
The Constitution of the Southeast Asia Club 

Section 1:  Preamble 

        The purpose of the Southeast Asia Club is to serve as a responsible representative 
of its people in creating awareness, promoting, and celebrating the cultures and traditions 
of the Southeast Asian countries at Brandeis University.  
 

Section 2:  Executive Board 

A.   The club officers of SEAC shall consist of (2) Co-presidents, Treasurer, Secretary, 
Digital Media Chair, Publicity Chair, (2) Event Coordinators, and ICC 
Representative.  Ayala Committee shall consist of (2) Ayala Coordinators and 
Funding Chair. 

B.    The duties of the Co-Presidents shall be: 
1.  To organize and conduct club meetings. 
2.  To attend all the appeals and marathon meetings, and meet weekly with the 

director of the ICC.  
3.  To state authoritative positions for the club, such as approving emails or 

giving official statements. 
4.  To plan budgets, maintain SEAC office key. 
5.  To maintain an authoritative position for the club, while still regarding the 

inputs of other members of the club. 
6.  Only person to receive preauthorized University funds and reimbursements 

other than the Treasurer. 
7.  To have knowledge of the charge line. 

C.    The duties of the Treasurer shall be: 
1.  To attend Appeals and marathon sessions with the President. 
2.  To also have the authority to receive preauthorized University funds and 

reimbursements. 
3.  To have knowledge of the charge line. 
4.  To handle the money at all events where there is a charge or a donation. 
5.  Fundraising and mail orders shall also be handled by the Treasurer. 
6.  The Treasurer shall stay in contact with the Senate Treasurer. 

D.        The duties of the Event Coordinators shall be: 
1. To organize and plan all club events, with the exception of AYALA. 
2.  To report event plans during meetings and be open to other board member 

inputs. 
3.  To inform other members of any changes or last-minute alterations to event 

plans. 
4.  To report all proposed costs to the Treasurer in a timely manner.  
5.  To be present during events and oversee event success.   
6.  To meet, discuss and prepare event plans ahead of board meetings 

regularly. 
E.    The duties of the Secretary shall be: 

1.  To take minutes of the club and board meetings, and send the notes 
(preferably) in email form to the executive board. 

2.  To book rooms for all club events. 
3.  To take attendance during meetings. 



4.  To email the club listserv about events and news pertaining to the club. 
F.    The duties of the Publicity Chair shall be: 

1.  To create the Facebook event pages for all club events. 
2.  To advertise events on the different class pages on Facebook or any social 

media page. 
3.  To print flyers and organize the distribution of flyers to the e-board. 
4.  To positively publicize the club by distributing information through different 

listservs across campus. 
G.   The duties of the Digital Media Chair shall be: 

1.  To design logos, flyers, powerpoints, videos, and other graphics for 
event/club promotion. 

 2.  To photograph and archive all events. 
 3.  To manage all social media outlets representing the club. 
 4.  To handle the technical responsibilities needed by the club. 
H.    The duties of the Ayala Coordinators shall be: 

1.  To organize the Ayala Cultural Show annually. 
2.  To promote outreach of SEAC and Ayala at Brandeis University and the 

Boston area. 
3.  To aid in and attend SEAC events. 

I.     The duties of the Ayala funding chair shall be: 
 1. To work with Ayala coordinators to determine a set budget. 

2.  To represent the financial interests of Ayala in Marathon and funding 
requests. 

 3.  To maintain and plan any spending done for Ayala. 
J.   The duties of the ICC Representative shall be: 

1.  To attend the weekly ICC programming meetings. 
2.  To report back to the club about other ICC club events and activities. 
3.  To propose SEAC involvement with other ICC clubs. 
4.  To be responsible for announcing SEAC events to the ICC. 

K.   The duties of each member of the Executive Board shall be: 
1.  To attend all board meetings, general meetings, and club events, unless 

there is an unavoidable conflict. 
2. To actively engage in club conversation to further the purpose of the club 

within Brandeis. 
3. To assist in the planning, set-up, and break-down of each event or meeting. 

 
Section 3:  Election of Officers 

A.   Elections will take place at least one month before the end of the spring 
semester. 

B.   Each potential officer must complete and hand in (email) their application 
by the deadline selected by the current e-board. 

C.   All applicants for the position of Co-President must present a speech at a 
meeting organized specifically for the election of new Co-Presidents. 

D.   The two available Co-President positions will be decided by majority vote 
by members of the club, both executive and general. 



E.   The newly elected Co-Presidents along with the former Co-presidents shall 
decide together the rest of the executive board. 

F. The ICC Representative will be chosen each fall by the current executive 
board through a majority vote after reviewing applications that are also 
given in the fall.  This position is generally reserved, but not exclusively, for 
first year students. 

G.   Each newly elected officer must accept their position before beginning their 
duties. 

 
Section 4:  Meetings 

A.   General meetings are called at the discretion of the Co-Presidents but must 
be held at least once a month. 

B. Board meetings are called at the discretion of the Co-Presidents but must 
be held at least twice a month. 

 
Section 5:  Event Planning 

A.   Planning, Booking, and Funding 

1.  All event proposals will be brought up and discussed at executive board 
meetings. 

2.  Booking of an event room must be secured before funding options can be 
considered. 

3.  Should any unforeseen circumstance arise, the organizer or coordinator of 
the event must determine feasible alternative options and bring them to the 
executive board for evaluation and approval.  

B. Publicity 

1.  The executive board must approve all publicity forms (flyers, posters, etc.) 
that publicize SEAC and/or its events. 

2.  Publicity for major events must be completed a minimum of two weeks 
before the event. 

3.  Publicity for minor events must be completed a minimum of one week 
before the event. 

 
Section 6:  Constitution and Amendments 

A.  Any amendments to the constitution shall be presented to the club and its 
active members. 

B.   Amendments shall be approved by 2/3 of the majority vote by the active 
members. 

 
Section 7:  Dismissal Procedures 

A. Any officers of the executive board may be removed by simple vote of the 
executive board. 

B.  Any officer of the executive board who resigns is required to sign a form of 
resignation. 

C.  If a dismissal vote is passed or a resignation is recognized, a replacement 
officer must be elected immediately by active members of the club. 

 


