SAMPLE  P.O. CONSTITUTION/BYLAWS
[This Document provides an example of the wording that should be placed in the Articles of the Constitution, Bylaws or Charter so that it complies with the requirements found in AFI 34-223, Private Organization (PO) Program.  The information contained in brackets (small pitch) after an Article or Section of the Constitution provides an explanation for the wording found in that provision.  The information in brackets should not be included in the organization’s document submitted for approval.]   
The 
__________________________________________

(Organization Title)

[Paragraph 10.1.2.1 of AFI 34-223 requires a PO to have written approval from the installation commander before using the name or abbreviation of the installation or organizational unit.]
Article I

Name and Purpose (of the Organization)

The name of this organization shall be _____________________________________ , hereafter referred to as the Organization.  The purpose of this Organization is to 

____________________________________________________________________ 
[State the nature, function and objectives of the organization in this Article.  This is a requirement of paragraph 9.1 of AFI 34-223.]  
Article II

General Provisions

Section I

Authority

Upon approval of this Constitution and Bylaws by the Installation Commander, the Organization shall operate as a private organization pursuant to AFI 34-223.  It will operate on Offutt AFB only with the written consent of the Installation Commander or delegated representative.  Operation is contingent upon compliance with the requirements and conditions of all applicable Air Force Instructions.  This Organization is not a Non-Appropriated Fund Instrumentality, nor is it entitled to the privileges and immunities of the Federal Government.
[Sets forth information found in paragraphs 1 and 6 of AFI 34-223].
Section II

Liability

The individual members of the Organization are jointly and severally liable for the obligations of this Organization.  Each member of the Organization will be given a copy of this Constitution upon joining and will sign an acknowledgement that he/she has read the Constitution and understand its contents.  

[Paragraph 10.11 of AFI 34-223 requires that each member of the Organization is notified of his/her joint and several liability and this understanding must be documented.  In addition, the Organization must maintain a copy of the signed acknowledgement while each person is a member of the organization.]     
Article III

Officers and Governing Body

Section I
Officers:  Powers and Duties

The Governing Body of the Organization shall consist of a President, a Vice President, a Secretary, and a Treasurer.  These officers are the Executive Committee for the Organization.    

President:  The President shall preside at all regular and special meeting of the organization, and of the Executive Committee, and shall perform the primary role that is parliamentarian.  The President will convene the Executive Committee meetings or any requested non-scheduled meetings of the committee.  The President will also be a signatory on the Organization bank account.
Vice President:  The Vice President will serve as an active, voting member of the Executive Committee.  The Vice President shall assist the President and preside over any meeting the President is unable to attend.  He/she will serve as an active, voting member of the Executive Committee.  The Vice President will also be a signatory on the Organization’s bank account.

Secretary:  The Secretary will serve as an active, voting member of the Executive Committee.  He/she will prepare the minutes of each committee meeting and present the finalized minutes of each meeting to the President.  The Secretary is responsible for ensuring the minutes of the meeting and agendas of each meeting are disseminated to the general membership.  The Secretary will maintain files of correspondence generated by and for the Organization.  The Secretary will be a signatory on the Organization’s bank account.

Treasurer:   The Treasurer will serve as an active, voting member of the Executive Committee.  He/she will transact all banking and financial business of the Organization.  The Treasurer is responsible for keeping accurate books, reflecting all monetary transactions made on behalf of the Organization.  All funds will be maintained in a checking account.  The Treasurer will present an updated status of Organization funds at each meeting.  The Treasurer will be the primary signatory on the bank account.
[Paragraph 9.3 of AFI 34-223 requires that the Constitution describe the responsibility of the officers for asset accountability, sound financial and operational management.]  

Section II

Elections

Nominations:  Nominations for Officers will be taken ______________.  Nominations will not be accepted unless the candidate is present and accepts the nomination, or the proposed nominee has previously given written acceptance of his/her nomination.  Nominations will be accepted via e-mail (with confirmation from the candidate), or from the floor during the meeting.  
[Elections, in addition to all other Organization activities, will be run in accordance with the Joint Ethics Regulation, DoD 5500.7-R, which states government resources, to include communications equipment, will be used for official use only.  An e-mail nomination must not be sent or received on a government computer or using the government e-mail system.]
Voting:  Voting for Officers will be by secret ballot.  Absentee ballots will be issued upon request not less than two weeks prior to the election.  Absentee ballots must be turned in to the President or his/her designated individual by election day (MM/DD/YY).  A majority (more than 50 percent) of the cast ballots is needed to be elected to an Officer position.  If no candidate receives a majority of the votes cast, a run-off will be held between the top two vote getters.

Terms of Office:  Officers’ terms are for one year.  Vacancies in elected positions occurring prior to the regularly scheduled election shall be filled by a majority vote of the membership present at the next General membership meeting or special membership meeting specifically called for that purpose and advertised for at least 15 calendar days before the meeting date.

Section III

Committees

Standing committees may be established as the need arises to resolve problems or to conduct Organization activities.  Membership on a committee shall be by appointment of the President with the concurrence of a simple majority of the voting members present at the General Membership meeting.
Article IV
Membership

Membership:  Membership is open to any members of the DoD Community affiliated with Offutt AFB, Nebraska interested in the purpose and mission of the Organization.  Membership will be granted regardless of age, race, religion, color, national origin, disability, ethnic group or sex of the proposed member.  Only dues paying members in good standing (good standing shall be defined as not more than three months in arrears in the payment of their dues) may vote on issues requiring a quorum. 

[Paragraph 10.2 of AFI 34-223 states that private organizations may not discriminate in its membership policies.  Members of the DoD Community include active duty military members, retirees, civilian employees, or dependents of active duty military members or retirees.  It depends on the purpose of the organization (i.e., the Top 3) as to which members of the DoD Community would be eligible for membership.]   
Termination of Membership:  Membership shall be terminated when the member is no longer affiliated with the DoD community or no longer assigned to Offutt AFB, Nebraska.  A member may also voluntarily submit a written withdrawal from membership in the Organization.  
Article V
Methods of Financing

[Paragraph 9.1 of AFI 34-223 requires the Organization to address

 the sources of income for the organization.]
Finances shall be determined according to the calendar year of the organization, which shall run 1 January through 31 December.  The Organization shall maintain a checking account in its name for the deposit and withdrawal of funds.  Withdrawals shall only be for approved purposes and shall be upon the joint signature of any two officers as defined in Article III, Section I.

Monthly Dues:  The dues for members shall be assessed monthly at the rate of two dollars ($2.00) per month to be collected monthly by the Treasurer, or twenty dollars ($20.00) per year, to be collected annually at each member’s option.  The Treasurer will be responsible for collection and deposit of all members’ dues.
Fund-raising:  The Organization shall also conduct on-base fund-raising activities, to include bake sales, to raise funds for various Organization functions.  All fund-raising activities will be coordinated and approved in writing by the installation commander or designee as required by Air Force Instructions regarding fund-raising on-base.

Usage of Council Funds:  All membership dues and fund-raising profits of the Organization shall be used for expenses, programs, and special activities.  Authorization of expenditures exceeding $50.00 will be determined by a quorum of membership.  
Article VI

Activities

The Organization will sponsor a minimum of two events throughout the calendar year using proceeds from dues and fund-raising activities.  The Executive Committee will determine the type of events.  

Article VII

Meetings and Quorums

Section I

General Meeting

General meetings will be held on a monthly basis or as deemed appropriate by the President.  Agenda items shall be received by the Secretary not later than four (4) days prior to each general meeting.  Matters presented at the meetings shall be decided by a majority vote of the members present.

Section II

Special Meetings

The President shall hold an annual planning meeting in the month of _________ for the purpose of reviewing the Constitution and Bylaws, establishing a calendar of upcoming events, holding election of Officers, and establishing/reviewing goals and objectives for the upcoming calendar year.  The annual planning meeting shall be attended by all members.  The President may also call special meetings as he/she deems necessary or as requested by the Installation Commander or designee.
Section III

Parliamentary Authority

“Robert’s Rules of Order,” revised edition, shall govern in all cases to which they are applicable and in which they are not inconsistent with this Constitution.

Section IV

Location

The Organization shall hold its meetings on Offutt AFB, Nebraska.

Section V

Quorum

At least fifty percent of the voting membership and one Officer will constitute a quorum for the purposes of conducting routine business.  A quorum of two-thirds of the membership and one Officer is required for constitutional changes and Officer elections.

Article VIII

Adoption and Amendments

Section I

Adoption

This Constitution becomes effective upon adoption by an affirmative vote by majority of the general membership, review of 55 WG/JA, and final approval of 55 WG/CC or designee.

[The membership should vote on the Constitution before the document is sent for review and approval.  There should be information in the file from the Organization that the membership has approved the Constitution when it is sent to 55 WG/CC or designee for final approval.]  
Section II

Amendments

Participating members may submit requests for revision of the Constitution at any time.  All requests for revision will be reviewed and voted upon by the Executive Committee.   A majority vote of the membership is required to revise the Constitution.  If the request for revision is accepted, the Constitution will be amended accordingly.  If the request for revision is rejected, the member who requested the change will be notified, in writing, of the reason(s) for the rejection.  If no revisions are submitted, the Constitution must be updated every two years or when there is a change in the purpose of the Organization.  
Any revision of the Constitution is subject to review by 55 WG/JA and final approval of 55 WG/CC or designee.
[Paragraph 9.5 of AFI 34-223 requires the Constitution to be updated every two years or when there is a change in purpose, whichever comes first.]
Article IX

Dissolution

[This information in this Article complies with the requirements found in paragraphs 9.3, 9.4 and 12 of 
AFI 34-223.]
Section I

Methods of Dissolution

The Organization may be dissolved by a vote of the members or by order of the Installation Commander.  The Executive Committee shall draft a dissolution plan for termination of the Organization.  The President of the Council shall notify 55 FSS/CC/CL of the intent to dissolve and provide a copy of a dissolution plan to 55 FSS/CC/CL within 2 calendar days of the decision to dissolve. 
Section II

Settlement of Debts

In case of dissolution, funds in the treasury at the time will be used to satisfy any outstanding debts, liabilities, or obligations.  The balance of these assets will be disposed of as determined by a majority vote of the membership.

Article X

Insurance

The Organization will maintain liability and property damage insurance in accordance with AFI 34-223, paragraph 10.11 for operating as a private organization on Offutt AFB, Nebraska.  The insurance policy is to expressly state that “neither the United States Government nor any non-appropriated fund instrumentality will be held liable for any claims or judgments against the Organization or its members.”  The liability insurance policy for the Organization shall remain in effect unless the Executive Committee seeks a waiver from the Installation Commander because the risk of liability is negligible.  
[If the organization wants to seek a waiver of insurance, that request should be submitted with the request for approval of the Constitution.  The request should state why the organization seeks a waiver of liability insurance.  The request should not be on government letterhead.]  
