HOT TOPIC 1
STARTING A NEW ORGANIZATION
With more than 300 student organizations to choose from, East Carolina University has an organization for everyone.  There are organizations for various academic departments, religions, and cultural backgrounds, as well as organizations for honors, club sports, social fraternities and sororities, service groups, and special interests.  Given all these opportunities, it is hard to imagine wanting more.  However, if you can't find a group that matches your interests, or if you have an idea for a new organization, we encourage you to take the initiative to form a new organization.  The following steps outline the policies and procedures for starting a new organization:

1.
Idea Stage

First, make sure you have a clear idea of what type of group you would like to start.  Think through such issues as purpose, membership, and activities.  This preplanning will be very helpful later on.

2.
Visit the Student Activities Center

Located in 109 Mendenhall Student Center, the Student Activities Center can help by explaining in some detail the policies and procedures associated with starting and registering student organizations.  We can verify for you that no other group currently exists, which would duplicate your organization, and check records to see if such a group existed in the past.  These records can prove very useful and might include information on the activities and structure of similar organizations.  At this time you should collect a sample constitution.

3.
Secure an Advisor

University policy requires that all student groups have an ECU faculty or staff member to serve as Advisor.  Off-campus Advisors and graduate students are not permitted.  Your Advisor can be extremely valuable due to his/her experience and expertise and can provide continuity when student members have graduated.  It is recommended that the Advisor and organization share needs, responsibilities, and expectations with one another to ensure a productive, mutually beneficial relationship.  Advisors must consent to advising your student organization.  Once your organization is registered, the Advisor will be sent an email with a password code instructing them to go to the www.at.ecu.edu/ website for Advisor verification.  

4.
Advertise

Let other students know about your organization by using campus advertising vehicles.  Post flyers (See The Student Handbook for policies regarding banners, posters and handbills.).  If your budget allows, take out an advertisement in The East Carolinian.  If your budget doesn't allow for this, ask that The East Carolinian place the meeting information in the "Announcement" section (this section is free!). 

5.
Meet

Hold an organizational meeting and take names, addresses, and phone numbers of other interested students.  Use this opportunity to generate ideas for your organization.  Begin to discuss the composition of your organization constitution based on the sample you received from Student Activities Center.  You are allowed to use facilities in Mendenhall Student Center for up to three organizational meetings before organization registration is required.  Contact the Event Planning Office at 328-4731 to reserve meeting space.

6.
Create a Constitution

This isn't as scary as it may seem.  You should include the name of the organization, purpose, officers, and financial procedures.  You will need to submit a copy of this constitution to Student Activities Center and one copy to the Student Government Association if you will be seeking SGA funding.  See page 12 for a Sample Constitution.
7.
Elect Officers

Once you have determined what officers you will need and the method of electing them, hold elections and get your officers in place.  This should be done before you register your organization.
8.
Register

All student organizations are required to register with Student Activities Center. Registration of each student organization results in several privileges afforded to the group.  These include an on-campus mailbox in Room 109, Mendenhall Student Center, which can be used as a permanent mailing address, the ability to reserve campus facilities, to potentially be granted funding from the Student Government Association, and to use the University name.  Failure to register may result in loss of organization privileges.  Visit www.at.ecu.edu to register your organization.

A. Currently registered East Carolina University students must comprise the majority (fifty percent plus one) of all organization memberships.  Organizations in which faculty are accepted as officers are excluded from the percentage requirement.

B. Registration is a charter to exist, and only registered organizations may be granted permission to hold meetings or sponsor events on University property and/or facilities.  Recognition from the Student Government Association may be received only after the organization registers with the Student Activities Center.

C. Registration in no way implies University endorsement, sponsorship, or approval of an organization’s activities or events.

D. In order to register, a student organization must first complete a Student Organization Verification Form, which can be picked up from the Student Activities Center, Room 109, Mendenhall Student Center. This form will be processed and returned to the organization’s mailbox. The processed form includes an authorization number which is used to logon to the online registration system.

E. A student organization must then provide the following information to the Student Activities Center on the appropriate Student Organization Online Registration Form:  

1. Name of registering organization, as listed in its constitution and by-laws.

2. Date Founded.

3. Federal Identification Number (this is required if you desire to receive SGA funding).

4. Website Address (if you have one).

5. Name, address, telephone number, and email address of president. 

6. Number of active members.

7. Faculty or staff Advisor name, campus address, campus phone number and email address.  The organization must have an ECU faculty or staff Advisor.  Off-campus Advisors and graduate students are not permitted.

F. To complete the registration process, an organization must have an updated constitution on file with the Student Activities Center. Once submitted a constitution is valid for up to three academic years, unless major changes are made.

G. To be eligible for any officer position of leadership or responsibility in any registered student organization, publication, media, or activity on campus a student must

1.
Be currently enrolled in classes at East Carolina University

2.
Be in good social and academic standing with the University

3. 
Maintain a 2.25 cumulative GPA.
9.
Apply for a Federal Identification Number

All organizations should contact the Internal Revenue Service at 800-829-4933 to complete form SS-4 to receive a Federal I.D. number.  The process is free and a federal identification number should be assigned to you over the phone.

10.
Create a Website

Each student organization has website space available via www.clubhouse.ecu.edu.  See Hot Topic 26:  Creating an Organization Website for more information.
NOTE:  Registration is not complete until you have registered online at www.at.ecu.edu, secured a consenting Advisor, and a constitution has been submitted and approved by the Student Activities Center in 109 Mendenhall Student Center.

Sample Constitution

Student Activities Center

East Carolina University

This sample Constitution has been created to assist organizations at East Carolina University to meet the requirements of the University and the Student Government Association.  It should be used as a guide when creating an organization.  Articles may vary from this format but should follow the same basic pattern.  As organizations will have varying restrictions and requirements on membership, different officers, and a myriad of committees, these guidelines are intentionally general and may need to be adjusted for specific student organizations.  Pertinent notes, University, and/or SGA policies will follow the section in italics. 

Constitution of ______________________________

Founding Date: __________________________

Article I. Name

The name of this Society shall be ____________________________________________.

Note: Include all nicknames, acronyms, initials, and Greek letters.

Article II. Purpose

The purpose of this Society shall be to ____________________; to ____________________; and to ____________________.

Note: This purpose is used in publications to describe your organization.  The group may not form to engage in commercial activities and must meet the needs of the ECU community.

Article III. Members

Section 1. The membership of this Society shall be open to members of East Carolina University students, faculty, and staff.  There will be no illegal or unlawful discrimination.

Note: It is required that at least 51% of the membership be students.

Section 2. Any ECU student, staff, or faculty member shall be eligible for membership, provided that such person shall be proposed by one member and seconded by another member of the Society.  A proposal for membership, signed by two endorsers, shall be sent to the Recording Secretary, who shall report it, together with the names of the sponsors, at the next regular meeting of the Society.  Voting upon the admission shall take place at the next regular meeting thereafter.  A two-thirds vote shall elect to membership.  A person so elected shall be declared a member of the Society upon payment of the initiation fee and the annual dues for the first year.

Note: This is very formal.  Each group may have their own method for determining membership.

Section 3. The initiation fee shall be ___________ dollars.  The annual dues shall be ___________ dollars, payable in advance on or before ___________ of each year.  The Treasurer shall notify members ___________ months in advance and those whose dues are not paid within ___________ thereafter shall be automatically dropped from membership in the Society. 

Note: SGA requires provisions for membership dues if they are to be collected.

Section 4. Any member desiring to resign from the Society shall submit his/her resignation in writing to the Corresponding Secretary, who shall present it to the Executive Board for action.  No member’s resignation shall be accepted until all dues are paid.

Section 5. Upon the signed recommendation of one member, seconded by another member, and a three-fourths vote by ballot at the annual meeting, honorary life membership can be conferred upon a student, staff, or faculty member of ECU who shall have rendered notable service to the Society.  An honorary member shall have none of the obligations of membership in the Society, but shall be entitled to all of the privileges except those of making motions, of voting, and of holding office.

Article IV. Officers

Section 1. The officers of the Society shall be a President, Vice-President, a Recording Secretary, a Corresponding Secretary, a Treasurer, and the Advisor.  These officers shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the Society.

Note: Officers will vary according to the needs of the organization.  If candidates must meet certain qualifications, you should include that information.

A.
President

1. The President is the official spokesperson for the organization.

2. The President presides over all meetings and is responsible for:

a. Preparing the agenda for each meeting

b. Opening and closing the meeting

c. Calling on people to speak

d. Keeping order and keeping the meeting on the topic being discussed

e. Acting as a mediator when necessary

f. Making the final decision in the case of a tie vote

3. The President is responsible for keeping the Advisor informed of all upcoming events.

4. The President helps the organization to set goals.

5. The President encourages the members to achieve their goals.

6. The President recognizes the accomplishments and contributions of members.

7. The President holds regular Executive Board meetings.

B.
Vice-President

1. The Vice-President takes over in the absence of the President.

2. The Vice-President is responsible for creating and updating the organizational calendar.

3. The Vice-President serves as the organization representative to SGA.

4. The Vice-President presides over all committees and is responsible for:

a. Appointing committees needed to carry out functions

b. Checking with the committee chairpersons to ensure that they are holding meetings and are making progress toward established goals

c. Assisting committee chairpersons when necessary

5. The Vice-President may be assigned other responsibilities by the President.

C.
Recording Secretary

1. The Recording Secretary takes accurate and complete minutes of all meetings.

2. The Recording Secretary types and distributes minutes to all members.

3. The Recording Secretary notifies all members of the place and time of meetings.

4. The Recording Secretary works with the President to determine the agenda and ensure that the agenda is followed during meetings.

5. The Recording Secretary maintains accurate records and files of all organization business.

6. The Recording Secretary maintains accurate meeting attendance records.

D.
Corresponding Secretary

1. The Corresponding Secretary must handle all organization correspondence including letters and thank you notes.

2. The Corresponding Secretary is responsible for any organization publications and newsletters.

E.
Treasurer

1. The Treasurer is responsible for regular treasury reports:

a. A statement of how much was spent at each program since the last meeting

b. A statement of the bills paid and unpaid

c. An accurate record of how much money is in the account

2. The Treasurer is responsible for keeping an accurate record of income and debts in the ledger.

3. The Treasurer is responsible for the checkbook and all deposits and withdrawals.

4. The Treasurer is responsible for balancing the checkbook each time a bank statement is received.

5. The Treasurer acts as chairperson of fundraising activities.

6. The Treasurer is responsible for debt collection.

7. In conjunction with the Executive Board, the Treasurer develops the organization budget.

F.
Advisor

1. The organization will elect a member of the ECU faculty or staff to serve as an Advisor.

2. The Advisor serves as an ex-officio, non-voting member of the Executive Board.

3. The Advisor will conduct a monthly review of the organization’s finances.

4. The Advisor will supervise officer elections, transitions, and training.

5. The Advisor will attend meetings on a regular basis.

6. The Advisor will assist officers in general operations and procedures.

7. The Advisor will supervise initiation of new members.

Note: University and SGA policies require that student organizations have an ECU faculty or staff Advisor.  This Advisor can be in addition to any other Advisors the group may enlist.

Section 2. At the regular meetings held on the second Tuesday in February, a Nominating Committee of five members shall be elected by the Society.  It shall be the duty of this committee to nominate candidates for the offices to be filled at the annual meeting in April.  The Nominating Committee shall report at the regular meeting in March.  Before the election at the annual meeting in April, additional nominations from the floor shall be permitted.

Section 3. The officers shall be elected by ballot to serve for one year until their successors are elected, and their term of office shall begin at the close of the annual meeting at which they are elected.

Note: This fulfills an SGA requirement.

Section 4. No member shall hold more than one office at a time, and no member shall be eligible to serve more than two consecutive terms in the same office.

Section 5. If any vacancy shall occur, a special election will be held at the next meeting to fill the open position.

Note: The provisions for filling a vacancy fulfill an SGA requirement.

Article V. Meetings

Section 1. The regular meetings of the Society shall be held on the second Tuesday of each month from September to May inclusive unless otherwise ordered by the Society or by the Executive Board.

Note: The statement of meeting time fulfills an SGA requirement.

Section 2. The regular meeting on the second Tuesday of April shall be known as the annual meeting and shall be for the purpose of electing officers, receiving reports of officers and committees, and for any other business that may arise.

Section 3. Special meetings can be called by the President or by the Executive Board and shall be called upon the written request of ten members of the Society.  The purpose of the meeting shall be stated in the call.  Except in cases of emergency, at least three days’ notice shall be given.

Note: Provisions for calling a special meeting fulfills an SGA requirement.

Section 4. Fifty percent of the members of the Society plus one shall constitute a quorum.

Note: SGA requires that quorum be present for any elections.

Article VI. The Executive Board

Section 1. The officers of the Society, including the Advisor, shall constitute the Executive Board.

Note: Provisions for an Executive Board, its composition, and its selection fulfill an SGA requirement.

Section 2. The Executive Board shall have general supervision of the affairs of the Society between its business meetings, fix the hour and place of meetings, make recommendations to the Society, and shall perform such other duties as are specified in these bylaws.  The Board shall be subject to the orders of the Society, and none of its acts shall conflict with action taken by the Society.

Section 3. Unless otherwise ordered by the Board, regular meetings of the Executive Board shall be held on the first Tuesday of each month from September to June inclusive.  Special meetings of the Board can be called by the President and shall be called upon by the written request of three members of the Board.

Article VII. Committees

Note: Committees will vary according to the purpose and activities of the organization.  Those listed below merely serve as a guideline.

Section 1. A Finance Committee, composed of the Treasurer and four other members, shall be appointed by the President promptly after each annual meeting.  It shall be the duty of this committee to prepare a budget for the fiscal year beginning the first day of April, and to submit it to the Society at its regular meeting in March.  The Finance Committee can, from time to time, submit supplements to the budget for the current fiscal year.

Section 2. A Program Committee of five members shall be appointed by the President promptly after the annual meeting, whose duty it shall be to plan the annual program of the Society.  This committee’s report shall be submitted to the Society for its approval at its regular meeting in September.

Section 3. An Auditing Committee of three members shall be appointed by the President at the Society’s March meeting, whose duty it shall be to audit the Treasurer’s accounts at the close of the fiscal year and to report at the annual meeting.

Section 4. Such other committees, standing or special, shall be appointed by the President as the Society or the Executive Board shall from time to time deem necessary to carry on the work of the Society.  The President shall be ex-officio member of all committees except the Nominating Committee.

Article VIII. Parliamentary Authority

The rules contained in the current edition of Robert’s Rules of Order, Newly Revised shall govern the Society in all cases to which they are applicable and in which they are not inconsistent with these bylaws and any special rules of the order the Society may adopt.

Article IX. Amendments

The Constitution can be amended at any regular meeting of the Society at which three-fourths of the membership is present, by a two-thirds vote, provided that the amendment has been submitted in writing at the previous regular meeting.

Note: If an organization’s Constitution is changed in any way, one new copy of the Constitution must be submitted to SGA immediately after the amendments are made.

Basic Bylaw Articles

Article I. Name

Article II. Purpose

Article III. Members

Article IV. Officers

Article V. Meetings

Article VI. Executive Board

Article VII. Committees

Article VIII. Parliamentary Authority

Article IX. Amendments

Amended from Robert’s Rules of Order, Newly Revised, pages 489-493.

For additional information, contact Student Activities Center, 109 Mendenhall Student Center, 328-4796.
