Club Constitution Checklist

Apart of being a ratified club with the ASU is having an up-to-date constitution. This is designed as a guide for creating a new constitution. Your constitution may have additional items, but all items listed are mandatory for ratification.

[bookmark: _Toc39755052]Article 1: Club Name 
· List your clubs name including any applicable acronyms

[bookmark: _Toc39755053]Article 2: Purpose of the club 
· Outline your clubs’ purpose and objectives; this should be a general statement and not specific to your goals for the year 

[bookmark: _Toc39755054]Article 3: Membership 
· Specify only that only ASU student members may hold executive positions
· Be sure not to limit membership by age, gender, race, religion, language or disability 
· Specify what the membership fee will be for the year (if applicable) 

[bookmark: _Toc39755055]Article 4: Executive Officers 
· List the executive officers (names and student numbers) for your club and describe each of their duties in detail 

[bookmark: _Toc39755056]Article 5: Meetings 
· Specify the different types of meetings your club will have (general meetings, executive meeting or Annual General Meetings)
· State the quorum for each type of meeting (“quorum” is the number of members required to attend the meeting in order to the meeting and pass motions)
· State that voting motions must go before the general membership (not just the executive members)
· Outline the process for voting of motions at the meetings (I.e., Show of hands, secret ballot)
· Outline what constitutes a winning vote (i.e. 50% +1, or two-thirds, etc. to pass)
· State that advance notice of all meetings will be sent out to all members
[bookmark: _Toc39755057]Article 6: Elections 
· List the person who is responsible for overseeing your elections (your Chief Returning Officer)
· List the person who will oversee election if that person decides they want to run
· Outline the process for submitting nominations
· State the type of meeting at which elections are held
· Outline the process form voting in elections (secret ballot, show of hands, email, etc.)
· List the percentage that is required to declare a winner
· State that each member can only hold one executive position 
· State that election must occur every year
[bookmark: _Toc39755058]Article 7: Impeachment and Membership Removal 
· List the conditions/behaviors that would warrant impeaching and executive member
· State the process for moving a motion to impeach (I.e. Written notice signed by 5 members)
· State the type of meeting at which a motion to impeach will be address (the option to impeach must be put to the general membership and cannot occur at and executive meeting)
· Outline the process for voting on motions to impeach (secret ballot, show of hands, email, etc.)
· List the percentage required to declare a motion to impeach passed (ex. 50%, +1, two-thirds, the most votes, etc.)
· State that the member facing impeachment will be given the opportunity to speak in their own defense at the meeting before the vote

[bookmark: _Toc39755059]Article 8: Constitutional Amendments
· Outline the process for member to propose an amendment to your constitution
· Stat the type of meeting called to vote on a propose amendment (amendments must be voted on by the general membership and cannot be passed at executive meetings)
· Outline the process for voting on constitutional amendment adopted (secret ballot, show of hands, email, etc.)
· List the percentage required to declare a constitutional amendment adopted 
· (ex. 50%, +1, two-thirds, the most votes, etc.)

[bookmark: _Toc39755060]Article 9: Finances  
· List a minimum of 2 executive members who will have signing authority on any financial paperwork
· Include the students full name, student number and Acadia Email 
· State that at least 2 signing officers must sign a reimbursement form 
· State that an executive cannot sign a reimbursement form for themselves 
· Outline the procedure for passing club or society budget (can be done by the executive or the general membership) 
· State that the ASU General Manager and Campus Engagement Manager of the Acadia Students’ Union will be listed as a third signing authority

