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Suggestions on Preparation of University Chapter Constitution 
The University Constitution Template is meant as a base document to be tailored to your individual university chapter.  It is meant to cover most of the elements your chapter will need to agree upon as a working group.  Although it may not cover all of your chapter’s unique needs, we hope that it helps as a solid starting point.  Once you have agreed to the document’s components, you are encouraged to send it through your new group’s approval process.  

There are certain provisions that MBB requires in each of its chapter’s constitutions.  The best way to ensure consistency is to use the language approved by the MBB Board of Directors, as included in the template.  These are started in the draft attached.

We seek to ensure that the statement of the purpose and objectives of your chapter is consistent with MBB’s “mission,” “purpose,” or “objectives” as set out on MBB’s website at www.mediatorsbeyondborders.org.  We hope you will take some time and review all of the additional information and benefits on the MBB website.

Paragraph 6, Officers, is intentionally left blank to be designed in accordance with your local practices.  We suggest at least one President and a Secretary-Treasurer, but we leave that up to your discretion.  Other chapters have a position of Vice-President, and various Chairs of Committees.  You may also wish to add provisions which address: (1) the duties of the officers; and (2) the terms of each officer.  Other officer positions may be added as needed pending the direction of the membership.   A current list of all of officer’s names will be maintained in a fashion that is easily visible to all members and reported to MBB for publication.


Example:
6. Officers  

President– The role of the President is to lead the Chapter.  The President will be responsible for organizing meetings, planning events and setting general goals for the Chapter.  
Vice-President – The role of the Vice-President is to assist the President in planning events and managing the Chapter. In the event that the President is no longer able to perform his/her duties, the Vice-President will assume the Presidency of the Chapter.

Treasurer - The role of the Treasurer is to maintain the finances of the organization. This person may be called upon to perform other needed duties that are beyond the skills, or time, available from the other elected officers.
Secretary – The role of the Secretary is to take the minutes of all meetings of the Chapter.  The Secretary may also be called upon to help plan events and perform other tasks as necessary.

Paragraph 7 Operating Provisions and Paragraph 8 Meetings also are intentionally left blank to be designed in accordance with your local practices. We leave to your discretion the power to call meetings; briefly describe any provisions for a percentage of the membership to petition for a meeting to be called, if necessary; and any provision for notifying members in advance of meeting dates. You may also wish to add provisions which address: (1) the election procedure (e.g., nominating committee, secret ballot, quorum, etc.); (2) method of filling vacancies; (3) power to appoint committees being granted; and (4) other operational provisions, if any.  

Example: 

7.
Operating Provisions 
i. Election Procedure – officers will be chosen by majority vote of all active Chapter members at the end of the Spring semester.  The vote will be held at a general meeting open to all Chapter members and will be conducted by secret ballot.  

ii. Vacancies - If a vacancy occurs in any officer position during an officer’s term of service, a replacement will be selected by the remaining officers.  The replacement will serve out the term of the previous officer.

iii. Power to appoint Committees – Committees may be formed as necessary at the discretion of the Chapter executive board (composed of the President, Vice-President, Secretary, Treasurer and any other officers who may be added by majority vote of the aforementioned officials.)



8.
Types of meetings


a. Regular Meetings – The Chapter will hold at least one General Meeting per semester. 


b. Committee Meetings – Additional meetings may be held as necessary for committees to discuss business relevant to their projects.

c. Executive Meetings  - Members of the Chapter executive board will have regular meetings to discuss upcoming events and plan for the development of the chapter.
d. Meetings will be called by the executive board of Chapter under the direction of the President.  All members of Chapter will be notified of the time and place of any General Meeting. 
Paragraph 9, Amendments to this Constitution, is a helpful provision to include as it describes a process to change your document as your needs change, pending approval of your membership.

Example:

9.
Amendments to this Constitution 
This Constitution may be amended thru the following process. 

a.
The President will arrange for discussion of the Constitution among all members. 
b.
Suggestions will be discussed among all members, for a time frame to be determined by the President. 
c.
A revised/amended Constitution will be posted for further discussion. 
d.
At some point after this secondary discussion, the Chapter executive board will agree that it is time to vote or revise again. 
e.
Revisions/amendments must be approved by at least 75% of the voting membership. 
f.
The new constitution will be posted and the old revision will be archived.
Paragraph 10, Ratification, is a provision you will most likely want to decide and state what it is.

Example:
10.
Ratification
This Constitution shall become effective upon approval by a three-quarters vote of the membership or by the founding officers who are initiating the chapter.  For a University Chapter to become chartered by MBB, its Constitution must first be approved in writing. 
If you need any help at all, or have any questions, please contact Zarra Elias at 813-390-8173, or email her at elias.zarra@gmail.com.  Although we suggest that you follow local practice when completing the flexible portions of your Constitution, if you would like assistance, we can send you samples from other University Chapter Constitutions.
Once your officers have agreed upon and signed the Constitution, please send it to Zarra Elias by e-mail.
Once your University Chapter Constitution has been approved, the President of MBB will send you an official letter welcoming you as an Officially Affiliated Chapter of MBB.

Thank you for joining MBB to expand our work. We very much look forward to working with you and welcome!
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