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CONSTITUTION
(Revised MM/DD/YYYY)

Article A-1: Name
· Section 1: Full Name — The name of this organization shall be the ROA Department of ________________________, and is a subordinate group of the Reserve Organization of America. 
· Section 2: Short Reference — The ROA Department of ___________ may be referred to in this constitution or in the bylaws as the "Department” or “___(if Department as an acronym)." 

Article A-2: Purposes
The purposes of the Department are to support and promote the purposes of the National Association, which are to support and promote the development and execution of a military policy for the United States that will provide adequate national security.

Article A-3: Membership Eligibility
· Section 1: Membership Types and Categories — Membership in the Association is as set forth in the ROA National Constitution.

Article A-4: Organization
· Section 1: Chapters — The Department may be organized into chapters. 

Article A-5: Annual Meetings
· Section 1: Time and Place — Annual meetings shall be held at times and places and under such circumstances as are determined by the Department Executive Committee. 
· Section 2: Notification — Members must be notified of the meeting time and place no less than 30 days prior to the annual meeting. 
· Section 3: Voting — Each active member of the Department who is present for the meeting, has one vote in the conduct of official business of that Department.

Article A-6: Officers
· Section 1: Elected Officers
(a) Officers — The elected officers of the Department are a president, president-elect, immediate past president, secretary, treasurer, and national councilman.  
(b) Term of Office — The term of office for the elected officers is two years, except for the president elect. The term of office of the president elect is one year. 
· Section 2: Election of Officers
(a) Elective Officers — The Department shall elect all the elective officers to hold office until their successors are duly elected and qualified.
(b) President — The president shall be elected by the members of the Department the year before that individual is to take office as president. That individual shall be designated as the president-elect until assuming the office of president at the conclusion of the next convention. If a president-elect is unable or unwilling to take office, a president shall be elected by the members of the Department for the term that the president-elect would have taken office and a president shall be elected to take office the following year. The president-elect may hold another office while serving as president elect. 
· Section 4: Eligibility — The president, president-elect, secretary, treasurer, and national councilman shall be Regular members in good standing. 
· Section 5: Appointed Officers — The appointed officers of the Department shall consist of the following:
(a) Editor and Webmaster — An editor and a webmaster may be nominated by the president and appointed by the Executive Committee.
(b) Any additional appointments and qualifications …

Article A-7: Executive Committee
· Section 1: Authority — The Executive Committee is the governing body of the Department.
· Section 2: Membership — The Executive Committee consists of the president, president-elect, the last past president, secretary, treasurer, and national councilman. Each of these individuals, except the president-elect, has one vote on each matter decided by the committee.
· Section 3: Vacancies 
(a) Executive Committee — In the event of the death, inability to serve or resignation of any member of the Executive Committee, other than the immediate past president or the president, the vacancy shall be filled by the Executive Committee. An individual appointed to fill a vacancy serves until the next Department convention when the individual's successor shall be elected for the unexpired term, if any, caused by the vacancy. 
(b) Immediate Past President — The vacancy of the last past president shall be filled by the most recent past president who is willing and able to serve until the next president is sworn into office.

Article A-8: Finance
· Section 1: Annual Reporting — The Department shall submit an annual financial report to National Headquarters in accordance with the National constitution. 
· Section 2: Revenue Sources — The revenue of the Department shall be derived from National rebates and from such other sources as may be approved by the Executive Committee.

Article A-9: Amendment, Constitution and Bylaws
· Section 2: Constitution — This constitution may be amended by either:
(a) Annual Meeting – An affirmative vote by three-fourths of allowed votes.
(b) Ballot – An affirmative vote by three-fourths of the unique votes received.
· Section 3: Bylaws — These bylaws may be amended by either:
(a) Annual Meeting – An affirmative vote by a majority of allowed votes.
(b) Ballot – An affirmative vote by a majority of the unique votes received.
· Section 4: Editorial Changes — The secretary shall be responsible for editing the constitution and bylaws as to styling and for making all necessary changes to conform the rest of the document to amendments made. 
(a) Judge Advocate Approval – In accordance with national bylaws, amendments to or revisions of Department constitutions and bylaws shall be submitted to the national judge advocate for approval.
(b) Department Executive Committee Approval – These changes must be approved by the Executive Committee prior to publication.

Article A-10: Legal and Financial Outside Obligations
The Department may not and shall not be legally or financially obligated, either directly or by implication, by any chapter or any other entity or person without the specific authorization of the Department Executive Committee.



BYLAWS
(Revised MM/DD/YYYY)

Article B-1: Membership
· Section 1: Affiliation — Any member may transfer to another chapter and corresponding Department.
· Section 2: Discipline — If misconduct is suspected, allegations should be brought to the attention of the National Executive Committee that a member has committed misconduct. Charges may be based upon one or more of the following grounds: treason, dereliction of duty, actions or behavior in any capacity which, in dishonoring or disgracing the person, seriously compromises the person’s standing in the community, a lack of which is indicated by acts of dishonesty, unfair dealing, indecency, indecorum, lawlessness, injustice, abandonment or cruelty. The National Executive Committee shall be the judge of the Association's membership, subject to the restrictions of the national constitution and bylaws.
· Section 3: Dues — In accordance with the national bylaws, Departments may levy and collect dues from Regular members apart from, and in addition to, the dues provided to national headquarters. Life members shall be exempt from payment of dues. The collection of dues by chapters shall be within Departmental guidelines. 

Article B-2: Chapters
· Section 1: Chapter Financial Support —The Department shall provide financial support to chapters through rebates, incentives and/or other programs. Policy for rebates shall be set by the Department Annual Meeting. Percent of votes necessary shall be the same as for amendments to the bylaws.
· Section 2: Chapter Organization — Ten or more Regular members or persons eligible to become Regular members may petition the Department within which the proposed chapter will be located, for a chapter charter. The petition shall be accompanied by a copy of the proposed chapter constitution and bylaws and membership applications of those petitioners who are not members. Virtual chapters may be recognized.
· Section 3: Chapter Charter — Upon approval of the proposed chapter constitution and bylaws by the Department executive committee, a charter shall be issued by the National Association. 
· Section 4: Chapter Administration 
1. Voting — Each active member of a chapter has one vote in the conduct of official business during chapter meetings.
Chapter Oversight – The Department is responsible for maintaining its chapters and ensuring they are in compliance with all Department, national, and IRS requirements.
· Section 5: Charter Suspension — Any chapter charter may be suspended by the Department for violation of the Department or National constitution or bylaws or of any provision of its charter, or for failure to function properly. Notice in writing clearly setting forth the alleged violation shall be sent to the chapter secretary at least 30 days prior to the proposed suspension. The notice shall provide an opportunity for the chapter to be heard by the Department Executive Committee. The Department Executive Committee may reinstate a suspended charter when the cause for suspension has been removed. 
· Section 6: Books, Records, Funds; Surrender — A chapter whose charter has been revoked shall immediately surrender its books, records and funds to the Department. 
· Section 7: Required Reports — Each chapter and structural entity shall send reports to the Department secretary and National Headquarters. 
1. Election of Officers 
Financial 
Internal Revenue Service
Minutes of Chapter Meetings

Article B-3: Duties of Officers
· Section 1: President
1. Authority — The president shall lead the Department on all matters pertaining to its affairs with particular attention to matters of national security policy.
Presiding Officer — The president shall preside at Department and Executive Committee meetings.
Responsibilities — The president of the Department shall be the chair of the Department and enforce the constitution and bylaws, carry out Department mandates and policies, delegate as appropriate and perform other duties incident to the office as directed by the membership.
Appointments — The president may appoint individuals to the following positions, including but not limited to the chaplain, editor, and webmaster, with advice and consent of the Executive Committee. 
· Section 2: President Elect — The president-elect shall attend all meetings of the Executive Committee and perform such duties as directed by the President.
· Section 3: Immediate Past President — The Immediate Past-President shall advise the president and perform such other duties as the president may direct.   
· Section 4: Secretary — The secretary shall attend to all Department correspondence, take minutes of all Department and Executive Committee meetings, maintain all records/files of the Department, and perform such other duties as are usually incident of the office/offices.
· Section 5: Treasurer — The treasurer shall be act as custodian of all funds and securities of the Department and shall keep regular accounts thereof; provide monthly financial reports to the Executive Committee; submit an annual financial report to National Headquarters; and perform such other duties as are usually incident of the office/offices.

Article B-4: Executive Committee
· Section 1: Meetings — The Executive Committee shall convene at least twice each year of the current president, upon call of the president, or pursuant to a vote of a majority of the voting members of the Executive Committee, as required to conduct the business of the Department. At least a 15-day notice of any meeting shall be given to each member of the Executive Committee.
· Section 2: Quorum — A quorum of a meeting of the Executive Committee shall exist when a majority of the existing voting members are present. 
· Section 3: Mail or Electronic Ballot — Proposals may be voted on by mail or electronic means by the existing members of the Executive Committee. 
· Section 4: Annual Budget — The Executive Committee shall adopt an annual budget. After the annual budget is adopted by the Executive Committee, a three-fourths affirmative vote by the Executive Committee shall be required for any increase to the total adopted annual budget. No officer or employee of this Department is authorized to order the expenditure of or to spend money in excess of the total adopted annual budget without prior approval by the Executive Committee.

Article B-5: Committees
· Section 1: Standing Committees — There shall be the following standing committees which shall act in an advisory capacity to the Executive Committee and the president.
1. Name of your committee 
1. Duties and Responsibilities — The XXXXX Committee shall …….
2. Composition — The XXXXX Committee shall consist of six members. Members shall serve for staggered terms of two years. 
· Section 2: Appointments and Service Representation 
1. President's Authority, Ratification
1. Chairmen — The president shall appoint the chairmen of all standing committees annually. 
2. Ratification — All committee appointments will be made with the advice and consent of the Executive Committee. 
· Section 3: Special Committees — The president has the authority to appoint temporary committees to carry out specific tasks. These committees will be disbanded upon completion of the task. 

Article B-6: Rules of Procedure
The proceedings and deliberations of the Department shall be governed by rules adopted and amended from time to time. All matters not governed by those rules shall be governed by the most current edition of Robert’s Rules of Order Newly Revised. 

EXECUTIVE COMMITTEE STANDING POLICIES
(Revised DD/MM/YYYY)


Policy E-1: Awards 
· Section 1: Approval Required – The Executive Committee’s approval will be required for presentation of the following ROA Awards:
1. Nomination of Brigade of Volunteers
1. List any Department specific awards

Policy E-2: Budget and Finance
· Section 1: Banking – The Department shall maintain a minimum of two authorized signatures for all banking accounts. One authorized signature shall be the treasurer. The other shall be members of the Executive Committee.
· Section 4: Committee Funding – Only when specifically authorized in writing by the president shall expenditures be provided for any committee not specifically funded in the budget process for the fiscal year concerned.
· Section 7: Fiscal Year – In accordance with National requirements, the fiscal year of the Department shall begin each year on the first day of April.
· Section 10: Major Decision Items and Financial Commitments 
1. The Executive Committee shall approve an annual operating budget for the fiscal year that will project income and expenses and will provide for programs and support services as outlined in the work plan for the year. The Executive Committee will approve the annual budget prior to the start of the fiscal year.
When deemed necessary, the Executive Committee shall revise the budget to fund additional services or make allowances for other unbudgeted revenues or expenses.
· Section 13: Reimbursement of Members’ Expenses
1. General Guidelines
Duties in Support of ROA – Activities for which expenses may be reimbursed include those that manage the assets and resources of the Department, improve membership acquisition and retention, or directly or indirectly advance the purpose of the Association to ensure an adequate national security.
Actual Expenses — Only actual out-of-pocket expenses are subject to reimbursement. 
Double Reimbursement — In no case may an individual be reimbursed by the Department for expenses that are or will be reimbursed by any other organization.

Policy E-3: Obligating the Department 
For a contract to have validity and enforceability, it must be signed by a person with specific authority to sign on behalf of the Department. Without expressed approval of the Executive Committee, only the president and secretary are authorized to sign contracts on behalf of the Department.

DEPARTMENT REBATE POLICY

DEPARTMENT REBATE POLICY
(Revised DD/MM/YYYY)

Policy D-1: Department Rebate Policy
· Section 1: Remittance – The Department shall remit 20 percent of all rebates received by national to the members’ respective chapter. If the member is a Department member-at-large and does not affiliate with a chapter, the rebate will be retained by the Department.
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