2

[image: image1.emf]

The University of Cincinnati

Programs and Activities Council

Table of Contents

Article I: Name………………………………………………………………...3
Article II: Mission Statement…………………………………….………........3
Article III: Membership………………………………………………..............3

Section I:
Selection of New Members…………………………… 3

Section II: 
Requirements of Active Members……………………...3

Section III:
Officers…………………………………………………4

Section IV:
Duties of the Executive Officers……………………….5

Section V:
Selection of Executive Board……………………..…....8

Section VI:
Program Directors……………………………………...8

Section VII:
Duties of Program Directors……………………………8

Section VIII:
Committees……………………………………………..10

Section IX:
Discipline…………………………………………….....10

Section X:
Vacancy of Office……………………………………...12
Article IV: Organization…………………………………………………..……13

Section I: 
Meetings……………………………………………….13

Section II:
Impeachment…………………………………………..13

Section III:
Appeal Process…………………………………………13

Section IV: 
Programs and Activities Council Advisor……………..14

Section V:
Election………………………………………………...14

Section VI: 
Finances………………………………………………..14

Section VII:
Rules of Order………………………………………….14



Section VIII:
Amendments of By-Laws………………………………15

Section IX:
Members on Co-Op…………………………………….15
Article I:

Name
The name of the organization shall be the Programs and Activities Council, herein referred to as the PAC.
Article II:
Mission Statement
The mission of the Programs and Activities Council is to promote and develop community growth by enriching lives through the implementation of providing programs of various entertainment including film, comedic acts, concerts, speakers, and novelty events, as well as to assist other registered student organizations and university departments to bring programs of special interest to the campus community while offering students the experience to gain valuable event planning and leadership skills and experience. 
Article III:

Membership
Section I:
Selection of New members/Application Process
A. Applications for membership shall be open, without discrimination, to any full/part-time graduate or undergraduate student enrolled in any of the colleges, schools, or division of the university, and who is sincerely interested in promoting the goals of the organization.  It is encouraged that all interested applicants attend and participate in PAC events and/or meetings to familiarize themselves with the organization.  

B. Applications for membership will be available to all eligible students during the first two weeks of the autumn, winter, and spring quarter or as designated by the PAC if the PAC has not reached its membership cap. 
C. For each interested potential new member to be considered for membership they must: 

a. Complete the current and updated application

b. Attend at least one of the information sessions 
c. Sign the form agreeing that they have read through our current constitution and bylaws in this authorizing the release of their grades to the PAC Advisor. 

D. In accordance with the requirements listed in point C under Article III, Section I, the potential new member if deemed worthy by the Executive Council and the PAC Advisor will then be scheduled for an interview with active PAC members that were selected by the Executive Council. 

E. The final selection of the new members will be determined by the Executive Council and Membership Committee. 

Section II:

Requirements of Active Membership
A. To an “Active Member” of the Programs and Activities Council each individual must meet the following requirements:
a. Attend the weekly PAC general body meetings

b. Have no more than one unexcused weekly PAC general body meeting absence per quarter

c. Attend each mandatory retreat held once in the autumn quarter, once in the winter quarter, and once in the spring quarter

d. Attend at least one Student Government Meeting as the Programs and Activities Council Representative 

e. Work at least three planned events each quarter. Subject to change as outlined by the Executive Council and the PAC Advisor at the beginning of each quarter.

f. Fulfill the posting requirements outlined at the beginning of the quarter. Subject to change by the Executive Council and the PAC Advisor contingent on actual number of events per quarter.

g. Work the annual PAC Spring Concert.

h. Maintain a minimum quarterly GPA of 2.3 for General Body members and Program Directors and 2.5 for Executive Officers.
i. Maintain a cumulative GPA of 2.3
j. Submit a quarterly class schedule to the current Secretary.
B. The PAC membership shall be capped at 50 actives members. This number includes members who are out of town on co-op.
Section III:

Officers

A. The officers of the PAC shall be in this order: (Maximum of one major office per member)

President

Vice President

Treasurer

Membership Chair  

Director of Internal Relations 
Secretary

Advertising Chair

Promotions Chair

Information Technologies Chair

Historian
Section IV: 

Duties of the Executive Officers
A. President

1. The President shall be the Executive Officer of the PAC 
2. Preside over all meetings of the PAC and the Executive Board
3. Shall be an ex-officio member of all programming teams
4. Focus primarily on the PAC’s internal relations and responsibilities
5. Be the main representative to the Student Government Association, campus departments and all other student organizations.
6. Attend or secure representation for all official university meetings where it is desirable for the PAC to be represented.
7. In coordination with the Vice President and University Advisor, the President shall be responsible for the completion of the organization’s Final Year-End Report
8. Serve as the intermediary between the Executive Board and the Office of Student Activities and Leadership Development.
9. Have a strong and complete understating of the PAC bylaws
10. Oversee and work with the Secretary and Vice President to produce a student and  Alumni Newsletter
B. Vice President

1. In the absence of the President, shall preside at all meetings of the PAC and the Executive Board.  

2. Shall oversee all programs and activities of the Program Directors and their Programming Committees.  
3. In the event of an emergency, or as necessary, the Vice President shall assume all responsibilities of the Program Director
4. Shall also perform such other duties as are assigned to him/her by the President and Executive Board

5. Will be the PAC liaison to the National Association for Campus Activities (NACA)

6. In order to be eligible for the position of Vice President, the candidate must have previous experience as a Program Director.   

7. Have a strong and complete understanding of the PAC bylaws and work to keep them updated having an overall bylaw evaluation at least twice a year.

8. Coordinate with external groups seeking potential funding or collaboration

9. Oversee and advise all possible co-sponsorships and collaborations the PAC seeks from external student groups and organizations as well as corporate

10. Work with the President and Secretary to produce a student and  alumni newsletter

C. Treasurer 

1. Shall be responsible, in conjunction with the University Advisor, for all fiscal matters of the student organization.

2. Shall be responsible to collect and receive all funds paid to the PAC 
and shall deposit them in the official depository.

3. The Treasurer, in conjunction with the University Advisor and Executive Board, will have the final approval of all student organization expenditures, including co-sponsorships. 

4. Co-sign all checks with the University Advisor in payments of bills.

5. Abide by all Policies and Guidelines as set down in the Policies and Procedure Standards through Student Activities and Leadership Development.

6.  Make bi-weekly reports at the regular meetings of the PAC and at any other such times as the President of Executive Board may direct.

7. Be responsible for educating his/her successor on the obligations of the position.

8. The Treasurer will keep the account and books, which at all times, must be open to inspection by the President, Executive Board, or any authorized auditor.

9.  Failure to abide by these aforesaid policies will result in Financial Probation of the PAC as defined by the Policies and Procedure Standards through Student Activities and Leadership Development.

D.  Membership Development Chair

1. Shall be in charge or coordinating and executing the Recruitment committee

2. Coordinate and plan the information night sessions that are to be held twice at the beginning of the autumn, winter, and spring quarter

3. Seek available opportunities to promote and recruit new members to the PAC, (ex. Student Orientation)

4. Coordinate membership selection committee

5. Coordinate interviews for potential new members

6. Be responsible for providing training and development for the new members

7. Plan the quarterly retreats with the assistance of the PAC Advisor 

8. Plan the end of the year banquet
E.  Secretary

1. Shall keep the records of attendance from all meetings and all events of the PAC.

2. Shall take the minutes from all meetings of the PAC and make them available by emailing the minutes to all of the PAC and posting the minutes on Blackboard within 48 hours of the conclusion of the meeting.  

3. Update contact list and load them on Blackboard

4. Keep a record of campus events and posting events attended by all active members.

5. Notify the Executive Board in cases where certain membership requirements are not being met so that the Executive Board may deliberate and take the appropriate action.

6. Have a complete understanding of the PAC bylaws.

7. Recognize which members are eligible to vote.

F. Advertising Chair

1. Shall be responsible for the creation and print process of publicity for all the PAC programs.

2. Coordinate and oversee a committee in charge of designing and creating all items necessary for each event and program. 

3. Coordinate with the Promotions Chair.

G. Promotions Chair

1. shall be responsible for the distribution of all promotional materials for the PAC programs, and shall assist the Membership Development Chair with the recruitment and promotional strategies of the PAC

2. Work collaboratively with the Advertising Chair to prepare PAC event publicity in addition, but not limited to, the advertisements created by the Advertising Chair and coordinate any related PAC promotional ideas.

3. will remain informed of all University and departmental posting policies and make the PAC aware of such regulations

4. use his/her discretion to institute any internal posting processes, assign respective tasks, and ensure the distribution of such materials

5. Collaborate with the Advertising Chair and any established PAC advertising committees to discuss the status of PAC programs' marketing.

H. Information Technologies Chair

1. Serve as the PAC webpage developer and guarantee it’s maintenance.

2. Included on the webpage will be the PAC List Service and a list of upcoming PAC events.  

3. Advertise on the website a specified number of weeks in advance in order to complete the specific PAC advertisement request order

4. Be responsible for overseeing the management of the PAC Blackboard account

I. Historian

1. Responsible for collecting event photographs, newspaper articles mentioning the PAC and creating a database of current and former PAC members.

2. If ever unable to attend and document a certain event the Historian must delegate another member

3. Oversee promotional documentation posted on the PAC Website and any other internet pages.

4. Newsletter

Section V:

Executive Board

A. The Executive Board shall be composed of the elected Officers of the PAC in accordance with Section 1 of these By-Laws
B.  The Executive Board shall enforce the policies of the PAC, approve the budget, have general management of the PAC, and appoint Program Directors.
C. The Executive Board shall meet each week and/or at the call of the President.
D. The Executive Board shall have the ability to make certain decisions for the organization, without the approval of the entire membership, when those decisions concern an expenditure of no more than five hundred dollars ($500).  Such decisions must be well-documented, including receipts of all transactions.
Section VI:

 Program Directors
A.  The Program Directors of the PAC are as following: (Maximum of one major position per member)





Comedy Chair

Concerts Co-Chair

Film Chair





Novelty Chair





Speakers Chair

Section VII:

Duties of Program Directors

A. Comedy Chair
1. Develop innovative ideas for programs in specific area.

2. Be point of contact for agent, manager, and performer (if applicable).

3. Collaborate with Advertising and Promo chair to develop marketing plan per each event.

4. Coordinate day-of events including assigning each member responsibilities and tasks.

5.  Develop proposal for PAC review and submit the proposal form to the Vice President one week before presentation/proposal during meeting. 

6. Collaborate with the Vice President to seek out partnerships with other student organizations and community businesses. 

7. After each event, evaluate its execution with the committee and determine what steps need to transpire to ensure success in the future.  
B. Concerts co-chair
1. Develop innovative ideas for programs in specific area.

2. Be point of contact for agent, manager, and performer (if applicable).

3. Collaborate with Advertising and Promo chair to develop marketing plan per each event.

4. Coordinate day-of events including assigning each member responsibilities and tasks.

5.  Develop proposal for PAC review and submit the proposal form to the Vice President one week before presentation/proposal during meeting. 

6. Collaborate with the Vice President to seek out partnerships with other student organizations and community businesses. 

7. After each event, evaluate its execution with the committee and determine what steps need to transpire to ensure success in the future.  

C. Movies Chair
1. Develop innovative ideas for programs in specific area.

2. Be point of contact for agent, manager, and performer (if applicable).

3. Collaborate with Advertising and Promo chair to develop marketing plan per each event.

4. Coordinate day-of events including assigning each member responsibilities and tasks.

5.  Develop proposal for PAC review and submit the proposal form to the Vice President one week before presentation/proposal during meeting. 

6. Collaborate with the Vice President to seek out partnerships with other student organizations and community businesses. 

7. After each event, evaluate its execution with the committee and determine what steps need to transpire to ensure success in the future.  

D. Novelty Chair
1. Develop innovative ideas for programs in specific area.

2. Be point of contact for agent, manager, and performer (if applicable).

3. Collaborate with Advertising and Promo chair to develop marketing plan per each event.

4. Coordinate day-of events including assigning each member responsibilities and tasks.

5.  Develop proposal for PAC review and submit the proposal form to the Vice President one week before presentation/proposal during meeting. 

6. Collaborate with the Vice President to seek out partnerships with other student organizations and community businesses. 

7. After each event, evaluate its execution with the committee and determine what steps need to transpire to ensure success in the future.  

E. Speakers Chair
1. Develop innovative ideas for programs in specific area.

2. Be point of contact for agent, manager, and performer (if applicable).

3. Collaborate with Advertising and Promo chair to develop marketing plan per each event.

4. Coordinate day-of events including assigning each member responsibilities and tasks.

5.  Develop proposal for PAC review and submit the proposal form to the Vice President one week before presentation/proposal during meeting. 

6. Collaborate with the Vice President to seek out partnerships with other student organizations and community businesses. 

7. After each event, evaluate its execution with the committee and determine what steps need to transpire to ensure success in the future.  
Section VIII:

Committees

A. There shall be any number of committees seen fit by the Executive Board to help conduct PAC functions. 

B. The primary committees are the recruitment committee, advertising committee, and promotions committee.

C. The Membership Chair is in charge of the Recruitment committee, the Advertising Chair is in charge of the Advertising committee and the Promotions Chair is in charge of the promotions committee.  

D. Advisor selects committees
Section IX:

Discipline
A. Active PAC members who fail to meet the requirements stated in Section II: Requirements of Active Membership shall be under review by the PAC Advisor, the President, and Vice President. 
B. Failure to meet scholastic requirements for one quarter will result in that particular member losing their general body voting right privileges. The member shall be considered to be on academic probation.

C. Not maintaining scholastic requirements for two connecting academic quarters will call for automatic removal from current office or current membership for the following academic quarter and will be put on academic suspension. After the following quarter is complete and the member still wishes to be a part of the PAC they have the right to meet with the PAC Advisor, President and Vice President to determine their status.

D. All members must adhere to the following attendance policy to avoid facing disciplinary action. The following is under the discretion of the Executive Board and PAC Advisor.

a. Attend weekly meetings

b. Attend at least three (3) campus events per quarter

c. Attend at least two (2) posting events per quarter

d. Attend at least one (1) co-sponsored events per quarter

e. Attend the quarterly retreat

f. Work at the spring concert

E. Acceptable excuses from weekly meetings will be at the discretion of the Secretary and Executive Board. Members missing more than one unexcused meeting will be able to maintain their active status in the PAC by attending an additional campus event or posting event by the completion of the quarter. Failure to do so will result in probation during the subsequent quarter.

F. Members, Program Directors, and Officers failing to meet the GPA requirements as stated in the by-laws will be placed on probation for the subsequent quarter. Individuals will be given one (1) quarter thereafter in which they must meet the GPA requirements or face termination from the PAC. 

G. Failure of a member, Program Director, or Officer to attend at least three (3) campus events over the course of a quarter will result in loss of voting rights for the subsequent quarter. An individual may acquire permission from the Executive Board to use an additional posting event to count towards the fulfillment of the three (3) campus event requirement. 

H. Failure of a member, Program Director, or Officer to attend a campus event or posting event for which he/she has signed up will result in the negation of a previously attended event, forcing the completion of an additional event to the original number that must be completed in order to meet the attendance requirements. The Program Director of a campus event or CPO of a posting event may excuse individuals that have signed up for a given event, but become unable to attend the event, at their own discretion. An individual may also avoid punishment of missing an event he/she has signed up for by securing a PAC replacement for him/herself at the given event. Failure to fulfill the additional events that may accumulate from unexcused absences at events will result in loss of the individual’s voting rights for the subsequent quarter. 

I. Failure of a member, Program Director, or Officer to complete two (2) posting requirements will result in loss of voting rights during the subsequent quarter. 

J.  Failure of a member, Program Director, or Officer to attend the quarterly retreat without an acceptable excuse will result in probation during the subsequent quarter. Excuses for missing the retreat will be deemed acceptable or unacceptable at the discretion of the Executive Board.

K.  Any member being charged with conduct not in accordance with the purposes of the PAC, and against whose charges are sustained after due and proper documented hearings before the Executive Board, may be placed on probation or expelled from membership at the discretion of the Executive Board, and shall be notified, in writing, by the University Advisor.

L.  Probation shall last for one quarter.  At the end of the probationary period, a member’s involvement and membership status will be re-evaluated by the Executive Board and PAC Advisor.

M.  Any member that has been placed on probation shall adhere to the following: 1) It is required that the member meet with the University Advisor at the onset of the probationary period to discuss his/her status and possible corrective measures, 2) He/she must maintain the minimum requirements for being a member of the PAC (as outlined in Article III of the PAC Constitution), 3) He/she may not miss any regularly scheduled meetings during the probationary period without a valid excuse 4) He/she shall lose voting rights. Failure to fulfill these requirements will result in termination from the PAC.

N.  Any member who commits multiple probationary offenses within one academic quarter may be terminated from the PAC at the discretion of the Executive Board and PAC Advisor.
Section X:

Vacancy of Office 
A.  In case of resignation or removal of any Officer or Program Director, the Executive Board shall appoint an interim acting Officer.

B.  The President shall call for an election within fourteen (14) days after vacancy of any executive office.

C. Election shall be conducted as stated in the by-laws.

D. Should the office of President become vacant, the Vice President will become the acting President until an election is called by the Executive Board.
E. Should an Officer or Program Director be absent due to co-op, he/she must ensure that all responsibilities of his/her position will be fulfilled during that absence.  Should the co-op extend duration of two academic quarters (i.e. autumn, winter, and spring), the Officer or Program Director shall be advised to forfeit his/her position.  Under such circumstance, in the case of Program Directors, the Executive Board shall appoint a qualified member and, in the case of Executive Office, the general body shall vote for a qualified member. 
Article IV:

Organization

Section I:

Meetings 
A. Regular meetings of the PAC shall be held once a week, excluding vacations and holidays recognized by the university, and the week of final exams each quarter.  The time for such meetings shall be determined by the Executive Board with the approval of the voting members.

B. In addition to regular general body meetings, executive members shall be required to meet once a week, excluding vacations and holidays recognized by the university, and the week of final exams each quarter.  The time for such meetings shall be determined by the Executive Board with the approval of the voting members.

C. Special meetings of the PAC may be called at any time by the Executive Board or University Advisor.
Section II: 


Impeachment

A. A member may submit a petition with signatures of 1/3 of all voting members in good standing to the Executive Board; the petition must state reason for removal.

B.  Executive Board shall then notify members and call for a removal vote within fourteen days of the filing of the petition.

C. Membership shall be notified at least one week prior to the removal vote meeting.

D. At the meeting for removal, the petition’s stated grievances shall be public and the Officer charged shall be allowed to respond to the charges of the petition.

E. Removal from office shall require a vote of 2/3 of all voting members in good standing.
Section III:
 
 
Appeal Process

A. Appeal Process: Any member whose membership on the PAC has been terminated by action of the Executive Board and given notice by the PAC Advisor may appeal his/her membership termination to the Programs and Activities Council general body, within two weeks of the said decision.

B. The member wishing to be reinstated must present their case to the general body.

C. After discussion held by the general body a vote shall be called to motion by a member in good standing deciding the member’s potential reactivation.

D. A vote of ¾ of active members in good standing is required to reactivate the member in question.

E. If the member is reinstated the general body can if so desired determine new and tailored requirements for said member to adhere to for however long the general body sees fit. 

Section IV: 

Programs and Activities Council Advisor
A. The PAC shall have a University Advisor who shall be a full-time member of the University Student Activities and Leadership Development (SALD) staff.  The PAC shall be represented on the SALD search committee by one member of the Executive Board.
B. The University Advisor shall consult with the PAC and ensure that the activities of the PAC are consistent with the stated purpose of the organization.

C. The University Advisor is required to file an official certification of academic standing of the organization’s Officers with the Student Activities and Leadership Development Office.  Certifications are quarterly; however, PAC members will submit an annual waiver at the beginning of the academic school year or upon obtaining membership.

D.  The University Advisor shall grant approval for all off-campus activities in which students formally represent the organization such as conventions, meetings, etc. Members attending such activities must be in good standing with the PAC.

E. The University Advisor has an obligation to know the rules and regulations governing the handling of all funds and to assist and advise the Treasurer in all financial matters and co-sign checks, and is to be kept informed of any pertinent reports generated by the Administrative Secretary.

F. The University Advisor will supervise all grade-related matters concerning the PAC.
Section V:

Election
A. Elections will be held by or at the first meeting in May.

B. All Officers shall be elected by a majority vote of the voting members.

C.  Newly elected Officers will assume office by the end of the academic year, following a transition period lasting from the date of election to the end of the academic year.  The advisors will coordinate a mandatory mini-transition/training retreat for outgoing and incoming Officers and Program Directors.

Section VI:

Finances
A.  There will be no membership fee to be paid to the PAC.

B. Revenue from sources may be raised as determined by the Executive Board and approved by the PAC, along with the approval of the appropriate University Office.

C.  The distribution of said revenue shall be determined by the Executive Board with the approval of the PAC and in accordance with the University policies.

D.  The Treasurer shall be responsible for the accountability of the PAC monies, and shall report to the Executive Board and the PAC.
Section VII:

Rules of Order
A. Robert’s Rules of Order, Revised shall be the parliamentary authority for all matters of procedure not specifically covered by these by-laws.
Section VIII:

Amendments of By-Laws
A. Amendments to these by-laws may be proposed by any member and shall be voted upon at the next meeting the PAC following notice of such proposed amendment to the voting members, such notice shall be given within one week of the time any such amendment is proposed.

B. Amendments to these by-laws shall be the affirmative vote of two-thirds (2/3) of all voting members.

Section IX:


Members on Co-Op
A. It is at the discretion of the President and PAC Advisor to allow a member to hold a position if they are out of town on co-op. 

B. A general member on co-op will not be required to complete the postings or work the events.

C. However not required, members on co-op should make every effort possible to attend the quarterly retreat. 
The Programs and Activities Council Bylaws
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