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Dear Student Leaders and Campus Advisors,

A World of Possibilities: The Student Organizations Manual is a tool
that is designed to assist you in operating Randolp h-Macon College
student groups and organizations that are efficient , effective, and

ethical. Randolph-Macon College recognizes that s = tudent
organizations and groups provide a valuable service to the campus
community by promoting leadership development, scho ol spirit,
activism, community service, and social/cultural in teraction.

On behalf of the Office of Student Life, | would |  ike to thank you for
taking on the responsibility for providing guidance and direction to
your organization. In addition to this manual, the Office of Student
Life is available to assist you in your organizatio nal endeavors
throughout the year.

Please read the following policies and forms very carefully, and
review them with your organizations before you begi n your activities
for the year. As you represent your organization on campus, please
remember that you are also representing Randolph-Ma  con College.
All Randolph-Macon College student organizations ar e expected to
follow the guidelines and expectations outlined in this manual and
the Randolph-Macon Student Handbook, = Fishtales . Feel free to
consult with the Office of Student Life at anytime for clarification,
guidance, and advice. Have a wonderful year!

Shaines BitunrReitt

Shalise Bates-Pratt, Director of Student Life
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"To inspire the people of York County to make a difference in the lives of their neighbors through
financial generosity and volunteer commitment.”

Taken From:
http://nonprofitmanagement.suite101.com/article.cfim /sample _mission _statements#ixzz0
G3oNYrRC&B
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Sample Constitution for XYZ Club
Article|  Name *

The name of this organization shall be (provide actual name which will be used for all business conducted)

Article I Purpose/Mission Statement *

It shall be the purpose of this organization to (promote, organize,
recognize, etc. Fill in your Mission Statement here. See below for tips on writing a mission
statement)

Article Il  Affiliations

(Note affiliations with national, regional, etc. groups and specify what the relationship
between your local organization and other groups will be. This section may be removed if there are
no affiliations)

Article IV Membership *

Section | The membership of this organization may consist of undergraduate students of Randolph-Macon
College etc. (remember only students may vote and hold office)

Section Il Eligibility requirements? (Grade point average, academic major/minor, special qualifications, etc.
may be used for eligibility but cannot be based on illegal discriminations)

Section Il Membership in this organization is open to all meeting the above criteria, regardless of race,
creed, color, gender, class, age, nationality, disability, marital status, religion, veteran

status, or sexual orientation. (NOTE: A clause to this effect must be included in every group’s

constitution)

Article V  Officers and Executive Board *

Section | The officers of this organization shall consist of: (State the number of officers, their titles, and
duties. Officers must be matriculated Randolph-Macon College students only.) (Note: An organization must
identify at least one “president” or “primary contact” and one “treasurer”)

Section Il Qualifications for each office, if any. (i.e. President — must have been a member of the
organization for one year)

Section Il Term of office (One year from October 1 to September 30, etc. Make sure that elections are to
be held before the term expires)

Section IV Provisions for removal of an officer

Section V State whether there will be reports to membership from the officers. If so, will reports bi-weekly,
monthly, quarterly, etc.?

Article VI Elections

Section | Selection of officers shall be held (provide the month of elections, specify who will inform the
membership of the election meetings and the method of notification. A provision should be

made regarding the amount of lead-time required to notify members of the election meetings)

Section 2 Procedures for filling vacancies

Section 3 Procedures for voting (How will the group vote — secret ballot, show of hands? What
percentage will constitute a majority — 2/3, 50% +1, etc)

Article VII Meetings

Section 1 Regular meetings of this organization shall be held (monthly, bimonthly, etc. Specify who
shall have the responsibility to notify members of the meetings and the method of notifications to

be utilized, i.e., e-mail, mailing, or prior meeting)

Section 2 A quorum shall consist of (#) voting members or a percentage of voting members present at
any regular or special meeting. (A quorum is defined as the number or percentage of total
membership to be present at a meeting in order to conduct the business of the organization.)

Sample Constitution Continued on Page 23.




Section 1 There shall be at least one Randolph-Macon College faculty of staff advisor who shall
be an ex-officio member with no voting privileges

Section 2 Method of selecting advisor (NOTE: some organizations are required to have an
advisor from the Office of Student Development.)

Section 3 Duties or responsibilities of advisor

Article IX Committees

Section 1 Standing committees (composition, appointments, function, powers, and duties, such
as membership, financing, publicity, social, etc.)

Section 2 Selection of committee members (appointment of committees by president,
chairperson, council, etc).

Article X Dues and Fees

Section 1 Members shall pay dues in the amount of ($) on a monthly, quarterly, yearly basis.
(Specify who shall have responsibility for maintenance of the dues.)

Section 2 Provision for accounting procedures of membership moneys, (procedures for
allocating funds, maintenance of bank accounts, etc.)

Article XI Constitutional Amendments

The constitution may be amended by a vote of (2/3, 3/4) majority of the membership
at any regular or special meeting.

Article XII Quorum
Define the number of members needed to conduct official business. Usually a
percentage of the membership is stipulated - such as two-thirds or three-fourths.

Article XIIl Bylaws

Section 1 Method for adoption

Section 2 Method for amendment or revision

Section 3 Robert’s Rules of Order shall govern meetings of this organization within the
requirements of this constitution and bylaws adopted by the membership of this
organization. (Note: Each club is not mandated to follow these at meetings, but if

you do so, then it should be documented in the constitution)
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Note: We recognize that not all organizations are funded by SGA. Therefore, some,
but not all, of the information presented in this section will be pertinent to those
organizations. Please see the Director of Student Life for more information.
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REVENUE PREVIOUS YEAR CURRENT YEAR

Dues and Activity Fees

SGA Allocations

Fundraisers

Program Receipts

Other Receipts

Balance from Prior Year

Total Revenue

EXPENSES PREVIOUS YEAR CURRENT YEAR

Honorariums

Operating Expenses

Office Supplies

Printing

Postage

Equipment Rental

Equipment Repair

*Program Expenses

Newsletters

Speakers

Travel

Outstanding Debt
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FACILITY CAPACITY N[ORN= |
ATHLETIC/ ARTS & PERFORMANCE FACILITIES
Alumni Gym 275 Floor covered for concerts
*must have approval from Associate
Director of Athletics
Crenshaw Gym 2600 w/bleachers |Floor covered for concerts
Blackwell Auditorium 692 No food allowed

BROWN CAMPUS CENTER

Upper Room

55

Limited availability

Yellow Jacket Conference Room

60

Lobby

70/150 standing

Koffman Gallery

60

Piano tuning at group’s expense

Student Leadership Library

6/ 8 maximum

Great for exec board meetings

COPLEY SCIENCE CENTER

Copley 100

120

Copley 101

48

ESTES DINING HALL

Clements Room (2" Floor) 16 Must include a meal

Hughes Room(2" Floor) 16 Must include a meal

Worsham Room(2™ Floor) 24 Must include a meal

Trustees Room(2" Floor) 36 Must include a meal

Trustee/Worsham Combined 80 Must include a meal

Glass Meeting Room (Fishbowl) |20 Must check with Mark Devlin
OLD CHAPEL

Topping Room

WASHINGTON-FRANKLIN HALL
Franklin Room 80 President’s Office must approve
Washington Room 80 36 desks/44 folding chairs
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