SAMPLE
BYLAWS OF ____________________________________




(NAME OF ORGANIZATION)
Article I
General Information
Bylaws and rules governing the ________________________________(Name of PO) are promulgated for the information and guidance of all concerned.  Members are enjoined to observe the spirit and intent of the Bylaws and rules at all times.

Article 2

Duties of Officers

        a.  President.  The president shall have the usual powers of supervision and management, which pertain to the office of president and will perform the following duties:

             (1)  Preside at all meetings of the general membership.

             (2)  Appoint a vice-president.

             (3)  Appoint a chairperson for each committee.

             (4)  Be an ex officio member of all committees.

             (5)  Countersign all minutes.

             (6)  Vote only in case of a tie in meetings of the general membership.

             (7)  Call special meetings.

             (8)  Retain copies of Constitution and Bylaws.

        b.  Vice-President.  The vice-president shall perform the duties of the president/treasurer in their absence and shall act as assistant to the president and vote only in case of a tie in meetings of the general membership when performing duties of the president.  The vice-president will be the president's appointed representative to this organization.

        c.  Secretary.  The secretary shall be the custodian of all records, conduct correspondence of this association, and shall have the following duties:

(1)  Record and maintain a file of all minutes of meetings of the general membership.

             (2)  Maintain all records of the association other than financial records.

             (3)  Coordinate with a facility to provide a place to hold meetings and to provide notification of meetings to all members.

             (4)  Maintain a list of names of officers and executive committee.

             (5)  Retain copies of Constitution and Bylaws and has them available at all meeting and will provide a copy to any active member for review upon request.

        d.  Treasurer.  The treasurer shall be the custodian of all financial records of this association and shall have the following duties:  

              (1)  Countersign contracts executed by the president.

              (2)  Sign all checks.

              (3)  Receive and be responsible for all funds and assets of this association. 

              (4)  Make authorized disbursements.

              (5)  Maintain necessary bank accounts.

              (6)  Maintain all financial records.

              (7)  Present a monthly financial report to the general membership.

              (8)  Present the books and financial records of this association for audit 

when directed by the general membership.

              (9)  Make the books and financial records of this association available for inspection and review when requested by the president.

Article 3

Elections and Voting 
(this section should match your constitution)

Section 1. General.  Except as otherwise specifically provided herein, the provisions of Article 3 apply to election meetings.

Section 2. Election of Officers.  Election of officers will be held annually at the regular monthly meeting in ______________ with new officers assuming their duties during the first regular meeting in the month of _____________.  Voting will be by secret ballot and plurality of votes cast shall be sufficient to elect.  Only members shall be entitled to vote.  Members may submit written absentee ballots when not in the local area.

Section 3. Nominations.  Nominations will be made from the floor.  Only those members present may be nominated for office unless an absent member had informed one of the present officers of member's willingness to serve in an elected position.

Section 4. Special Elections.  Special elections will be held at a time and place designated by the president.   At least 5 days notice of special election will be provided to all members in writing.  At the special election meeting, nominations may be made from the floor.  After nominations have been closed, the membership will elect an officer for each vacancy in accordance with the constitution. 
Article 4

Dues and Fees

There shall be 



  (amount) fees or dues required for membership in this organization.

Article 5
Standing Committees

Section 1, General.  The president shall appoint standing committees for the period concurrent with his/her term of office.  The president may from time to time appoint special committees as may be necessary to carry out the business of this association.

Section 2, Standing Committees.  The president will appoint chairpersons of standing committees.  The standing committees and their duties and responsibilities shall be as follows:  

        a.  Fund-raising Committee.  The fund-raising committee will be responsible for gathering information and supervising upcoming fund-raising projects for this council.

        b.  _________________________________________________________________

Article 6

Finances and Taxes

An annual audit of all funds, moneys and assets of the ____________________________

___________________ (Name of PO) will be conducted prior to the annual election meeting.  

The President will appoint the auditors.  A statement of the results of said audit should be made available for inspection upon request.  The auditor’s report will be made at the annual meeting and will be subject to approval by the members.

Article 7

Insurance Coverage

The ____________________________________ (Name of PO) has the responsibility of obtaining adequate insurance.  An insurance policy for continuous coverage will not be required if the installation commander waives such requirement.  The organization assumes its responsibility to obtain adequate insurance to provide liability coverage against personal injury and property damage claims that may arise from the activities of the organization or its members.  The _____________________________________________________(Name of PO) will obtain the insurance necessary commensurate with the risks involved for special events, which greatly increase the risk of liability.  The president will appoint a committee, which shall include the Treasurer, to acquire an insurance policy to cover such special events.  The general membership may request that the installation commander waive the insurance requirement for activities with low liability exposure. 

Article 8

Awards/Gifts

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note:  These sample bylaws are provided for guidance purposes only.  Each private organization presents unique issues, and changes to these sample bylaws may be required.

I certify the information in these bylaws is true to the best of my knowledge. ___________________

(Date)

                                     




                                   _______   


NAME PRESIDENT                              



 NAME VICE-PRESIDENT


                                     




                                   _______


NAME  SECRETARY                                      


NAME TREASURER 

