        A Short Guide to Writing Chapter Bylaws

       (Written by Ellen Kranzer, last updated 10/7/1999)

This document lists many of the issues that you need to consider when your

chapter is creating bylaws.  The section numbers and headings here are just

one example of how your bylaws could be organized, but there are many other

correct ways it could be done.  What is important is that you consider the

issues mentioned here.

I.      NAME

        State the name of your chapter.

II.     PURPOSE

        State the purpose of your chapter.  Citing the purpose of the fraternity as

listed in the National Bylaws is one way to do this.

III.    MEMBERSHIP

        Define the types of membership and who is eligible.  The National Bylaws

define pledge, active, associate, advisory, honorary, and alumni membership.

Define the requirements or how the requirements will be set for each class

of membership.  Some questions that you need to consider are:  Is pledge and

active membership limited to undergraduates or are graduate students

eligible also?  Are part-time students eligible?  What are the requirements

or how will the requirements be set for remaining an active member - paying

dues; meeting attendance; service hours; etc?  How does an active member

change to associate status?  How does an associate member regain active

status?  What requirements does a pledge have to meet to become a brother?

Should there be procedures in the bylaws for handling transfers from other

chapters?  How will honorary membership be conferred?

IV.     OFFICERS

        Define the offices you want to have and which officers will be elected and

which will be appointed(if any).  You must elect a President, one or more

Vice Presidents, and a Treasurer.  Clearly state the duties of each officer.

Don't be afraid to be specific.  The duties of all officers should include

an open-ended clause such as "other duties as required" to cover things that

aren't explicitly assigned to a particular officer.  If the officer is going

to chair or be a member of any of the chapter's standing committees, that

should be included in the position's duties.

        The following functions should probably be included in some officer's job

description:  calling meetings; setting the agenda; serving as the Chapter's

representative both in general case and to specific organizations the

chapter send representatives to; supervising the service program;

supervising the pledge program; supervising the membership program;

supervising the fellowship program; taking meeting minutes; keeping chapter

records; editing and distributing a Chapter newsletter; notifying the

membership about meeting times, locations, and agendas; handling chapter

correspondence; maintaining the chapter's financial records; check-signing

privileges; sending funds to the National Fraternity on time; sending forms

to the National Office by their due date; raising money for the chapter;

having the chapter's books audited.  There may be others that are

appropriate too.

        Don't forget to include the Chairman of the Advisory Committee's duties.

        Include a procedure for creating temporary officers if you want to have them.

V.      EXECUTIVE COMMITTEE

        Define who is on the Executive Committee.  Define the powers of the

executive committee.  Minimally, the Executive Committee must consist of the

chapter President, Vice Presidents, Treasurer, and Chairman of the Advisory

Committee.

VI.     ADVISORS AND THE ADVISORY COMMITTEE

        Explain how advisors are chosen.  Do advisors have a term of office or once

someone has been selected is he an advisor until he resigns.  The chapter

must have at least one Scouting or youth services advisor; two advisors from

the school's faculty, staff or administration;  and one community advisor.

The chapter can also have additional advisors as it sees fit.  Describe the

advisors duties either for all advisors or for each type of advisor.  How

will the chapter choose the Chairman of the Advisory Committee.  How long is

that person's term of office?

VII.    STANDING COMMITTEES

        List the chapter's standing committees and their responsibilities.

VIII.   MEETINGS

        Define how often and what types of meetings will be held.  You must have at

least two chapter meetings a month during the school year.  How are

decisions made?  Who makes them?  What quorum is required to do business?

How are the dates and times set?  Set the requirements for how soon before

the meeting people must be told about it and/or an agenda established.  Who

is permitted to vote and what proportion is required for the passage of

procedural motions?  What proportion for substantive motions?

        How often should the Executive Committee meet?  What is quorum for

executive committee meetings? Etc.

        Who may call a special meeting:  the president, any member, the executive

board, etc.  The most common reasons for calling a special meeting are

because either there is an issue that needs to be addressed before the next

regularly scheduled meeting or because there is a issue that is important

enough and large enough the people want to hold a meeting just to discuss

that issue.  Keep that in mind when you decide on your procedure.

IX.     ELECTIONS

        When and how do nominations take place?  When will elections be held?  At

the beginning of each term?  At the end of each term?  Once a year?  Define

the quorum necessary for elections if it will be different from the regular

quorum.  State who is permitted to run for office and who is allowed to

vote.  What type of vote: simple majority, secret ballot, preferential

balloting, etc. will be taken?

X.      IMPEACHMENT AND/OR REPLACEMENT OF OFFICERS

        Specify a procedure for replacing officers who resign: by appointment, by

special election, by appointment until a special election, etc.

        Specify the grounds which could justify impeaching an officer:  failure to

fulfill duties; non-fulfillment of membership requirements, etc.  Specify

the procedure for impeaching an officer:  How does it get put on the agenda

(by vote of the Executive Committee?  petition of n% of the active members?

etc.?)  How much notice the officer should receive that his impeachment is

being considered.  Specify the vote required for impeachment and the rights

of the officer up for removal.  You don't want the process to be so quick

that someone can be railroaded, but if your officers only have their

positions for one semester, the process needs to be quick enough that it can

be completed before the end of the semester.

XI.     SUSPENSION OF A MEMBER

        Define the circumstances under which a member can be suspended.  As with

the removal of an officer, cause, procedure, and the rights of the brother

in question should be specified.

XII.    FINANCES

        How will dues be set?  How often will dues be paid?  Who approves

expenditures?  Is any special procedure needed for large expenditures?  Who

signs the checks?  Any special issues related to how student activity

funding is handled on your campus should be addressed.

XIII.   PARLIAMENTARY PROCEDURES

        Define the rules of order for conducting meetings.  Designating the

procedures in Roberts Rules of Order, Newly Revised if the bylaws don't

otherwise specify is relatively standard, but you can create your own rules.

Some things you may want to consider:  Will you allow proxy voting?  Will

you allow absentee ballots?  [Roberts strongly recommends that you not allow

both proxies and absentee ballots simultaneously.]  Are there any types of

motions, for instance, standing policies, that require a special majority?

XIV.    HAZING

        From the Standard Chapter Articles of Association:

        "There shall be no hazing or informal initiation in connection with the

functions of this chapter.  Any mistreatment of pledges, members or other

persons at any time shall be considered a violation of the purposes of this

chapter and of the National Fraternity".

XV.     AMENDMENT

        Define the procedures for amending the chapter bylaws. Who may propose an

amendment?  What kind of notice is required before a bylaws amendment can be

voted on?  Is a special quorum needed?  What size majority is needed?

XVI.    SUPERIOR AUTHORITY CLAUSES

        State that the chapter will follow the Alpha Phi Omega National Bylaws,

Standard Chapter Articles of Association and policies.  Also state that the

chapter will follow the rules of whichever authority at your school the

chapter falls under.

And don't forget to make sure that all the points in your chapter bylaws

actually do follow all of the national APO requirements and all of your

school's requirements.

