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Sample Club / Organization Constitution and By-Laws

New and emerging student clubs and organizations can use this example when developing a
constitution and bylaws specific to their organization needs.

ARTICLE 1: Organization Name

1.1 Organization Name: The name of this club/organization shall be [name of club/organization].

1.2 National Affiliation: If the club/organization is a member of a national or international organization,
add the following statement and attach a copy of the national constitution as it will become part of this
document: “The rules and regulations of the National Constitution shall be followed when not
inconsistent with the rules and regulations of Qatar University.”

ARTICLE 2: Organization Vision and Mission
2.1 Vision:

2.2 Mission:

ARTICLE 3: Organization Purpose and Philosophy
The purpose of this club shall be:
3.1 [List in detail the purposes and objectives of the clubs.]
3.2
33

3.4

ARTICLE 4: Organization Membership



4.1 Eligibility: Membership shall be open to all full-time undergraduate and graduate Qatar university
students during the year [define membership qualification, i.e., majors in a particular academic area,
etc.]. They can join the club/organization by logging on QU online portal.

4.2 Other members of Qatar university community ( administrative staff, faculty, and alumni are welcome
to join, attend club meetings and activities but they cannot manage the organizations or club
administration duties, vote, hold positions or participate in the financial and strategic decisions.

4.3 All members are equal in rights and privileges of the membership, such as participating in attending
or organizing various activities and events and participating in the elections of the leadership team.
4.4 Only student members may nominate themselves for the organization leadership positions if they

match the organization elections or selection conditions.

4.5 Club or organization members can join the organization committees to engage them in the
organization activities.
4.6 Organization membership will be officially recognized upon receiving an approval email notification

through the online portal.

4.7 Students may join as many Clubs or Organizations memberships as they wish.

ARTICLE 5: Organization leadership team/officers

5.1 Leadership team: shall be a President, Vice-President, Secretary, and Treasurer. [These are general
positions; you can add additional positions as per your organization needs).

5.2 Leadership team must be QU full-time students, complete successfully at least two academic
semesters.

5.3 The leadership team can modify the club or organization organizational structure by adding new
positions as per the club or organization needs and upon the approval of student clubs and
organizations section and the advisor, as per the student club/organization bylaws.

5.4 The positions titles and responsibilities should be discussed and approved by student clubs and
organizations section and the advisor, and should be edited through the online portal.



5.5 The leadership team must consist of an internal organizational structure of no more than ten
positions as per clubs or organization needs.

5.6 Organizational structure:

President

Vice-President

Treasurer Secretary

5.7 The leadership team should be elected by club/organization members who officially registered
through the QU online portal

5.8 One student has no right to occupy more than one position in leadership team simultaneously, and
the Club/organization president cannot occupy the position of president in any other club registered at
Qatar University in the same academic year.

5.9 Leadership team Duties and responsibilities:
President responsibilities:

- Provide general leadership, strategic direction and enhance the importance of the teamwork
among student club/organization members.

- Preparing an integrated, an annual/semester based plan for student club/organization
events/activities and consult with student club/organization official advisor.

- Lead and build a structure by representing committees with number of responsibilities that
are distributed in harmony with the proposed plan, and follow up the execution of the

approved events/activities through the academic year.



- Submit event application to student clubs and organizations section through online portal
for approval and follow up on the application status.

- Prepare a summary report after each event or activity organized by the club/organization
and a final report to be submitted by the end of each semester listing all the activities that
the club/organization has organized or participated in, the purpose of the activity and
general evaluation of the club/organization.

- Call for meetings and lead the discussion.

- Ensure completion of all forms, procedures and requirements related to the student club/
organization operations and events.

- Ensure ongoing student club/organization compliance with club/organization bylaws, Qatar
University’s policies, and conditions of recognitions and other requirements and obligations

outlined in the recognized student club/organization handbook.

Vice President Responsibilities:

- Assist the president, and act on his/her behalf in his/her absence.
- Support the leadership team and assist its members in fulfilling their obligations.

- Ensure proper and smooth transition of information, records and requirements.
Treasurer Responsibilities:

- Handle all funds/budgets of the student club/organization and keep financial records for the
student club/organization activities as per QU policies.

- Prepare the required budget for all student club/organization events, submit for each
budget through the online portal, ensure that its terms are in line with the needs of the
proposed event/activity, and comply with Qatar University financial policies and procedures.

- Receive the approved funding for an activity, ensure that expenditures are within the
budget, and comply with financial policies and procedures

- Submit receipts and all other financial documents to student clubs and organizations section

after the end of each activity.



- Communicate and follow up with sponsors and any other financial issues or requirements
related to club/organization activities.

- Prepare a financial report for each event/activity using the approved forms provided by QU
financial administration, this report should be submit within one week after the end of the
activity.

- Accomplishing any extra tasks requested by the President.

Secretary Responsibilities:

- Coordination of periodic meetings, preparing the meeting agenda and make sure to share it
with all members prior to the meeting with one day.

- Take notes at meetings and keep a record of all club meetings.

- Completes the evaluation from via the club page for the activity through the QU electronic
portal, which must include an evaluation and description of the activity.

- Keeps all documents and records in files (archiving) and downloading documents related to
the club activities, meeting, general regulations and plans through the club QU portal.

- Submit a draft proposal for events / activities in coordination with the president

5.10 A member of the leadership team who does not wish to continue in his position may step down

after submitting a written resignation (or via e-mail) to the club president or his deputy

5.11 In case of a vacancy in the student club’s/organization’s leadership team, the club’s/organization’s
leadership team should announce the vacant position to all club/organizations members based on the

election regulations and procedures that are stipulated in this bylaw.

5.12 If any member of the leadership team / board of directors is absent from the university campus due
to leave of more than two months or study abroad, the leadership team must hold emergency elections
to fill the vacancy position of the member based on the election regulations and procedures that are

stipulated in this bylaw.

5.13 Officially registered club members are entitled to withdraw confidence from any leadership team
member, with a majority of 30% of registered members, provided true justifications based on the

provisions of the constitution.



ARTICLE 6: MEETINGS
6.1 A quorum shall consist of thirty percent (30%) of the members attending the meeting.
6.2 Actions that require a vote could only be taken when quorum is exists

6.3 The club secretary must records the votes and announces the results, and keep maintains
the record of voting decisions, including voting procedures and the number of votes.

6.4 An induction meeting must be at the beginning of each semester, and the invitation must
be from the president of the club or his deputy.

6.5 The leadership team must announce the date and the locations of the club periodic
meetings; the secretary should record the attendance or his representative at each meeting.

6.6 All club members could be invite to hold an exceptional meeting if at least 15 percent (15%)
of the members submit a written request letter to the president

6.7 Announces to all member by e-mail and through the club online portal for any meeting and
clarifies the nature of the meeting agenda at least one week before the meeting.

6.8 The leadership team meets periodically to decide and discuss the club administration duties
and activities at the time and place that determined by the club president. The presence of two
members of the leadership team constitutes an acceptable minimum constitution

6.9 All club activities and meetings must be separate, in case of a need to organize a mixed
gender activities, an exception request must submitted to student activities department with
proper justifications.

ARTICLE 7: Elections and Voting

7.1 At least once a year, student club or organization must hold elections to select new leadership team
members (you can set a specific week, month or semester)



7.2 The new elected leadership team will handle the organization duties at the first week of the new
academic year.

7.3 The club president must submit an official report of the election results to the student clubs and
organizations section and update all data related to the elected team through the online portal, after
officially approval.

7.4 The date for the opening of nominations for the election of the leadership team and the meeting of
the organization members related to the elections must be carried out in full transparency and
announce by all means available to all organization members.

7.5 All leadership team members should be elected by free direct voting with simple majority of the
attending members in the elections meeting (half of the attending members +1).The appointment of
these positions is not permitted.

7.6 Leadership team candidate must be a full time student and should be club/organization member for
at least one year, successfully completed two academic semesters, maintain a good GPA status in the
current academic year, and should not be an expected graduate student in the current academic
semester.

7.7 Each officially registered member has only one vote.
7.8 Voting on behalf of other members in is not permitted.

7.9 Voting is only open if there are more than one candidate for the leadership team positions
managerial positions in the club.

7.10 Leadership team nominee should not have any academic warning notification during the current
academic year, or a non-academic warning notification during the previous academic year.

ARTICLE 8: Organization Advisor

8.1 upon the student clubs and organization approval, the leadership team could nominate an advisor
from QU faculty or administrative staff if they have a good experience in the field of the club or
organization.

8.2 An additional advisor can be nominated or appointed from external institutions if they have a
partnership agreement with Qatar University. (If applicable, write down the institution details)

8.3 The leadership team should cooperate with the Assistant Dean for Student Affairs in case the club or
organization is working under the umbrella of the college. (If applicable)

8.4 Club/Organization’s responsibilities to the Advisor

- Notify the advisor of all meetings and events/activities.

- Consult with the advisor during planning process.



- Consult with the advisor before any changes in the structure of the club/organization and
before major changes in the Bylaws.

- The Advisor has no vote during any decision making process, he\she should have speaking
privilege.

- Acknowledge that the Advisor’s time and energy are donate it, and express appreciation.

- Be clear, open about your expectations for your advisor, and give appropriate feedback.

- At the end of each semester, evaluate your advisor and give appropriate feedback.

8.5 Club/Organization Advisor Responsibilities:

- Serve as a positive role model to the students, take an active role in helping students plan,
and administer meaningful programs and events that is consistent with the
club/organization’s purpose.

- Offer professional opinions or expertise that will make the club/organization’s task easier.

- Contribute to facilitate the process of coordination and communication with the other
authorities within or outside the University in relation to the Club/Organization’s event and
activities.

- Follow up with the Organization’s progression and achievements, encourages them to
develop and learn from experiences during the organization of various activities.

- Be available as a mentor to organization members to assist them with decisions as well as
with those related to the club/organization.

- Ensure QU policies and procedures are follow in conducting all club/organization activities
as outlined in the student clubs and organizations handbook.

- Participate in drafting the club/organization’s Bylaw, insure the implementation of its
provisions, and provide guidance to the Board of members if needed

- Ensure that the proposed budget is realistic and how it should be spent

ARTICLE 9: General regulations

9.1 Misconduct or disposition outside the framework of public morals in the Qatari community during
club activities and meetings and violation of the University Integrity Charter can lead to the formal



cancellation of membership and apply the procedures for clubs and student organizations related to the
violation.

9.2 The leadership team has the right to cancel the membership for any member missed attending (you
can specify the number of missed meetings) meeting during entire semester without any justification.

9.3 All club members must keep the club information confidential and do not share it with any party
without official permission

9.4 Students must abide to the student code of conduct and student clubs and organizations policies
and procedures during all club or organization meetings and activities

9.5 The decision to cancel membership or releasing from duties assigned to any member must be made
by majority vote by the leadership team and formally document as per the club/organization bylaws
articles.

9.6 All club or organization decisions should be made by the leadership team and it is not permitted for
any leadership team member to take any individual decisions.

9.7 All club/organization members should adhere to the safety regulation when using any QU facility
such as halls, equipment and other facilities.

9.8 The club or organization official logo should be in line with the club purpose and must abide to QU
marketing policies, procedures and guidelines. The leadership team can modify it if they have strong
justifications; have a 30% voting by organization members, and get the approval of Student clubs and
organizations section.

9.9 All tools, equipment, books, shields, gifts, or any other properties of the club/organization that was
bought from club budget or presented to the club formally, is considered as a QU properties, and it
should be handed over to the new leadership team at the beginning of each academic year with student
clubs and organizations section supervision.

9.10 The leadership team can take a disciplinary actions toward any member not adhering to the
club/organization bylaws, student clubs and organizations policies and procedures, through several
includes (Verbal warning, Warring Letters, Lose of membership, and duties release) and officially
documented.

9.11 The leadership team can amend and review the constitution by 30% majority voting of the club
members and with a consultation from the club advisor, then submit amended request to Student clubs
and organizations section with realistic justifications.

9.12 The constitution must be archived and publish through the club online portal and it should be
reachable to all students, and copy of the constitution should be sent to the student clubs and
organizations section.

9.13 The club is a non-profit organization

9.14 The official e-mail of the club (the official email address) considered as the official communication
tool, and the leadership team is responsible for any communication messages.



9.15 The official social media accounts should be created through the official club email address and
must abide to QU policies and procedures (add here all social media accounts). The leadership team is

responsible for any communication messages or posts through these accounts and must be linked to the
club/organization purpose or activities.



