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Bylaws
ARTICLE I – Name of Chapter and Purpose of Bylaws

The society is the "Sigma Zeta Chapter of Sigma Iota Epsilon" and is hereinafter referred to as “the Chapter."  These Chapter Bylaws describe how the Chapter’s Constitution shall be applied and establish rules and procedures for the Chapter’s operations within the limits set forth by the Chapter’s Constitution.

ARTICLE II – Relationship of Bylaws to Constitution

These Bylaws are not a restatement of the Chapter’s Constitution, but are an interpretation and amplification thereof.  The provisions of the Constitution shall be applied literally to all matters not covered by these Bylaws.

ARTICLE III – Officers and Terms of Office

A. Elected Officers of the Chapter

1. Elected Officers of the Chapter will consist of:

· President

· Vice President – Programs

· Vice President – Finance

· Vice President – Information Services

· Vice President – Marketing & Communications

· Vice President – Membership

· Secretary 

2. Officer Election and Installation

Officers shall be elected and installed at the start of each term as vacancies occur. After serving a one (1) year term, officers are eligible to be re-elected. 

3. The Chapter’s Board of Directors

The elected officers are referred to as "the Chapter Board of Directors."  The Chapter President shall serve as Chair of the Chapter Board of Directors.

4. Vacancy in the President’s Position

If the President’s office becomes vacant, the Vice President – Programs shall become the Interim President until such time as an appointed President can be confirmed by a majority vote of the Board of Directors.  The Chapter Board of Directors shall appoint a qualified replacement to serve the remainder of the President's term as soon as is reasonably possible.

5. Vacancy In Other Officer’s Positions

If the office of any officer other than the President becomes vacant, the President shall appoint a Chapter member to an Interim Officer position until such time as the Chapter’s Board of Directors shall appoint a qualified replacement to serve the remainder of the Officer’s term.

ARTICLE IV – Officers’ Responsibilities and Duties

6. Approval of Responsibilities

Responsibilities and minimum required duties of the elected Chapter Officers are subject to the approval of the majority of the members of the Chapter’s Board of Directors and shall be as follows:

7. Responsibilities of the President

The President and Chair of the Board of Directors in concert with the other Officers and the general membership shall:

a. Plan and preside at all formal meetings and functions of the chapter;

b. Represent SIE at all inter-organizational student functions at the host institution;

c. Develop, initiate and oversee annual operating plans in concert with the faculty advisor;

d. Work in concert with the faculty advisor and other chapter officers to regularly recruit and initiate new members;

e. Conceptualize, develop, and conduct joint programs with other student organizations or nearby SIE chapters;

f. Ensure that all SIE National Office materials and relevant information from the host institution are distributed to the chapter membership;

g. Submit reports to the national SIE office as required by the SIE National Constitution and Bylaws;

h. Solicit nominations for the awards program;

i. Train the chapter vice presidents to take over the reins of leadership should the President be unable to finish the term of office or perform the functions expected of the office;

j. Develop an adequate annual budget in concert with the faculty advisor and chapter Vice President – Finance;

k. As Chief Operating Officer of the Chapter and as ex-officio member of all committees, shall direct the activities of the other Board members in accordance with the purposes of the Chapter as described in the Chapter’s Constitution and Bylaws subject to the approval of the majority of the Chapter Board of Directors;

l. Have full voting rights with one (1) vote on the Chapter Board of Directors; 

m. Carry out special duties as Chair of the Board of Directors:

i. To call and preside over all Chapter Board of Directors Meetings;

ii. To call meetings and notify membership of location, date and time of the special meetings not less than seven (7) days before the meetings are held;

iii. To appoint qualified members to fill vacant Officer positions, subject to the approval of the Chapter Board of Directors;

iv. To act as liaison for special events as requested by the Chapter Board of Directors;

v. To promote corporate contributions and corporate relations for the chapter;

vi. To provide chapter interface with general public when needed; and 

vii. To turn over all records to a successor in a timely manner.

8. Responsibilities of the Vice President (VP) Programs 

The VP Programs in concert with the other Officers and the general membership shall:

a. Plan and supervise preparation for the Chapter’s general membership meetings and any special events approved by the Chapter Board of Directors in accordance with the purposes of the Chapter and its Constitution and Bylaws and subject to the approval of the majority of the Chapter Board of Directors;

b. Assume the office of the President, if it becomes vacant, until the Chapter Board of Directors appoints a replacement to serve the remainder of the President's term;

c. Chair the Chapter Board of Directors meeting in the absence of the President;

d. Prepare an annual Plan for Chapter Programs and submit that plan to the Chapter President and Board of Directors for approval;

e. Assemble and publish a rolling twelve-month events calendar each term;

f. Establish committees as necessary to direct activities including but not limited to program speakers, audio visual equipment, Board of Director and membership meeting rooms, and photography;

g. Advise the VP Finance of all financial commitments prior to actual expenditure; 

h. Prepare and submit reports specified by the Chapter President;

i. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

j. Turn over all records to a successor in a timely manner.

9. Responsibilities of the Vice President (VP) Finance

The VP Finance in concert with the other Officers and the general membership shall:

a. Maintain and present all financial records required for Chapter operations in accordance with the purposes of the Chapter and its Constitution and Bylaws and subject to the approval of the majority of the members of the Chapter Board of Directors;

b. Coordinate collection and disbursement of Chapter funds in accordance with generally accepted accounting practices;

c. Arrange for the establishment of all chapter bank and investment accounts which have authorizing signatures on file;

d. Maintain detailed records and reconcile all financial activities of the Chapter;

e. Prepare the annual budget for approval by the Chapter Board of Directors to be updated and reconciled at the beginning of each term;

f. Prepare periodic financial statements for presentation to the Chapter President and Board of Directors;

g. Assist the Chapter President with preparation of reports required for submission to the national office of SIE;

h. Apply for any identification numbers or permits required for the operations of the Chapter;

i. Oversee the Chapter’s compliance with all federal and state tax requirements;

j. Prepare and submit reports specified by the Chapter President;

k. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

l. Turn over all records to a successor in a timely manner.

10. Responsibilities of the Vice President (VP) Information Services

The VP Information Services in concert with the other Officers and the general membership shall:

a. Oversee all information service needs of the Chapter in accordance with the purposes of the Chapter and its Constitution and Bylaws subject to the approval of the majority of the Chapter Board of Directors;

b. Establish and maintain a current Chapter membership list and database;

c. Coordinate with the University of Dallas any computing and information services needs of the Chapter;

d. Develop and maintain chapter website

e. Present information services status and trends to the Chapter President and Board of Directors;

f. Prepare and submit reports specified by the President;

g. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

h. Turn over all records to a successor in a timely manner.

11. Responsibilities of the Vice President (VP) Marketing and Communications

The VP Marketing and Communications in concert with the other Officers and the general membership shall:

a. Prepare an annual Chapter Marketing and Communications Plan and submit that plan to the Chapter President and Board of Directors for approval;

b. Increase member and public awareness of activities of SIE;

c. Act as liaisons to other Committees to market programs and write articles for SIE newsletters and press articles;

d. Oversee the publication and distribution of the chapter’s newsletter and any other chapter publications approved by the Chapter Board of Directors;

e. Advise the VP Finance of all financial commitments prior to actual expenditures; 

f. Prepare and submit reports specified by the Chapter President;

g. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

h. Turn over all records to a successor in a timely manner.

12. Responsibilities of the Vice President (VP) Membership

The VP Membership in concert with the other Officers and the general membership shall:

a. Have direct responsibility for general membership issues in accordance with the purposes of the Chapter and its Constitution and Bylaws subject to the approval of the majority of the Chapter Board of Directors;

b. Actively promote new Chapter memberships;

c. Coordinate SIE responsibilities at University of Dallas career fair;

d. Facilitate the processing and submission of application forms to the national office of SIE;

e. Develop and conduct an annual member needs assessment survey;

f. Present membership status and trends to the Chapter President and Board of Directors;

g. Prepare and submit reports specified by the President;

h. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

i. Turn over all records to a successor in a timely manner.

13. Responsibilities of the Secretary

The Secretary in concert with the other Officers and the general membership shall:

a. Oversee all information service needs of the Chapter in accordance with the purposes of the Chapter and its Constitution and Bylaws subject to the approval of the majority of the Chapter Board of Directors;

b. Record minutes of all meetings;

c. Prepare and forward correspondence;

d. Assist in preparation of required reports to the SIE National Office and host institution and forward if necessary;

e. Assist in maintaining an accessible chapter filing system comprised of current membership data, alumni data, past correspondence, suspense items, and National Office materials; 

f. Assist in maintaining, publishing and distributing the chapter's calendar of events;

g. Prepare and submit reports specified by the President;

h. Have full voting rights with one (1) vote on the Chapter Board of Directors; and

i. Turn over all records to a successor in a timely manner.

ARTICLE V – Amendments

Provisions of these Bylaws may be amended by a two-thirds (2/3) majority of the Chapter’s Board of Directors.  


Amendments to these Bylaws shall in a timely manner be made available to the general membership through posting to the Chapter’s website and shall be described to the general membership at first available general membership meeting.

Amendments to these Bylaws shall be forwarded to the national office of SIE in a timely manner.

ARTICLE VI – Membership Dues

Membership dues shall be assessed in accordance with the membership invitation letter. 
ARTICLE VII – Meetings

Chapter general membership meetings shall be held not less than one (1) time per term on a date and at a place designated by the Chapter’s Board of Directors.  The Chapter’s Board of Directors shall notify the general membership of location, date and time of the general membership meetings not less than seven (7) days before the general membership meetings are held.

Special meetings may be called by the President or by the majority of the Chapter’s Board of Directors.  At special meetings, only announced business may be conducted.  The President or the Chapter’s Board of Directors shall notify the general membership of location, date and time of the special meetings not less than seven (7) days before the special meetings are held.

Board of Directors meetings shall be held not less than one (1) time per term on a date and at a place designated by the Chapter’s Board of Directors.  A quorum for Board of Directors meetings shall be 50% of the Chapter Officers.
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