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Constitution of the Professional Administrative Staff Council at the 
University of Northern Colorado  

  
PREAMBLE  

The professional administrative employees of the University of Northern Colorado, having great 
interest in and concern for the continuing mission, goals, purposes, and functions of the 
University, and seeking active representation and involvement in the affairs of the University, do 
hereby establish the Professional Administrative Staff Council.  
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ARTICLE IV – AMENDING THE CONSTITUTION  

Section 1  
Amendments to this constitution must be submitted in writing to the Council at a regularly 
scheduled meeting.  
  

Section 2  
Amendments must be approved by a two-thirds (2/3) vote of the Council.  
  

Section 3  
After approval by the Council, the amendments will be submitted to a ratification vote of all the 
professional administrative staff employees of the University.  
  

Section 4  
Amendments will take effect immediately upon ratification by two-thirds (2/3) of the 
professional administrative staff employees who vote.  
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Bylaws of the Professional Administrative Staff Council at the 
University of Northern Colorado  

   
ARTICLE I – MISSION AND PURPOSE  

Section 1 – Mission  
It is the mission of the Council to advocate for and to provide a systematic means for 
professional staff to communicate with the various elements of the University community, as 
well as with other professional administrative staff.  
  

Section 2 – Organization   
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b. Be elected by a majority vote of the Council prior to the July meeting.  
c. Serve a one-year term from July 1 to June 30.  

II. Duties of the Chair are to:   
a. Schedule, call, and preside over all meetings of the Council.  
b. Prepare meeting agendas and distribute them to Council members at least three (3) 

business days prior to Council meetings.  
c. Appoint Council committees and liaisons.  
d. Preside over the election of the officers of the Council.  
e. Ensure that the constitution, bylaws, and procedures of the Council are  

followed.  
f. Perform other duties as customarily pertain to the office of Chair including but not 

limited to representing the Council at Board of Trustees meetings.  
  

Section 2 – Vice-Chair  
I. The Vice Chair will:  

a. Be elected by a majority vote of the Council prior to the July meeting.  
b. Serve a one-year term from July 1 to June 30.  

II. The duties of the Vice Chair are to:  
a. Assume responsibilities of the Chair in the absence of the Chair.  
b. Assume the duties of Chair for the unexpired term in the event the Chair is unable 

to complete the term of office.  
c. If the Treasurer is absent provide monthly update of Council accounts.  
d. Serve as Chair of the Bylaws Committee  

  

Section 3 – Treasurer  
I. The Treasurer will:  

a. Be elected by a majority vote of the Council prior to the July meeting.  
b. Serve a one-year term from July 1 to June 30.  

II. The duties of the Treasurer are to:  
a. Conduct Council business in the absence of the Chair and Vice Chair.  
b. Maintain accurate records of all Foundation and Operational accounts.  
c. Manage day to day financial transactions of the Council. 
d. Manage approval for Council expenditures, including expenses requested by other 

Officers or Committees. 
i. Requested expenses at or below $500 require Executive Council  
            approval. 



Professional Administrative Staff Council 



Professional Administrative Staff Council    Constitution & Bylaws  

Page 10 of 13  
  

i. Committee Chairs are invited to attend Executive Committees meetings 
when appropriate.  

b. Correspond with Council members to develop goals for the upcoming year.  
c. Maintain the Council SharePoint site.   
d. Market the Council mission to the University community.  

II. Bylaws   
a. Chaired by the Vice-Chair of the Council and composed of Council Officers. 
b. Provide an annual review of Council Bylaws and make recommendations for 

necessary changes prior to the June Council meeting.  
c. Accept proposed amendments and changes to the constitution and bylaws made 

by Council members during the year.  
III. Elections  

a. Chaired by the Secretary of the Council and composed of Council Officers.  
b. Carry out election process as outlined in Article VII of Council Bylaws.  

  

Section 2 – Events and Programming Committees  
I. Communications Committee  

a. Keep the PASC website updated.  
b. Create and submit a monthly newsletter to all professional administrative 

employees.  
c. Maintain Council social media outlets.   

II. Special Events and Fundraising  
a. Organize networking or social events deemed appropriate by the Council.  
b. Organizes fund raising opportunities to support the Council’s Foundation and 

Operational accounts.  
c. Organize annual employee recognition event in partnership with CSC.  

III. Community Engagement and Recognition Committee  
a. Organize education and service projects.  
b. Coordinate with CSC on recognition items for the annual employee recognition 

event.  
c. Solicit and review nominations for PASC Employee of the Year.  
d. Oversee other award/recognition programming of the Council.  

IV. Grants and Scholarships  
a. Work with UNC Financial Aid personnel to advertise and award scholarships.  
b. Advertise and award professional development grants to professional 

administrative employees.  
c. Reviews scholarship applications and make recommendations to Council.  



Professional Administrative Staff Council    Constitution & Bylaws  

Page 11 of 13  
  

    Cs   ( 12 ( )Tj
0.0054.2w 12 0.030
/( )192.0054.71t)15214.2 -3 (a)n 1 -3 (a)13 i.-2 (ngs0 T.9.  0)Tj
MCID 0 >>BDC 
-19.84 531.77 Td
( ( 14 - 7 8)5 (MH3BDC 
-19.uoaBatH3
-19.84 532)Tj
b( )Tj21-s.9 (n) 12 ( )Tj
0.0054.2w 12 0.209.52-143 14 .0054.71t)15214.2 -3 (a)n 5 -3 (a)13   



Professional Administrative Staff Council 



Professional Administrative Staff Council    Constitution & Bylaws  

Page 13 of 13  
  

ARTICLE IX –AMENDING THE BYLAWS  

Section 1 - Ratification  
The bylaws may be amended by a two-thirds (2/3) vote of voting Council members. Changes in 
the bylaws must be submitted to the Bylaws Committee and will require two readings with a 
minimum of a week between readings. Amendments to the bylaws will take effe
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