Constitution and Bylaws of Louisiana Tech Circle K Club
Section I.  General Outline

1. Any established procedure of the club board will be called policy and any decisions by the board concerning the implementation of a policy will be called an enactment.

2. All policies of the club board will be contained in this policy code.  All policies contained in this policy code will be binding on all officers and members of the Louisiana Tech Circle K Club.  This policy code will in no way void or nullify any part of the Circle K International Constitution and Bylaws, the Bylaws or Policy Code of the LAMISSTENN District of Circle K International.

3. Any and all amendments to the policy code will require a majority vote of the executive board.  Then, any and all amendments will require a majority vote of the extended board.  If it passes, it will be put before the members.  There must be three-quarters of the paid members to vote.  If it passes the general membership, it will be changed.  This policy code supercedes and makes null and void any and all previous policies and rules adopted by the board and the membership.

4. A current copy of the policy code will be maintained by the Circle K advisor, the club president and the club secretary.  The current secretary will be responsible for its distribution to the board and members upon each office change.  All members will be given a copy of the policy code upon induction.

5. The Louisiana Tech club president and advisor will share the responsibility for adherence to this policy code as interpreted by the club board.

6. This policy code will be updated on a yearly basis or more frequently as needed.

7. The members of the board will annually receive revised copies of this policy code.  Current copies of this policy code will be made available upon request to any interested party.

8. The administrative year will begin April 1 and will continue until March 31 of the following year.

Section II.  Louisiana Tech Circle K Club Board

1. PRESIDENT – will fulfill all duties outlined in the club bylaws with special emphasis on promoting the interest of Circle K members within the club, working closely with the club board and committee chairs, and furthering the aims of increased recognition and cooperation within the K-Family.  This person will also serve as a liaison with other campus organizations.

2. VICE PRESIDENT – will fulfill all duties outlined in the club bylaws and will act as president in the absence of the president.  This person will oversee the activities of all committees.

3. SECRETARY – will fulfill all duties outlined in the club bylaws as well as maintain a written record of the minutes of club and board meetings.  The secretary will also be responsible for reserving the club meeting place quarterly.

4. TREASURER – will fulfill all duties outlined in the club bylaws and maintain the financial records of the Louisiana Tech Circle K Club.  This person will also be responsible for providing a monthly, up-to-date report of the budget to the extended board and any member in good standing who requests one.  The treasurer will also provide the tax exemption number to all committee chairs, board members, or other persons as necessary.

Section III.  Cabinet

1. Extended board will refer to club committee chairs and other non-voting positions, appointed by the president and executive board.

2. No extended board member is to spend club money or cancel a planned project without the approval of the executive board or club president.  No extended board member will commit the club to any project without the approval of the executive club board or club president, in written form.

3. Extended board members will attend all duly called meeting unless excused by the president; failure to do so will be cause for dismissal.  If they are not in attendance, they cannot vote on anything put before the extended board.

4. The following will be standing committees and their assigned duties.  A member in good standing will chair each committee.  No committee shall be chaired by more than one person, however, non-voting chair assistants may be appointed, as required, at the discretion of the president.  Chair assistants must attend the Extended Board Meetings; but they may not vote.

· Fundraising – The fundraising committee is responsible for organizing all club fundraisers and should work closely with the treasurer.  Money raised through fundraisers should be earmarked for a specific service project, for IDD, or to help pay the way to conventions.  Persons participating in the fundraiser, either by selling or buying should be clearly informed of the purpose of the fundraiser.  Persons selling will sign responsibility forms for any merchandise they are to sell.  Note that money for the club’s administrative account is obtained from Kiwanis.

· K-Family – The K-Family committee is responsible for improving relations between Circle K Clubs and the rest of the K-Family.  The chair of the K-Family committee will prepare and present an annual report to the Ruston Kiwanis club detailing the year’s activities, upon request, and will also prepare and maintain an area contact list of K-Family personnel.

1. Duties:

2. Service – The K-Family and service committees will work jointly on service projects involving other K-Family members.  If the event is a service project the club is invited to by a member of the K-Family, the K-Family committee will oversee the project.  If the club is hosting a service project and invites members of the K-Family, the service committee will oversee the project.  The K-Family committee will be in charge of contacting the other K-Family members.  The same goes for social events.

3. Interclubs – The K-Family committee should strive to organize as many interclubs with other Circle K Clubs as possible.  This should include the meetings of other divisional clubs.  It is necessary to have four members from each club present in order for it to count as an official interclub.  As with other events, travel time will be included in all committee reports.

4. Kiwanis Meetings – Ruston Kiwanis Club meetings are held each Thursday at noon at the Holiday Inn.  Two members of the Louisiana Tech Circle K Club should be present each week, unless other obligations prevail.

1. Recruitment and Membership Development (RMD) – The recruitment and membership development committee has six primary objectives:
2. Keep accurate records and phone lists of the members and ensure adherence to the membership procedure for both old and new members.

3. Improve the members by providing educational programs and stressing leadership development.

4. Strive for 100% membership retention.

5. Appoint and oversee a committee member to send out the email newsletter and the chair keeps a hard copy of each weekly newsletter.

6. Actively recruit new member by organizing and running membership drives throughout the year.

7. Be responsible for recruiting incoming freshmen and transfer students at summer orientation (or arrange for a member to do so in his/her stead).

1. Duties:

2. Designing and providing Intent to Become Member forms.

3. Deciding upon Minimum Membership Requirement (MMRs) for both old and new members.  The executive club board must approve this decision.

4. Members-In-Training – At the point that Intent to Become Member Form is turned in, the RMD committee considers that person to be a member-in-training, and takes charge of directing that individual to become a member in good standing.

5. Programs – any program scheduled to take place during a regular meeting should receive prior approval of the club president and be subject to time constraints.

6. Projects for the RMD committee include distributing educational materials to club members; conducting programs on other educational topics; maintaining up-to-date membership lists that include phone numbers, email addresses, birthdays, and committee information; orientation sessions for members-in-training; icebreakers during meetings in the first two months and after each membership drive; the Big K/Little K program; and the Proud About CKI Contest.

· Public Relation (PR) – The public relations committee publicizes the activities of the club.
1. Duties:

2. Publicizes all club activities by posting fliers, and contacting media resources.

3. Responsible for maintaining the club web page in a timely manner.  (Example: posting club activities weekly on the page.)

· Records – The records committee is responsible for keeping and maintaining an accurate and up to date club history.
1. Duties:

2. Maintaining a written club history.

3. Designing and creating a scrapbook for the current executive year.

4. Responsible for providing pictures from a wide variety of club activities.

5. Preparing and presenting an executive year-end report to the club.

· Service – The service committee organizes all club service projects and oversees those assigned to an ad hoc committee.  The president will appoint the ad hoc committee chair, with input from the extended board.
· Social – The social committee organizes all official club social events.  All members must be invited to a social event and the Social chair needs to be aware of the social.  If the social chair cannot attend, an appointed representative must turn in hours.
6. In addition to the above committees, each year a person will be chosen to oversee the running of Special Olympics, an event hosted annually by Louisiana Tech Circle K club.  This person will be chosen by the previous year’s chair, with approval from the executive board.  This person will serve a duration of two years.  In this manner, two people will run Special Olympics.  The second year person will be the Special Olympics chair and will be in charge.  The first year member will be a trainee for the position of chair.

7. All Committee Chairs will keep accurate, organized, up-to-date, and legible records of projects, to be passed on yearly.  These records will be kept for a 3-year period, then thrown out at the new chairperson’s discretion.

Section IV.  Budgets

1. Each administrative year will be based on a budget that will denote income and expenditures.  The budget will be prepared by the president and the treasurer with consideration, input and approval from the executive board, and subject to approval of the Ruston Kiwanis Club, upon request.

2. Income will consist of dues, a subsidy from the Ruston Kiwanis, surplus from previous years, and other such sources as deemed feasible by the executive board.

3. Expenditures will include provisions for club office expenses, cabinet expenses, agendas, stamps, envelops, and photocopies, as required for the elected officers, and other such items as deemed necessary or appropriate by the executive board.

4. To receive budgeted monies, receipts must be completed and attached to a voucher form, and submitted to the treasurer.  All expenses should be itemized.

Section V.  Procedure for Nomination and Election of Club Officers
1. Voting will be by written ballot, unless motioned otherwise, in non-contested elections.  No person will be permitted to vote that is not a paid member in good standing.  Voting by proxy is prohibited.

2. The president will appoint two suitable and trustworthy paid members in good standing not running for office to supervise the elections and tabulate the votes.  These people will report promptly to the president the results of each balloting.  They will be called Sargent at Arms.  The president will also appoint an official timekeeper.

3. Nominees for president, vice-president, secretary and treasurer must be paid members in good standing.

4. All nominees must be present when nominated and the day of the elections, and can rally support if he or she so desires.  Each nominee must present a platform speech of two minutes or less.  The speech will be followed by a question and answer period of three minutes.  The person in charge of the elections will run the question and answer period.  The person in charge must recognize the member before he or she can ask his or her question.  The speech will not be a demonstration of any kind.

A. When the agenda calls for the nomination and election of officers, the president (or presiding officer at the time) will receive nominations for the office of president.  Nominations will be open for each office for at least one minute.  When nominations for this office have been closed, and definitive results of the election announced, the presiding officer will proceed in a similar manner with the nominations and elections for vice-president, secretary, and treasurer.

B. Nominations must be opened at the meeting the week before the election, and they must be reopened on the day of the elections before voting on officers.

C. Members not elected to an office may “drop down” and run for a lower office.

5. A paid member in good standing will nominate each nominee.  Another paid member in good standing must second the nomination.

6. Nominations must be oral and the club secretary will keep a record of nominations and the results of the elections.

7. The president or presiding officer may not vote in the elections, except to break a tie.

A. To be elected to an office, a candidate must receive over 50 percent of the votes cast.  Runoffs between the two candidates receiving the most votes will be held if no candidate receives a majority of the votes cast in the initial election.  The Sergeant of Arms will be made aware of this after nominations are first taken.

B. If there is a tie in determining who may run in the runoff election, the tied vote receivers both will be permitted to run.

8. The president will preside over elections unless he or she is running for an office.  If the president is running for an office, the vice-president will preside over elections.  If the vice-president is also running for an office, the secretary will preside over elections.  If the secretary is also running for an office, the treasurer will preside over elections.

Section VI.  Club Awards

1. All awards will be annual, running from the beginning of the academic school year to the awards banquet and will be given for the recognition of the projects or accomplishments completed or primarily completed within that period.

2. The club executive board who is presenting the awards must approve all new awards, and the manner of the award.

Established Louisiana Tech Circle K Club Awards:
· Michael E. Young Take the Initiative Award – Given to the person that the president thinks has shown initiative and done an outstanding job.  May be awarded to any member.
· Outstanding Service Award – Given to the person who has had outstanding impact on the club’s service activities.  Picked by the president and chair of the service committee.  All club members are eligible.  The selected member may be the person who preformed the most service, but this is not necessary.
· Outstanding Club Member – Given to the person making the greatest overall contribution to the club.  Selected by the board.  All board members (executive and extended) are not eligible.
· Outstanding Committee Chair – Selected by the president and vice-president.  Only extended board members are eligible.
· Brian W. Foster Award for Dedication – Given to the person who has shown great dedication in time and effort and has made an outstanding contribution to the club.  Selected by the executive board.
· Attendance Award – Given to members with 90 percent attendance.  This shall be broken into two categories: one for year, and on throughout the course of membership.
· Proud About CKI Contest – A traditional spring quarter contest through which points are awarded for wearing Circle K t-shirts and pins, bringing guests to meetings, and otherwise promoting Circle K.  The MD&E chair, who along with the executive board is not eligible for Proud About CKI awards, administers this competition.
· Leadership Award – Given to the member, which may include the extended and executive board, that has shown the most leadership.  This is decided upon by the executive board.
· Fellowship Award – Given to the member that has done the most to promote fellowship within Circle K.  The executive board selects this individual from all members, including any and all board member.

