clean-up committee is mandatory.

19. Arrange for any special services, such as audio-visual equipment, parking permits, etc.

HOLDING SPECIAL EVENTS

20. After the event, clean up food, etc. into trash bags.  Remove tablecloths and decorations. Return equipment, and ensure that the area is returned to its former condition. (This does not mean the moving of heavy equipment. The custodians have this responsibility.)

21.  Deposit any money collected in the club’s account in the Business   

Office immediately after event.

22.  Flyers and any other advertising regarding the event are removed.

23.  A letter of appreciation is sent to the special guest and other 

      “Thank you” letters written and mailed.

REMINDER:  Club advisor must be present during the event in its entirety. If the advisor is not present, the Facility Committee may cancel the event and ask the ASO to revoke the club charter!

State law forbids consumption of alcoholic beverages by any person at any function of the club or college. The age of the person has no bearing on this prohibition; the wording of the law does not limit the prohibition to students, but specifically includes any person attending any official college event. Those who drink in other facilities or public establishments cannot carry alcoholic beverages into the room in which a college event is taking place. (Board Rule 9803.18, Business and Professional Code, Section 25608)

Decorations which involve the affixing of tape, tacks or nails to walls or which require students to mount ladders or engage in unsafe activities should not be used. All decorations shall be fireproof in accordance with fire department regulations.

If an event is held outside of normal college operating hours, the cost of custodial staff and security personnel overtime will be charged to the club/organization presenting the event. 

OFF-CAMPUS EVENTS

In addition to the preceding policies, the following apply specifically to all events that are held off campus (Administrative Regulations E-77).

1. Field trip waivers for every student involved in off-campus trips shall be completed and signed prior to the field trip. Students under the legal age of 18 years old must have a waiver signed by the person legally responsible for the students. (They are available in the Student Activities Office). When non-commercial transportation is being used, the students driving must provide the ASO advisor with a copy of their automobile liability insurance, and sign a liability waiver.  Students being transported must also sign a liability waiver.

2. All students participating in a club or ASO sponsored trip must be accompanied by an advisor. The College President may make exceptions.

3. No establishment may be patronized which has a discriminatory policy based on the restriction or exclusion of individuals because of race, sex, color, creed, national origin, sexual orientation, or disability.

4. If a student is delegated to make arrangements for an off-campus event, he/she should carry a letter from the Advisor authorizing him/her to do so.

SPEAKERS TO RECOGNIZED COLLEGE CLUBS
In addition to the guidelines listed above, the following steps are necessary if a club is hosting a guest speaker.  The event should be conducted in a manner appropriate to the academic community. The College President should be informed of speakers on campus.
1. Guest speakers may address recognized college clubs at an officially scheduled meeting of the club or special event.

2. An invitation to speak to a club may be extended only after the club’s advisor has given approval.

3. A completed Speaker Information Form must be filed in the Student Services Office at least ten (10) school days before the scheduled event.  The name of the speaker and the subject upon which he/she will speak will be noted on the form. Signature by the club advisor carries with it an obligation to attend and assume responsibility for the meeting. An advisor’s failure to attend the meeting will result in cancellation of the meeting and potential revocation of the club’s charter.

4. No club or other group shall sponsor an event or distribute literature on campus that denigrates either expressly or by implication the religion, ethnicity, gender, practices beliefs, or abilities of others.

FREE SPEECH AREA
In accordance with Education Code Section 25425.5 and Board Rule 91103, the area immediately on the east side of the quad is designated as the Free Speech Area. This area shall serve for free, unstructured or impromptu expression, subject to the following conditions governing time, manner, and place:

1. The use of the Free Speech Area is subject to Federal State, and local laws as well as Board Rules regarding obscenity, libel, and slander, according to current legal standards, and regarding incitement to the commission of unlawful regulations.

2. The use of sound amplification equipment of any kind will not be permitted, nor any other activity that disturbs classes, impedes traffic, or in any other way constitutes an interruption of the orderly operation of the college.

3. Handouts in the Free Speech Area are subject to the general limitations for circulation of material as outlined by college regulations.  Persons distributing material shall not impede the progress of passersby, nor shall they force or coerce passersby into taking the proffered material.

No club or other group shall sponsor an event, host a speaker or distribute literature on campus that denigrates either expressly or by implication the religion, ethnicity, gender, practices beliefs, or abilities of others.

CLUB CHARTER CHECK LIST

(
Petition for Club Charter (pg.13)

(
Charter Membership Form (pg. 14)

(
 Mission Statement (pg. 16)

(
Club Advisor Responsibility Form (pg. 17)

(
Constitution (see sample on pgs. 19-20

Associated Students of Los Angeles Southwest College

Petition for Club Charter

2011-12
We, the undersigned, do hereby petition for a charter to organize and operate under the umbrella of the Associated Students Organization on the campus of Los Angeles Southwest College as a recognized club, to be known as:

_____________________________________________________

The following information is hereby submitted as a part of this petition, it being understood that every organization in addition to the stated purpose for which the group is organized, shall have as a secondary purpose the rendering of some significant and approved service to the Student Body.

Statement of purpose for which the club is to be organized:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Purposed activities or methods by which purpose of organization may be achieved:

________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Club/ Organization Charter Membership Form
	Name of Members
	Student ID #
	Signature of Members

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Members listed above must be paid ASO members)

We, the undersigned, do hereby verify that the above information is accurate and complete and that we have given due consideration to the regulations for the club in the Associated Students Organization, Clubs & Organizations Handbook for 2011-2012
Club Founder __________________
Signature___________________
Date__/__/__

Club Advisor __________________ Signature___________________
Date__/__/__
(for office use only)

Date submitted_____
Submitted by______________
Rec’d by__________

Members’ attached____
Petition attached_____
Advisor Form attached____

Approved Constitution attached hereto: Yes: _______ No: _______

Mission Statement

Please state the purpose of your organization. This may be published or distributed in order to promote organizations on campus.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________
Club Advisor Responsibility Form
1. I agree to stay informed about all organization activities. 

2. I agree to attend all Interclub Council Meetings (ICC) and/or ensure a representative of the organization is present.

3. I agree to attend organization meetings and all officially approved off-campus organization events.

4. I agree to sign Facility Request Forms for the approval of all activities that require space on campus other than regularly scheduled meetings in a timely manner.

5. I agree to sign all requisitions for the withdrawal of organization funds from the LASC Business Office. 

I understand these responsibilities and others listed in the club handbook and agree to assist the members of this organization to achieve their goals.

_____________________________


___________________________

            Advisors Signature 







Date 

Advisors Copy

Club Advisor Responsibility Form
6. I agree to stay informed about all organization activities. 

7. I agree to attend all Interclub Council Meetings (ICC) and/or ensure a representative of the organization is present.

8. I agree to attend organization meetings and all officially approved off-campus organization events.

9. I agree to sign Facility Request Forms for the approval of all activities that require space on campus other than regularly scheduled meetings in a timely manner.

10. I agree to sign all requisitions for the withdrawal of organization funds from the LASC Business Office. 
I understand these responsibilities and others listed in the club handbook and agree to assist the members of this organization to achieve their goals.

_____________________________


___________________________

            Advisors Signature 







Date 

ASO Copy

Sample Constitution
Article I:  Name of Club

 

Article II. Statement of Purpose (What is the purpose, goal and philosophy of the organization?)

 

Article III.  Membership (ALL STUDENTS ARE WELCOMED TO JOIN ANY ORGANIZATION AT LOS ANGELES SOUTHWEST COLLEGE)   

 

Section 1.  Detail how membership will be selected.

Section 2.  Students who join a club/organization must me in good standing with the college.  Some organizations may have a clarification of good standing, including dues paid, attendance to meetings, GPA, etc. 

 

Article IV:  Officers
 

Section 1:

A.  Titles: Include the titles of the individuals who will be the leadership of the organization.  If there is no hierarchy in the group, include that fact and state who will be the main contact person for logistical purposes.

 

B. Elected:  Indicate which positions are elected by membership

 

C. Appointed:  Indicate those positions appointed by the president or chair.

 

D.  Advisor:  All organizations are required to have an advisor who is a member of the Glendale Community College professional staff.  What are the duties of the advisor?  

 

Section 2: Elections

A. Indicate when the elections will be held

 

B.  Procedures for elections.  Detail how the elections will proceed.

 

Section 3: Term of Office

How long will officers serve in positions?

 

Section 4:  Duties

Detail the duties each of the officer’s duties, including advisor.

 

Article V.  Meetings
 

Section 1.  Frequency of meetings.

Indicate when meetings will be held.

 

Section 2.  Special meeting procedures.

Indicate who will be able to call special meetings.

 

Article VI.  Finances
This section should include how records will be kept, by whom, etc.

Article VII. Discipline and expulsion of members

Section 1, Procedures 

This section should include grounds for action, investigations, hearings, final decisions, and reinstatement. 

Article VIII. Amendments to Constitution

Notices, forms, methods of consideration, and votes required.
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