Latino/a Heritage Month Constitution –

 last ratified & updated on 4/5/07
Preamble

The Latino/a Heritage Month at Columbia University strives to promote the awareness of the Latino and Latin American histories, cultures, accomplishments, and current issues during the months of September and October, through student group initiatives and University-sponsored events.  The committee works towards the education and increased consciousness of the Latino/a culture in the greater Columbia community, as well as to strengthen and unite the Latino constituency on campus.

Article I. Latino Heritage Month

Section 1.
The name of this organization shall be Latino/a Heritage Month hereafter referred to as LHM.

Section 2.
The officers of LHM shall make up the Executive Board of LHM, hereafter referred to as the LHM Committee.  It will consist of a Columbia Chair, Barnard Chair, Public Relations Chair, Special Events Chair, Treasurer, and Secretary.  Should any additional administrators be desired, they may be elected at the discretion of the established committee members.

Article II. Purpose

Section 1.

The purpose of this organization shall be to enlighten the Latino and greater Columbia University community of the Latino culture through its history, achievements, current issues, and 

Section 2.

The LHM committee is responsible for overseeing the events of the Latino subgroups within the month as well as working closely with the Office of Multicultural Affairs and the Barnard College Activities Office for its opening and closing receptions. It may fund the events of Latino student groups if it chooses to do so. The LHM committee is also responsible for carrying out its own events including but not limited to the LHM Semi-formal Culture Show.  

Article III. Membership

Section 1.

Membership is open to all members of the Columbia university undergraduate community.

Section 2.

All members of LHM affiliated with Columbia College, School of Engineering and Applied Science, General Studies and Barnard College may hold office is selected through an application and interview process.  All members may participate in LHM events and work in sub-committees for each given event.

Section 3.

Membership of committee members required attendance to weekly meetings during the month, attendance to assigned events, and active participation in planning meetings beginning from the time the title is received through the naming of the subsequent year’s committee. Privileges for committee members and volunteers include free admission to events during LHM.

Section 4.

Membership may be revoked by a two-thirds majority vote of the committee due to inability or unwillingness to perform the tasks assigned by the committee.

Article IV. Meetings and Procedures

Section 1.

Weekly meetings during LHM will occur as deemed necessary by the board, typically as an evaluation of the committee’s events for the week.

Section 2.

All policy decisions will be made by 2/3 vote of LHM Committee including the university administrator

Article V. Officers

The duties of these officers shall be but are not limited to, the following:

Columbia and Barnard Co- Chairs
Responsibilities and Requirements

· Assigning tasks to members of the general body and overseeing the planning for the month.

· The chair must be present at every Committee sponsored event.

· Both the Columbia and Barnard Chair are responsible for writing grant proposal including but not limited to the OMA Diversity Initiative Grant, the Kraft Family Fund, CCSC Co-Sponsorship Fund, Chaplain Davis Co-Sponsorship Fund, Engineering Student Council Co-Sponsorship, GSSC Co-Sponsorship, The Office of Multicultural Affairs Alumni Connection Fund, The President’s and Provost’s Student Initiative Fund, Speaker’s Fund, The Office of the University Chaplain Co-Sponsorship Fund, and SGB Co-Sponsorship Fund. 

· Will make prepare and make brief remarks concerning the LHM events and the theme during the opening reception of the month.

· The Chair must oversee the pre-calendaring/budget meeting conjunction with SOL and subsequent Latino organizations held in the spring for LHM events in the fall. 

· Updating and revising the LHM election guide

· The chair will hold a position on the SOL council and will update both the board and the council on the progress of LHM through out the year by compiling a comprehensive report to be presented during council meetings.

· Must ensure that SOL E-board members are part of the Operations Team and assist in recruiting additional volunteers

· Must encourage SOL Council members to participate as part of the operations team, recruit additional members, and host their own events as part of LHM

· Must mentor the two first-year representatives who sit on the committee (without voting or executive privileges) appointed at the beginning of the semester.

· Must SIGN all official correspondence.

· Will hold the committee and volunteers accountable for not fulfilling their obligations

· Will facilitate cooperation and co-sponsorship with all other heriatge months during LHM and subsequent heritage months (including but not limited to NAHM, QUAM, BHM,WHM, and APAAM) with the help of the Outreach Liaison

· His/her responsibilities will begin during the spring semester prior to LHM

· Must attend all USCC presidents meetings

· Will take on additional responsibility at the request of the OMA/SDA advisors pertaining to the Latino constituency

· Must have two years prior experience in leadership position. 

· Cannot sit on the board of more than one Latino organization during the month. 

· While it is not required, it is highly recommended that the chairs speak Spanish in order to conduct business and artistic transactions as well as public speaking events. 

· Must attend required weekly meetings with OMA advisors during the planning and execution of the month. 

· Most importantly, the chair should be available through out the month to take charge in moments of distress

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events

Outreach Liaison

· Responsible for collecting and maintaining a list of all contacts including all the Latino Organizations under SOL, ACOP, LAACU, USCC, graduate schools, OMA, CAO, and other contacts as needed that can be done.

· Responsible for taking minutes at every meeting and distributing them to LHM members and the rest of the Latino community. 

· Responsible for comprising a master list of Latino events and co-sponsored events during the month and through out the year

· Must collect Proposed Event Description Forms prior to the SOL & LHM  pre-calendaring meeting in the spring

· Will review Proposed Event Description Forms for approval and facilitating co-sponsorship

· Coordinating co-sponsorships with and between organizations both within and outside the Latino constituency

· Facilitates communications between student organizations and the publicity chair for events to be included in the official LHM calendar.

· Responsible for communicating with relevant community organizations, vendors, cultural groups, and all other participants for events during the month. 

· Must maintain list of contacts to be passed on to the next outreach liaison and updated yearly. 

· Will communicate with other Heritage Months for LHM to assure participation through out the year

· Must be knowledgeable in the groups/programs under the OMA

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

Semiformal/Showcase Chair

· Must stay within the budget designated by the LHM committee for all purchases and expenses

· Must keep an organized record of all transactions, agreements, contacts and relevant documents to be used as a reference for future showcases

· Must decided the showcase theme with the LHM committee

· Will conduct auditions for performers no later than three weeks prior to the event

· Finally decisions for performers will be made with the input of at least three other committee members present during auditions

· Must meet weekly with OMA advisor, and additional meetings with SDA and  University Event Management for planning the logistics of the event

· Must recruit performers and support staff (ie stage manager, ushers, volunteers) for the event

· Must reserve space during the LHM & SOL pre-calendaring event during the Spring semester 

· Must order tickets make furniture requests, tech requests etc. TWO WEEKS prior to the event.

· Must direct at least TWO full dress rehearsals with Lerner Tech Services and all performers

· Must finalize performer/vendor list at least TWO WEEKS prior to the event.

· Must collect all music/tech requests no later than 48 hours prior to the first dress rehearsal

· Must personally invite (via mail, email, and telephone) Latino Alumni, faculty, staff, students (especially other heritage month committee members), and community leaders.

· Will work with PR chair, and Webmaster for promotion of the event

· Must designate Ticket sales and box office duties to Operations Team Leaders

· Is responsible for all thank you letters/ certificates of participation for performers.

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

Treasurer/budget Chair

· Itemizing and promptly submitting a budget for the month during the budget/pre-calendaring meeting held by LHM and SOL during the spring semester

· Communicating with all the Columbia and Barnard student groups in need of funding 

· Collecting final budget requests for each participating group

· Submitting weekly EAF forms

· Keeping track of monetary co-sponsorships from other campus organizations

· Promptly submitting reimbursement forms/receipt

· Keeping track of money earned during the month through ticket sales and reports from the leaders of each event.

· Must assist in training the incoming treasurer or train a first year representative if re-elected.

· Attending ABC’s treasurer training session. Responsible for contacting student groups interested in being included on the calendar and the supplemental booklet.

· Keeping all committee members informed of expenses and account balances

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

PR/Publicity Chair

· Responsible for sending out letters of invitations, thank you notes, certificates of appreciation and all other official LHM correspondence (signed by chair).

· Is in charge of all paper publications including but not limited to the LHM calendar and supplemental booklet as well as all committee event programs. 

· Responsible for contacting student groups interested in being included on the calendar and the supplemental booklet. 

· Must design and keep a file (both a hard copy and an electronic version) of all  flyers during the month

· Will designate flyering duties to Operation Teams leaders and other LHM committee members. 

· Will work with the Webmaster on the formation of the online calendar.

· Advertising with flyers and Internet websites, including but not limited to Facebook, Spectator, bwog, CU Arts.com.

· Must send press releases to media sources both on and off campus 

· Compiling a list of “blurbs” and descriptions for each event included in the LHM calendar with the help of the Outreach Liaison

· Assist in Compiling list of contacts for performers for the LHM Semiformal Culture Show 

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

Education Chair
· Is responsible for programming involving career panels, major declaration, tutoring, discussion panels, and all other events similar in nature.

· Must coordinate at least two Educational LHM committee events during the month (may overlap with Political chair on one event)

· Must collaborate with Latino student organizations with similar programming during the month (with the help of the outreach liaison)

· Is responsible for the event budget, ordering of food, space/tech requests, OMA advisor approval and all other logistics related to the event.

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

Political Chair
· Must coordinate at least two politically inclined events during the month (ie immigration discussion panel, voting information session, political movements of Latin America lecture etc.) 

· Is responsible for the event budget, ordering of food, space/tech requests, OMA advisor approval and all other logistics related to the event.

·  Must collaborate with Latino student organizations with similar programming during the month (with the help of the outreach liaison)

· PROTESTS, MARCHES, AND DEMONSTRATIONS MAY NOT BE LABELED AS LHM COMMITTEE EVENTS –keep in mind that LHM is a cultural committee.  They may however be included on the calendar at the discretion of the committee.

· Additional responsibilities are to be determined at the discretion of the Committee and the OMA advisor should other committee members want additional support for their tasks/events.

Article VI. Removing Officers


Section 1.

In the event of the resignation or impeachment of an officer, the Board shall appoint a member to fill the empty position.  Members who resign must continue their responsibilities two weeks following their resignation or until a new member is appointed. 


Section 2. 

Impeachment of an officer shall be for the following reasons:

1. Inability to perform in the best interests of the organization

2. Activity unbecoming a leader, as deemed by the organization

3. Inability to attend scheduled meetings.


Section 3. 

Impeachment procedures are as follows:

1. Formal charge (s) will be presented to the Board.

2. The case will be open to discussion.

3. The Committee renders a decision on the retention or dismissal of the officer by a two-thirds (2/3) majority vote.

Article VII. Amendments to the Constitution

This constitution may be altered, amended, repealed, or otherwise changed by a two-thirds (2/3) majority vote of the members of the organization.

Article VIII. Ratification

This constitution shall be established by a three-fourths majority vote of the membership of the organization.

