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Governing Document YEAR:

Section A: Name

The name shall be the University of Bradford Union --- delete and replace with group name ---

Section B: Long-term aim

The aim of this group is --- insert aim here --- 

Section C: Objectives for the year

1. --- insert objective ---
2. --- insert objective ---
3. --- insert objective ---
4. --- insert objective ---

Section D: Executive positions and duties

Executive Team duties:
· Responsible for the group following UBU Constitution, Bylaws and policies  
· Responsible for governing the group, enhancing/maintaining its reputation and ensuring its sustainability for the current and future academic year
· Organise activities for the benefit of its members and ensures these are appropriately registered with UBU
· Attends and represents its members at its respective Assembly 
· Create and agree an executive agreement document for working together, including expected commitment from each exec, timings of exec meetings and other duties as agreed

(Individual execs are responsible for the duties below unless otherwise stated in the exec agreement)

1. Chair/President duties
a. Responsible for oversight of the execs and their responsibilities as agreed in the governing document, exec agreement and exec meetings 
b. Chairs executive meetings and member general meetings
c. Leads the exec team in fulfilling the group’s aims and objectives
d. Is the first point of contact for handling complaints and resolving conflict within the exec team and/or members 
e. Ensures fair delegation of tasks to all execs 
f. Ensure active participation and commitment from all execs as agreed in the exec agreement document 
g. Submits semester reports to the respective Committee
2. Secretary duties
a. Creates agendas for exec meetings and takes minutes (notes) at each meeting
b. Makes minutes available to members and UBU
c. Keeps track of actions and delegated tasks from exec meetings, and informs execs of the actions and deadlines
d. Is responsible for administration of the group; including webpage and membership information, data and file storage, social media accounts and online group chats 
3. Treasurer duties
a. Knows the finance procedures for spending money  
b. Monitors the financial spend of the group and knows the current account balance 
c. Produce and submit any annual budgets, event budgets or funding requests
d. Takes the lead in looking for sponsorship and ensuring fundraising procedures are followed
4. List any additional positions and duties below 


Section D: Authorising finance signatories 

The following executive positions are signatories for the finance accounts held with UBU’s bank account. Only these executives can authorise finance forms. 
· Chair 
· Secretary 
· Treasurer

Section E: Changes to this document

Changes can be implemented if approved by the majority of members at a quorate members meeting, extraordinary members meeting or an online vote.  

Appendix: University of Bradford Union information

This governing document has been completed and submitted with the understanding of the following;
· All activity groups and sport clubs are part of the University of Bradford Union, which is a registered charity 
· Executives are aware of and will follow UBU Constitution and relevant Bylaws, UBU Code of Conduct and other policies and procedures 
· Affiliations and sponsorships with external organisations need to be approved by UBU to ensure the group/club remains student led
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