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BENEFITS OF STUDENT CLUBS TO THE MESSIAH COMMUNITY

Clubs provide a valuable serviceMessiahby promoting community spirit, activism, public
service, and social and cultural interaction. Each year student clubs sponsor and attend
conferences, seminars, lectures, debates, cultural and social events, and fine arts programs.
These activitiesllow Messiahstudents to meet and interact with local, state, nationally and
internationally renowned scholars, artists, politicians, academia researchers and other
professionals. Club members also spend countless tedumours each academic year
participating in service projects for campus and community efforts.
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Hazing is considered a misdemeanor of the third degree if the conduct results in, or creates a


http://www.messiah.edu/download/downloads/id/6560/HazingLaw.pdf
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5.) STARTING A NEW CLUB

There is a wide variety of clubsMessiah but if none of them interests you, you may want to
start a new one. Creating a club from scratch can be very challenging. To ensure ss@Geéess,
and OSBprovide this handbook to students to be a foundation needed to organize an effective
club.Messiahstrives for strong, healthy clubs; clubs that can offer the members positive and
meaningful experiences. The following recognition criteria and procedures apply to all clubs
except Club Sports and faitklated clubs, which have additional criteria ane@edures.

The Student Handboadutlines the minimum requirement®r starting a new club. SGA requires
additionalevaluation criteria =« § Eu]v C $Z "Su vsS } C WE ] vS§][-
Student Senate.his handbook goes into further detail for starting and maintairehigibility to
remain aclub andor organization.

All clubs start ag* E  } P v hfter receiving approval from the @urricular Education Council
Recognized Clulysceive privileges, outlineth Sectior6. After 1year ofbeing at and fulfilling
the criteria for a recognized organizatiaecognized organization may apply to chartered status,

v ¢

as space allowsn addition to fulfilling all eligibility criteria in SectionAfter 4 612 (0.00000912 0 612 0-3(c)
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CRITERIA FOR STARTING A NEW CLUB
a. All student organizations must demonstrate support for #ducational mission,
identity, values, outcomes, and Community Covenant of Messiah University. The
Vice President dDrganizationgandDirector of the Office of Student Engagement
shallprimarilyusethesestandard4o s ¢+ $Z % 3$]3]}v]vP }EP v]i §]}v][e
mission, goals, and objectives.
b. Demonstrate novelty and originality in the involvement opportunity offered to the
Messiah University community.
c. Provide evidence for ample student interest in the organization througétiéion
containing fifteen current student signatures.
d. Student organizations must have a wadveloped plan for continued funding.
There are four primary funding sources:
I. Student Government Association (SGA) allocations (only if SGA grants the
organization chartership and the SGA Finance Committee approves the





https://www.messiah.edu/info/21478/clubs_and_organizations/2200/starting_a_new_club_organization
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6.) RECOGNIZED CLS®RGANIZATIONGMSES.2)

Currently enrolled students at Messiah may choose to form a club that shares a common interest
and/or goal. While some clubs have organizational ties to a specific academic department, this
does not supersede or replace recognition. Clubs, while a Urtivelegpartment may support
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f. Administrative support for programming and event planning and execution

g. Opportunity to advertise on campus (official network email account, mass emails,
University website, etc.)

h. Official Messiah University email address.

i. Invitation to Opportunity Fairfor current and/or prospective students

J. Able to fundraise (must be approved)

k. Official listing in University publications and yearbook

PROCEDURES FOR RENEWING STATUS

By April 15 of each year, every student organization will submit an application for renewal to the

Office of Student Engagement, which may reqbiué is not limited to;an annual report

epuu EJIJVP 8Z % E]}E C E[* % EI}PE uu]vPU v u « }( 3Z v A }((]
C EU vC Z VP « 8} 8Z }EP v]l 8]}v[e *SEu SUE }E Co AU v
roster (including fall and/or spring semester meership), and future plans and initiatives. If an
application for renewal has not beesubmitted by the posted deadline, it will be presumed that

the organization is terminated, and the organization will be removed from the roster of recognized
organizations for the upcoming academic year.
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7.) CHARTERED CLUEBSRGANIZATION&MSS.3)

Any Recognized organization President can request a meeting with the Vice President of
Organizations to discuss the chartering process. If a meeting occurgighéresident of
Organizations will ensure the interested organization knows the chartering process as outlined
below.

ELIGIBILITY REQUIREMENTS

To be eligible for chartering, applying student organizations must meet the following criteria:

7 Continued fulfilment of the Recognized organization criteria foungl in

8 Maintain Recognized status for at least one year.

9 Written evidence of regular meetings held at least monthly and a significant level of
student interest as determined by the Vice President of Organizations.

10 Consistent, strong student leadership, including an active organizational student
0 E ] 8 8} 38z }YEP v]i 3}beihg (Ely, & tleasurer)o o

11 Evidence of excellence as a Recognized organization.

In addition to the above eligibility requirements, SGA has also established a formula to determine
if there is capacity for additional chartered organizatiofisere shall be one

(1) Chartered organization for every 60 fiithe students. The Chartered

organization cap equals the total number of enrolled students divided by current

Chartered Organization Ratio (which is 60). In the case of a decimal, the number

always rounds up. No organizations may receive a charter unless space within

that cap exists.

PROCESS FOBTAINING CHARTHRSTATUS

Chartering requires an initial application submitted to the Finance &
Organizations Committee containing documentation of current club leadership, a
petition of thirty current undergraduate student signatures in support of the club,
a letter of recommendation from the club advisor, and any other additional
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Student organizations that were required to seek the approval of a particular office or
department, as part of their recognition, must continue to receive approval from that
office/department as part of their recognition. See secttofor details.

REQUIREMENTS/RESPONSIBILDHEBARTEREETUDENT CLUBS

a.

b.

Completely comply with all SGA financial policies, including wise usage of SGA funds
without material variances from budgeted funding amounts.

Attend mandatory Student Senate meetings through a selected organization
representative. If the delegated representative cannot attend, a proxy must attend
in their place.

Adhere to the Characteristics of all Student Organizations

Regularly and consistently communicate with the Vice President of Organizations
and SGAs necessary.

Provide a report each month on organization operations in a format to be
determined by the Vice President of Organizations.

Submit any proposed organizatikspecific governance changes to the Vice
Presidentof Organizations anBirector of OSE
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g. dju Vv *u%o%}ES }( §Z "Sp vS } C WE ] vS§][e ]v 8§
President of Organizations for programming, event planning, and event
implementation

h. Administrative support for programming and event planning and execution

I.  Opportunity to advertise on campus (official network email account, mass
emails, University website, etc.)

J. Official Messiah University email address.

k. Invitation to Opportunity Fairs for current and/or prospective students

[. Able to fundraise (must be approved)

m. Official listing in University publications and yearbook

LOSS OEHARTERTATUS

All charteredorganizations are subject to review by the Finance & Organizations Committee by the
recommendation of the Student Body President. If the committee determines the organization is
not meeting the expectations outlined previous sectionsr acts contrary to Messiah University
or SGA purposes or policies, the followprgcess are possible as defined in the Governance
Manuat

a. Loss of Charter

b. Probation

c. Suspension

d. Dissolving of Organization

e. Adjusting Executive Organization Status



AMECCIALL .

Student Organization Handbook

16

8.) EXECUTIVELUBS/ORGANIZATIONSMSES.4)

Any Chartered organization President can request a meeting with the Vice
President of Organizations and Student Body President to discuss the process for
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m. Consistent, strong student leadership, including an active organizational student
0 E ] 8 8} 38z }EP v]i s}beihg (Ely., & tleasurer)o o
n. Evidence of excellence as a Recognized organization.

PROCESS FOR OBTAIEXECUTIVETATUS

If a Chartered organization wishes to achieve executive status and meets the previously stated

E <u]E u vSe v (Jvl8]tveU 8Z v 8Z }EP v]l 8§]}v[e O EZ]% *Z
formal notification to the Vice President for Organizationsdoeffall break. The Vice President of

KEP v]l §]}ve «Z oo u 8§ A]J8Z §Z }EP v]i §]}v[s o E+Z])% Vv A %
expectations herein and advise the leadership on potential next steps

After meeting initially with the Vice President of Organizations within the timeframe allowed, the

JEP v]i §]}v[e o E+Z]% *Z 00 A 0}% % E}%}e 0 A %0 JV]vP AZ
executive status. This proposal will be submitted to thee\Heesident of Organizations no later

than the start of Thanksgiving Break. Proposals submitted after this date shall not be considered

until the following fall semester.

The Vice President of Organizations shall in turn circulate the proposal to the following groups:
12 Leadership Council
138Z ~Spu vsS } C WE ] vS§|[- ]Jv 8
14 the Finance & Organizations Committee.

Z PE}u% AlJoo E ]A AN olv . % %o0] 3]}vU u Vv]vP 8Z § §Z C .
recommendations made by either of the other two groups. This action shall be taken no later than
Christmas Break. Upon receiving a proposal within the approptiiaie frame mentioned above,
each group shall evaluate the proposal based on the criteria above and develop a
recommendation for Student Senate (either recommend approval or recommend denial). These
recommendations should be completed no later than thel&yiof the second full week in
February.

Any organizations seeking executive status that have received at least two positive
recommendations from any of the three groups identified will present their application to Student
Senate no later than Spring Break. If two or more groups recommend thatghlication be

denied, then the application will be considered null. In this case, the organization submitting the
proposal may be eligible to apply for executive status the following year.

If the organization does receive the necessary recommendations, Student Senate will receive the
following documents:

15 dz }EP v]i 8]}v[e % %o0] 3]}v (JE A p3]A 3 Spu-

16 > E*Z]% }uv ]Jo[* Z }uu v S]}v

17 dzZ "~Sp vs } C WE& ] vS§|[e ]Jv S[+ & }uu v S]}v

18 dZz &Jvv ~ KEP v]l 8]}ve }uu]d8s [+ E }uu v §]}v
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budgets in the same manner as Chartered organizatamsa line
by-line basis pending the approval of the Vice President of Finance
c. Executive organizations are eligible to carry over their budget of Student Activities
Fees from fall to spring semester
d. Core executive organization leaders receive invitations to the annual Leadership
Retreat, sponsored by the Office of Student Engagement.
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PROCEDURES FOR RENEWING STATUS
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9.) SGABUDGETTINBROCES8GMS§9)

All Chartered and Executive Clubs and Organizations have the privilege to request a budget from
SGA. The procedures arejjuirements are found in Section 9 of the SGA Governance Manual

FORMULA FOR BUDGETTING

The totalamount of thebudgetis based off ofenrolled students on'Snapshot Dayevery
semester. This is calculateding the following formula

# of FUlTime, . _ | TOTAL RESIDENTIAL FEE
Residential Studentl X Full Student Activity Fee| =

# of FulTime Half ofStudent Activity Fed = TOTAL COMMUTER FEE
Commuter Studenty X

_ SUM = Total SGA Budget








mailto:sgatreasurer@messiah.edu
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Studentsmay notbe the sole signatory oocontracts. Messiah does not recognize contracts signed
by students alone as binding. All contracts for any recognized Messiah clubs must be signed by the
advisor for that group or by the Director of OSE.

Storage of products must not infringe upon the reasonable living rights or comfort of others, nor


https://www.messiah.edu/forms/form/625/en/catering_waiver_form
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Verify that the club has registered all campus events and has reserved
the necessary rooms and equipment.

Assist the club in setting realistic goals and obtaining objectives for each
academic semester and/or year.

s/I"KzZ[» Z "WKE*/ />/dz dK d, /E /s/ h >
The advisor of a club should:
Encourage each individual to participate and plan group events.
Seek to assist the students in maintaining a balance between the academic,
cocurricular, and other aspects of student life. Club members meag guidance as
they try to decide to what degree they should participate in activities and/or
events.

Encourage students to challenge themselves and to accept responsibility for their
actions in regards to their conduct and their group efforts.

s/I"KZ[» Z "WKE*/ />/dz dK d, hE/s zZ"/dz
The advisor of a club should:
Guide the club in accordance with the purposes and educational objectives of
Messiah.
Be aware of the handling of the club finances.
Be aware of University policies and procedures.
Examine what their liability is to the club as well as what effect the programming
Vv S1A]18] « }( $Z]* op AlJoo Z A }v §Z hv]A E-]SCX
should prove to be efficient in handling most situations. Should an advisor have
any doubtin their judgment or have questions regarding the liability of a club
event, they should contact the Director of OSE.

Advisors attend training offered by OSE.

s/I"KZ[™ K NZIWA/KE Ks Zs/ t
Have a thorough knowledge of the nature and objectives of the club.
Be enthusiastic about the club and its purpose.
D vS}(E SZ ol [* *SMH VS O E-X
Attend important meetings of the club and/or its committees.
Foster teamwork.

\Y
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or by sending an-enail toroomres@messiah.edwith the following info: Facility requested, dates
requested, time needed to and from, number attending, your name, phone number, mailbox
number, email address, name of event or meeting, set up requirements.

Requests should be submittedveeks in advance of any events on campus.
CLUB EVENTS FORM
Clubs must fill outhe Club Events Form fatl events with the exception of regular weekly

member meetingsAn online form collects the required information needed to help the club
receive the appropriate approvals (found hefgub Events Forn)s

When clubs plan events that include one or more of the following elements at that event: Dance,
Film, Fundraiser, Outside Vendor Sales, Outside Guest Spé&&dgreeds to approve these
elements before the event can be fully approvédorder to receive approval for this elements,
clubs must fill out

1 Special Events Form

2 in addition tothe Club Events Form.

All Club forms can be found on the Club Forms website page:
https://www.messiah.edu/info/21478/clubs_and_organizations/2203/club_forms

EVENT DESCRIPTION

Approximately 610 days prior tacomplexevents, you will receive an Event Description via
Messiahe-mail. Please review the Event Description Form carefully. All details on it pertain to
your event. TheJniversitystaff will prepare the space, per the instructions on the Event
Description Form. Keep a copy of the Event Description Form on file until the event is complete.
Clubs must also maintain shared records for future club leaders to reference.

SUPPORT SERVICES

The following support services are coordinated through the CES:
Campus Events
Audiovisual/sound/tech
Facility Services
Department of Safety

CES does not support the following:
Laptops/projectors/portable sound systems (contact Media Services)
Musical instruments (contact the Music Dept)
ITS support (Contact ITS)


https://dynamicforms.ngwebsolutions.com/Submit/Cosigners?form=24f2d1eb-a016-4f5f-9802-cf78f0284a36&section=409939&token=j2OuZOLobJUgOCzPSQDce6VDDhbslUgto6FuRTc9jl8
https://www.messiah.edu/clubeventsform
https://www.messiah.edu/info/21478/clubs_and_organizations/2203/club_forms
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that these perspectives and expressions must be critically evaluated from a perspective of Christian
faith. Hence, officially recognized clubs are encouraged to invite speakers, artists, and performers
to campus who can foster intellectual, emotional, #pal, or artistic growth for the campus
community. All reasonable points of view may be presented as long as the opportunity for dialogue
exists. While the cultural and educational values of programs are important in determining their
appropriateness for campus presentation,Messiah recognizes the legitimate need for
entertainment and leisure time in campus life. When taken together, speakers, artists, and
performers should offer a balanced and wetinstructed series of events and programs.

The following guidelines apply to student clubs that desire to sponsor speakers, artists, and
performers:
1. The selection of speakers, artists, and performers should be in harmony with the
guidelines for engagement with popular culture maintaineddfyEMore information on
these guidelines can be found at
http://www.messiah.edu/info/20000/about/2210/pop_culture_at messiah

2. Select speakers, artists, and performers for their ability to do one or more of the following in

ways that are consistent with the goals bfessiahand of the sponsoring club: provide

information, stimulate constructive thought, communicate truthfulness, deepen

understanding, sharpen critical judgment, delight their audience, and encourage creativity.

Select programs in a way to both challenge and nurture a dynamic Christian learning

community.

Treat thespeaker, performer, or artist and their views respectfully.

Express disagreement with the presenter or their ideas in an appropriate manner.

Excellence and quality in presentation are expected.

To obtain approval for your guest speaker, fill out @leb Special Events form for your guest

speaker hereSpecial Events Form

8. The advisor of the sponsoring club is responsible for informing the club of these guidelines.
The Director oOSEwill settle all disputes related to speakers, artists, and performers by
sponsored clubs.

w

No ok

Students mayot sign contracts or payment agreementmly employee advisors of clubs
may serve as legal signatories for contracts on behdfessiah


https://www.messiah.edu/clubeventsform
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14.) CLUBSPECIFIC POLICIES AND PROCEDURES

CLUB SPORT POLICIES AND PROCEDURES

Club Sport teams at Messiah are clubs whose members meet regularly to pursue an interest in


http://www.gomessiah.com/



https://www.messiah.edu/info/22948/volunteers
mailto:studentengagement@messiah.edu

AMECCIALL .

\’g'ﬁfv;&'
iy
LY

Student Organization Handbook 39

club will be removed from the list of recognized clubs if the club does not submit the
recognition renewal by the posted deadline.

During the spring semester, studelgiaders of the Club Sport team are required to meet with the
Athletic Director
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X To attend all practices and events at which the advisor or a designated stledetdr is
not present. Each Club Sport teamusthave certified CPR and First Aidined personnel
on site at all times (practices, games, etc.).
o To maintain CPR and First Aid Certification and to respond to injuries according to
the Emergency/Injury Care Guidelines.
X To encourage sportsmanship and Christian character on and off the site of competition.

X To communicate with club officers and the advisor regarding-land shortteam
goals and programming efforts.

Travel and Transportation Policy

1. Messiah encourages all Club Sport teams to use the Messiah fleet when traveling and
follow the Fleet Policy at all times.

2. Students traveling in personal vehicles must complete the Club Transportation
Release form.

3. If a Club Sport team rents vehicles it must be done in the name of Messiah and payment
must be with the Messiah Purchasing Card. Report any damage or accidents to the rental
agency and the Department of Safety.

4. See Appendix Il for Messiah Automobile Insurance: Use of Fleet dpelsonal
Vehicle on University Business or for Univergipproved Activity.

Liability and Medical Insurance Information

Liability Insurance
Messiah maintains liability insurance for all recognized Club Sport teams. Students are responsible
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Certificates of Liability Insurance

Obtain a Certificate of Insurance or Evidence of Insurance by contacting the Office of the Vice President
for Operations. Contractual agreements usually have some form of insurance requirements.

Medical Insurance

All Messiah students must maintain adequate medical insurance coverage. Many students have
coverage through a family insurance plan. Messiah provides a voluntary student health insurance
plan for students that need coverage. The plan covers sickness, accid
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Student leaders, advisors and coaches are encouraged to schedule all Club Sport team activities
so that academic responsibilities will not conflict with Club Sport team activities.

Students should remember that the instructor could use his/her discretion when conflicts occur
regarding individual course regulations about class attendance. It is the prerogative of the
individual instructor to grant makap privileges.

Students are always responsible to communicate with instructors prior to the date and are
always responsible for missed content, etc. Students are to arrange with the instructor any
missed classwork. Instructors are encouraged to contact the Club SposbAdvthere are
guestions or concerns regarding this policy.
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Appendix I: Sample Constitution and Bylaws

For your convenient reference, a suggested format and sample constitution and bylaws have been
%o E % E X dZ e uU%o0 ]* }voC Vv A uU%o0 -3y (}GEBAX SZ MW 3epuee u%
only if you need further assistance, contact the Offic©&E

SUGGESTED FORMAT FOR CONSTITUTION

PREAMBLE

ARTICLE I NAME & PURPOSE

ARTICLE 1l MEMBERSHIP

ARTICLE 1. QUORUM

ARTICLE IV. OFFICERS, QUALIFICATIONS & DUTIES
ARTICLE V. ELECTIONS OF OFFICERS
ARTICLE VL. IMPEACHMENT AND VACANCIES
ARTICLE VII. FACULTY/STAFF ADVISOR
ARTICLE VI DUES

ARTICLE IX. MEETING

ARTICLE X. COMMITTEES

ARTICLE  XI. RULES OF ORDER

ARTICLE XII. BYLAWS AND AMENDMEN

ARTICLE XII. RATIFICATIO



AMECCIALL .

A UNIY,
iy
A - -

Student Organization Handbook 45

SAMPLE CONSTITUTION
CONSTITUTION FOR (NAMEIQIB)

At MessiahUniversity

PREAMBLE
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ARTICLE V. ELECTIONS OF OFFICERS
(List the term of office, nomination, vote counting, installation, and special election processes.)

Section AThe term of office shall befe year, one semester, etbgginning on and
ending on

Section BNominations shall take place oddy of election, the week of, month preceding
election, etc.)

Section CVotes shall be counted kgpdvisor suggested)

Section Dlnstallation of new officers shall take placeeek of month, semester)

Section ESpecial elections shall be held if a vacancy occurs. The elections should occur within

(days, weeksdf vacancy. Members shall be notified iy notified and how much advance
viSI(] S8]1}vY%Z}v U u ]JoU u ]JoU JE 3§ }vS SU § X

ARTICLE VI. IMPEACHMENT AND VACANCIES

The process of impeachment of an officer, committee chairs, and filling vacancies should be stated.

Section Almpeachment of Officers

1. Any member of the club may bring charges against an officer. It will take a unanimous
vote of the executive committee, excluding the accused officer, to impeach.

2. The impeachment officer shall then be provided due opportunities for
defense. Suggested two weeks preparation.)
3. A 2/3 vote of the voting body is then required to effect the resignation of the officer.

Section BFilling Vacancies

1. Allvacancies in elected positions shall be filled for the remainder of the expired term.

2. If one or more officers are unable to assume or continue with their duties, the remaining
officers shall hold a special election to fill those vacancies under the guidelines for elections
in this document. In the event that such an election cannot be hatldin a reasonable
amount of time due to théJniversitynot being in session, the remaining officers shall
appoint the replacement with the advice and counsel of the advisor.
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ARTICLE VII. ADVISOR

State the procedure for selecting an advisor. Duties and responsibilities should be included.

The group shall have an advisor who is interested in the purpose of and gives counsel to the club.
The advisor must be a fillne employee at Messiabiniversity The advisor is selected or
%0 %0}]vS }v v vvp o ] C SZ ui}lE&]SC }(SZ opg [PV EO0uU.L
serves as an ex officio member and does not vote. The advisor responsibilities include the
following:

1. To have a thorough knowledge of the nature and objectives of the club.
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Section BDues shall be set at the beginning of each academic year by recommendation of the
officers and vote by the voting body.

SectionC. o]Jv<p vS u u E*Z]% Hn Y
Section DIf the club becomes inactive or folds, the remaining funds in the account will be

v & §}YX
ARTICLE IX. M.4176>-7<01 Me
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ARTICLE II. MEETINGS
Section A.General membership meetings will be hedgpécify date, time, etc.)
Section BOfficers will meetgpecify time, day, etc.)
ARTICLE Ill. COMMITTEES
Section A.Ad Hoc Committee
Section B.The purposes of the ad hoc committees are the following:
ARTICLE IV. AMENDEMENTS TO BYLAWS

Section AAny member in good standing may present amendments to the Bylaws.

Section BAmendments to the Bylaws shall be adopted by a (2/3, %, majority, etc.) vote of the
voting body. 2/3 suggested)
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Vehicular travel to Canada requires proof of insurance. Travel to Mexico also requires a

special policy. Contact should be made to the office of the Vice President for Operations
if traveling to these destinations.

All motor vehicle accidents and/or damage tdniversityowned/leased and rentals must
be reported to the Department of Safety immediately and Vice President for Operations.
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Appendix 1V: Volunteer Packet

The Volunteer Assignments & Procedures packieicated for download on the HR & Compliance
website:

https://www.messiah.edu/download/downloads/id/4719/Volunteer Packet.pdf
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