
Guidelines for Bylaws  

Bylaws set forth how an organization will 

operate. The following are some standard 

categories included in bylaws and descriptions 

of what may be addressed in each category. 

These are not mandatory categories, nor are 

they all inclusive. They are merely provided for 

guidance purposes. When the organization 

drafts its bylaws, include only those categories 

that meet the operational goals of the 
organization. 

Name  

The name of the organization. The form of the 

seal (if any). What is required for the 

organization to change its name (such as a vote 
of a certain percentage of the members). 

Purpose  

Describe the purpose of the organization. 

Membership  

Establish requirements regarding the 

membership including: 

1. Basis for membership 

2. Basis for terminating a person’s 
membership 

Meetings  

Describe activities or requirements for 

meetings, including:  

1. When regular meetings will be held 

2. How they are to be rescheduled if the 

need arises 

3. How and when members will be 

notified of meetings 

4. How special meetings are to be called 

5. What percentage of membership 

constitutes a quorum in the event a 

vote is to be taken 

 

Voting  

Describe issues concerning voting, including:  

1. When and how voting will be 

conducted 

2. How the votes will be tallied and who 

will do the tallying 

3. How board members and officers will 
be elected 

Order of Business  

Establish the order in which the meetings will 

be conducted. 

Board of Directors  

Describe the requirements of the board of 

directors, including:  

1. How many board members there will 

be 

2. How they will be chosen 

3. How long they will serve 

4. What their responsibilities will be 

5. When they will meet 

6. How many constitute a quorum 
7. Basis for removal of a director 

Officers  

Describe the requirements of the officers, 

including:  

1. How many officers there will be  

2. How they will be chosen 

3. How long they will serve 

4. What their responsibilities will be 

5. When they will meet 

6. Basis for removal of an officer 

7. Whether they will be compensated for 
their services 

Salaries  

Describe issues concerning salaries, including:  

1. Who will establish the amount 
2. Options for revising the amount 



Committees  

Describe issues associated with committees, 

including:  

1. What the committees will be 

responsible for doing 

2. How new committees will be created 

3. Who may serve on a committee 

4. How long members will serve on a 

committee 
5. Basis for removing committee members 

Dues  

Describe issues associated with dues, including:  

1. The amount of dues 

2. When they are to be paid 

3. Consequences of failing to pay the dues 

4. How the amount is established and/or 

revised 

Records and Reports  

Describe the accounts, books, and records to be 

maintained by the organization. Describe the 

minutes to be kept at each meeting, whether or 

not they will be opened for inspection and, if 
open, when they will be available. 

Amendments  

Describe issues associated with how the bylaws 

will be amended, include:  

1. Who can initiate an amendment 

2. When the amendment will be made 

3. If a vote is to be taken will a majority or 
quorum be required 

Other  

Include any other provisions that describe how 

the organization will operate. 


