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Article I: Name and Type
The name and type of this organization at Iowa State University shall be Phi Chapter of Delta Sigma Theta Sorority, Inc.; hereafter referred to as Phi Chapter.
Article II: Affiliations

Section A.

Phi Chapter shall hereby be bound by the constitution and directives of Delta Sigma Theta Sorority, Inc.  Phi Chapter will adhere to all national policies and by-laws handed down by the National Executive Committee.

Section B.

Phi Chapter shall comply with all Iowa State University policies and procedures, including but not limited to, those policies set forth in the Student Rights and Responsibilities Handbook, the Student Organization Handbook, as well as local, state, and federal laws.
Article III: Chapter Structure
Section A.
The Executive Committee is composed of the elected officers, appointed officers and committee chairs for the chapter as delineated in the chapter’s Policies and Procedures. 
Section B.
The Phi Chapter Executive Board shall consist of a President, Vice President, Secretary(ies), Treasurer, and Parliamentarian.
Section C.
The general body shall consist of members.  Members are defined as women who have been duly initiated into Delta Sigma Theta Sorority, Inc, who have paid their dues to Grand Chapter and to Phi Chapter and who and have a 2.75 cumulative grade point average.
Article IV: Chapter Officers
Section A. 
The elected officers shall be the President, Vice President, Treasurer, Recording Secretary, Corresponding Secretary, and Financial Secretary.
Section B.
The elected positions shall be the Chair of the Nominating Committee and Chair of the Elections Committee.
Article V: Duties of the Officers
Section A.
1.  President

It shall be the duty of the President to provide leadership and administration guidance to the structure and programming of Delta Sigma Theta Sorority, Inc. She shall:

a. preside at all meetings;

b. communicate with Grand Chapter and National Headquarters;

c. distribute and interpret materials from Grand Chapter and National Headquarters;

d. coordinate activities of the chapter;

e. appoint all committee chairpersons (except Nominating and Membership)
f. enforce observance of Grand Chapter Constitution and Bylaws and the Phi Chapter Rules of Order and Policies and Procedures;

g. call special meetings;

h. serve as chair of the executive board and prepare the executive board agenda;

i. serve as an ex officio member of all committees excluding the Nominating and Elections Committees;

j. sign all binding documents and/or contracts;

k. serve as “exchequer of finances”;

l. recommend to the Executive Board the removal of any elected or appointed officer who fails to perform duties of her office;

m. be the spokesperson for the chapter;

n. serve as an Ex-officio member of the board of directors of any related organization of the chapter;

o. authorize by her signature, when necessary, all orders and proceedings of the chapter;

p. be responsible for taking all action required by Grand Chapter and filing all reports required by Grand Chapter;

q. perform all other duties as provided by the current edition of Robert’s Rules of Order Newly Revised.

2.  Vice President

It shall be the duty of the Vice President to:

a. assist with the development and implementation of reclamation programs and activities;

b. coordinate the chapter’s programming and serve as Chair of Program Planning and Development Committee.

c. perform all the duties of the office of Chapter President in the absence, incapacitation, or at the request of the Chapter President.
3. Secretary(ies)
Recording Secretary

It shall be the duty of the Recording Secretary to:

a. keep accurate records for the chapter;

b. take the minutes of all regular, executive and special meetings;

c. provide written copies of the minutes at all regular, executive and special meetings;

d. record all votes.
e. receive written or in electronic correspondences, reports, etc., for inclusion in the Executive Board or chapter business meeting minutes. All such information may be submitted, by the chair, prior to the meeting, but not later than 7 calendar days following the meeting in which the information was reported. 

Corresponding Secretary

It shall be the duty of the Corresponding Secretary to:

a. check the post office box on a regular basis;

b. inform and make available all correspondence to members of the Executive Board at each Executive Board meeting and to the members of the chapter at each general meeting;

c. maintain files of correspondence;

d. notify members of all meetings;

e. write and send all chapters correspondence

f. prepare and send chapter newsletter via mail and other forms of distribution.
g. prepare and maintain a hard copy and an electronic directory of all members. 
h. maintain the official chapter mailing list and mailing labels and provide mailing labels to committees as required. 
i. order and maintain an adequate supply of official chapter letterhead stationery. 

j. ensure that the Chapter’s address shall appear on all official Chapter documents (e.g., stationery, vouchers, checks, brochures, advertisements).
Financial Secretary

It shall be the duty of the Financial Secretary to:

a. keep the official record of all income and disbursements;

b. serve as one of the authorizers for expenditures;

c. submit all monies to the Treasurer to ensure that the 48 hour deposit (or two business days) requirement is met;
d. issue official receipts for income;

e. serve as a member of the Budget & Finance committee;

f. use a voucher system to request disbursement of funds;

g. prepare a roster of Chapter members;

h. attend finance training workshops.

4.  Treasurer

      It shall be the duty of the Treasurer to:

a. keep the official financial records of the Chapter;
b. provide a written report of the Chapter’s income and disbursements monthly to all chapter members;

c. keep actual records of income, disbursements and summary ledgers on a monthly basis.  

d. prepare and submit annual fiscal reports by the established due dates;

e. deposit income received from the Financial Secretary within 48 hours (or two business days) of receipt;

f. mail Grand Chapter funds within 30 days of receipt;

g. make disbursements upon written authorization as directed in the local Policies & Procedures (ensure all checks have two signatures);

h. sign all checks except her own;

i. must use a voucher system to request disbursement of funds;

j. reconcile all accounts on a monthly basis;

k. ensure books are audited in accordance with current internal audit guidelines;

l. serve as Chair of the Budget & Finance Committee;

m. present the annual operating budget for the ensuing fiscal year that was prepared by the Budget & Finance Committee to the chapter for approval by the established deadline as stated in the local Policies and Procedures; 

n. monitor expenditures of the chapter budget; and

o. attend finance training workshops.

Section B.
Elected positions shall include Chairs of the Nominating and Elections Committees.
Duties

1. Nominating Committee – see duties under Standing Committees.
2. Elections Committee – see duties under Standing Committees.
Section C.
Members seeking an elected position must be a member of the general assembly with Phi Chapter for the fiscal year the election takes place and during her term(s) of office.
Section D.
1. If the President resigns or is unable to fulfill the duties of the office, the Vice President will assume the responsibilities of the office and conduct the business of the chapter until a new president is elected.  Nominations for the president position will take place at the next scheduled chapter meeting with elections to be held at the following meeting. 

2. If any position becomes vacant, the President shall appoint someone to perform the duties of that office until the next scheduled chapter meeting where nominations for the vacant office will be taken and elections will be held.    

Article VI: Committees Duties, Responsibilities and Membership Composition
Section A.
COMMITTEE CHAIR RESPONSIBILITIES 
It shall be the responsibility of the Committee Chair to: 

1. approve all plans of the program of work for the committee. 

2. coordinate the integration of activities proposed by the committee. 

3. develop a budget for committee program(s) and submit to Chapter for approval.  Submit an expense report to chapter detailing expenditures for committee activities. 

4. assist with the development of programs planned by the committee. 

5. ensure that all reports due from the committee are prepared and submitted to the chapter. 

6. attend meetings of the Executive Board. NOTE: If the Committee Chair cannot attend, a representative from the committee shall attend. 

7. foster interaction and communication between the members of the committee. 

8. recommend the addition or deletion of committees or functions of committees. 

9. present a report of the committee’s activities to the Executive Board and Chapter. 

10. submit an annual status report of collective activities of the committee. 

11. represent the Chapter at meetings of other organizations, at the direction of the President, or by direction of the Chapter. 

12. approve and sign all vouchers for committee expenditures. 

EXECUTIVE COMMITTEE 
It shall be the responsibility of the Executive Committee to: 

1. direct the activities of the Chapter. 

2. recommend programs, projects, and cooperative relations activities to the Executive Board. 

3. serve as the Chapter’s primary liaison with Grand Chapter, other chapters of the sorority, and other organizations. 

4. act on behalf of the Chapter when the Executive Board is not in session. 

BUDGET AND FINANCE COMMITTEE 
The Budget and Finance Committee shall consist of the President, Treasurer, Financial Secretary, Assistant Financial Secretary, Vice- President, and one member appointed by the President.  It shall be the responsibility of the Budget and Finance Committee to: 
1. ensure that the Chapter has efficient and effective financial policies, procedures, and systems. 

2. review the Chapter budgets quarterly, i.e., October, January, and April and present it to the Executive Board. 

3. manage the Chapter budget and finance objectives, general financial operating procedures, and receipts and disbursements. 

4. prepare the annual budget for Chapter operations. 

5. achieve full financial accountability with Grand Chapter. 

6. determine the effect of existing and newly implemented federal and state tax laws on Chapter fundraising activities. 

7. determine the most efficient method of achieving Chapter financial stability. 

8. increase the knowledge of members on financial procedures and matters. 
NOMINATING COMMITTEE

It shall be the duty of the Nominating Committee to:

1. announce nominations at the chapter meetings. 

2. inform chapter of nomination guidelines including informing members that nominations can be made even if nominee is absent. 

3. inform president of acceptance/denial prior to next chapter meeting.

4. ensure that nominees are aware that they must present their platform to chapter at the second to last chapter meeting.

PROGRAM PLANNING AND DEVELOPMENT (PP&D) COMMITTEE 
It shall be the responsibility of the Program Planning and Development (PP&D) Committee to: 

1. plan and implement the Chapter’s existing or proposed new programs under Delta’s FIVE POINT PROGRAM THRUST. 

2. the committee shall assist the chapter in evaluating projects and programs so that the chapter members can decide whether to continue the project as it is currently planned and operating or modify or eliminate consistent with its purposes, interests and resources. 

3. develop and direct the implementation of the Chapter’s long-range plan for growth and development. 

Section B.
Special and Adhoc Committees are any committees created and appointed by the President based on the needs of the chapter (i.e. Elections, Peppermint Pageant, International Day of Service, etc.).  The President

shall appoint all committee chairs.
SPECIAL & ADHOC COMMITTEE CHAIR RESPONSIBILITIES 
It shall be the responsibility of the Committee Chair to: 

1. approve all plans of the program of work for the committee. 

2. coordinate the integration of activities proposed by the committee. 

3. develop a budget for committee program(s) and submit to the Chapter for approval.  
4. submit an expense report to the Chapter detailing expenditures for committee activities. 
5. assist with the development of programs planned by the committee. 

6. ensure that all reports due from the committee are prepared and submitted before the Chapter. 

7. attend meetings of the Executive Board. NOTE: If the Committee Chair cannot attend, a representative from the committee shall attend. 

8. foster interaction and communication between the members of the committee. 

9. recommend the addition or deletion of committees or functions of committees. 

10. present the committee’s report to the Executive Board and Chapter. 

11. submit an annual status report of collective activities of the committee. 

12. represent the Chapter at meetings of other organizations, at the direction of the President, or by direction of the Chapter. 

13. approve and sign all vouchers for committee expenditures. 

ELECTIONS COMMITTEE 

It shall be the responsibility of the Elections Committee to

1. establish standards for special elections and uncontested positions.

2. establish and ensure fair and impartial election of all elected positions.

3. elections Procedures: 

a. The Chapter elections shall be conducted in accordance with the Constitution and By-Laws and the current edition of Robert’s Rules of Order. 
b. The Elections Committee will obtain a list of members from the Financial Secretary. 
4. election Results 
a. The Elections Committee shall present the election results to the President.
b. The President shall present the election results to the chapter. 
c. The Elections Committee will provide the Recording Secretary a written record of the elections results and the actual ballots. 
Article VII:  Chapter Meeting Procedures

1. Chapter Meetings 

a. At the start of each fiscal year, the chapter will vote on a date and time for all chapter meetings.    

b. The Corresponding Secretary shall notify members of Chapter meeting and any changes to the location, time, agenda or guest speakers 24 hours before the meeting.
2. Committee Meetings 

Committee meetings shall be called by the Committee chair and can be held face to face, online or  
via telephone.

3. Executive Board Meetings
Executive Board Meetings shall take place at the discretion of the executive board members.  The president has the authority to call special meetings as needed.
4. Members are to wear business attire for all chapter meetings.

5. Members who will not attend a chapter meeting must notify the President of their intended absence before the meeting.

6. When an officer will be absent from a meeting, it is their responsibility to arrange for their duties and functions to be covered.

Article VIII: Quorum

1. A quorum necessary to conduct a chapter meeting shall be 1/2 of the chapter membership rounded to the nearest whole number (e.g. ½ of 11 members = 5.5 or 6).  
2. If a quorum is not present, the meeting shall proceed as outlined by the current edition of Robert’s Rules of Order. 
3. For executive board meetings, all members of the executive board must be present to conduct business.
Article IX: Fiscal Policies and General Operating Procedures

Section A. 
1. The fiscal year of the Phi Chapter shall begin on May 1st and end on April 31th. 
2. The Treasurer, Financial Secretary, Vice President and President are the only members authorized to approve chapter expenditures. 
Section B. 
1. Phi member shall pay national dues annually, during chapter meetings between January 1st and March 25th.
2. Phi Chapter and Grand Chapter dues and fees for the ensuing fiscal year shall be due March 25th from all members.
3. Phi Chapter shall not assess members any fees or fines other than dues, with the exception of late fees and reinstatement fees paid to the Grand Chapter.

4. Any recommended increase in dues shall be submitted to the Executive Board and voted upon by    
all eligible members of the Chapter.
5. National and local dues should not exceed the amount of $3000/semester.
6. Members who have not paid their local dues by March 25th can not have their National dues submitted through the Chapter.

Section C.
1. Persons authorized to expend the funds of the Phi Chapter shall give an itemized Treasurer’s report to the chapter at the end of the fiscal year, outlining the expenditure of funds in accordance to procedures established by Grand Chapter.

      2.   In order to obtain funds from the Chapter for authorized Delta business, a voucher must be     
obtained and authorized by the Treasurer and President.

Section D.
1. Phi Chapter finances are held at an approved institution or office.  Double signatures are required on all checks.  
2. Amounts over $100 require the signature of an advisor.

3. All monies collected must be turned over to the treasurer immediately and deposited within two 
business days.

Section E.
1.   Chapter budget should be submitted by the first chapter meeting of the fiscal year.  Committee 

budgets must be submitted by the second chapter meeting of the fiscal year.

2.   Budgets are expected to be submitted for all programs by October 1st.

3.   Members are to have an approved budget for their event prior to making expenditures that they are 
requesting reimbursement.

4.   Receipts are to be stapled to a reimbursement request and submitted to the Treasurer.

5. Requests that exceed the approved budget amount must be presented to the Treasurer and       Executive Board for review and approval by the chapter.
Article X: Nominations, Elections and Voting
Section A.
1. Phi members may nominate themselves for executive board positions.
2. Members seeking an elected position shall give a speech of their qualifications for the office in which she is nominated.
3. Nominations will be limited to no more than three (3) people per position.

Section B. 
Eligibility Criteria
1. All members of the chapter are eligible to vote.
2. No proxy votes will be accepted
Section C.
Nominating Committee – Provisions will be communicated by the Elections Committees when and if necessary.  
Section D.
1. Only members of the Phi Chapter shall vote or hold office.

2.   The election of Chapter officers shall be by majority vote of the chapter members present.
3.  Members of the chapter shall vote by secret ballot for elected positions.
4. Members should be notified in writing, 10 days prior to votes pertaining to chapter officers.

Section E.
1. The Elections committee shall give a report of the elections immediately following the election.  

2. A written report will be distributed to the chapter via email or at the next chapter meeting.  

Section F.
1. Installation of all new officers must take place at the first Phi Chapter meeting of the fiscal year. 
2. All elected officers shall hold a one year term of office and may run for a second term if so desired.
3. No elected officers shall serve more than two consecutive terms in the same office.
4. Phi shall submit to the Grand Chapter and the Regional Director the names, offices held, and the addresses of the officers elected by June 30th on an annual basis.

Section G.
The Transition of Officers meeting should take place before the end of the current fiscal year. 
Article XI: Advisors

Section A.

The advisors of Phi Chapter:

1. One shall be a full-time faculty, administrator, or staff member at Iowa State University.
2. One shall be a graduate student at Iowa State University.
Section B.
Duties shall include:

1. Attendance of at least one advisor to all events.

2. Guidance on potential issues or conflicts.

Section C.

The advisors will be appointed, before the start of fall semester by the Chapter Officers and the appointment will last until the next election.
Article XII:  Impeachment

1. Any officer can be impeached from her position if she is found guilty of any of the following 

   during her term:

a. Mismanagement of chapter funds

b. Convicted of any crimes, other than a traffic violation

c. Any other offenses deemed by the Grand Chapter
d. Cumulative grade point average dropping below 2.75
2.  The impeachment process shall be carried out in accordance with the Impeachment Procedures as outlined in the Chapter Management Handbook.
Article XIII: Membership Intake Policies

1. Membership in Phi Chapter is open to all registered female students at Iowa State University.

2. Membership Intake will be followed by the guidelines handed down from Grand Chapter.
Article XIV:  Miscellaneous

1.   The Recording Secretary shall distribute minutes of previous meetings via email to members of the 
Chapter within one week following Chapter meeting.

2.   All copies of the minutes are to be placed in the Chapter’s file.

3.   A hard copy of the minutes is to be given to the president one week after the meeting, regardless of 
the distribution to the rest of the Chapter.

Article XV: Amendments of Policies and Procedures and Rules of Order 

All future actions pertaining to the rules of order and policies and procedures of the Phi Chapter shall be the following.  

1.   The executive board shall review the Policies and Procedures and add/revise the document to 
reflect the changes made at the National Convention.  
2. At the first meeting of each fiscal year, each financial member shall receive a copy of the Chapter Rules of Order and Policies and Procedures.
3. All amendments/suggestions should be submitted to the President.  

4. At the start of each fiscal year, one meeting will be designated to vote on amendments and additions.

5. Additional rules, policies and procedures can be incorporated during the year only by chapter vote (2/3 vote of those present and voting) and documentation in chapter minutes.
6. At the end of each fiscal year, chapter minutes will be reviewed to determine if the Chapter Rules of Order and Policies and Procedures need to be revised and reprinted.

7. A revised version of the Chapter Rules of Order and Policies and Procedures must be reviewed and accepted by the Executive Board.

8. This process is to be repeated each year.

Section XVI: Parliamentary Authority
All matters not covered by the Phi Chapter Policies and Procedures or Rules of Order shall be governed by the current edition of the Constitution and Bylaws or the current edition of Robert’s Rules of Order, Newly Revised.
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