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INFORMATION SHEET 36  

January 2009



	Governing Document Questionnaire

	If your organisation requires a written governing document (Constitution) and you want help from GVOC, please answer as many of the following questions as fully as you can.

Your answers are intended to help speed up the process of providing a governing document (constitution) for your organisation.

The information is for internal use – so don’t worry about your spelling or crossings out!

Any questions, which present you with a problem, we can discuss at a later date.

Name of Organisation:  ………………………………………………………..

Address (including post code):  ………………………………………………

……………………………………………………………………………………

Telephone Number:  …………………………………………………………..

Contact Name:  …………………………………………………………………

Do you require:

A new governing document?        
          (starting with Q7)
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Changes to an existing governing document?    (continue below)

EXISTING ORGANISATION

1. What is the name of the existing organisation? …………………………

2. Does the organisation have a constitution?



YES/NO
If YES, please bring it with you to our meeting or send it in beforehand.

3. Is the existing organisation a registered charity?


YES/NO
4. If yes, please give the registered charity number ……………………….

5. Are the changes to your existing constitution required in order to become a registered charity?







YES/NO
6. Some other reason (please state below)

……………………………………………………………………………………

……………………………………………………………………………………

If your organisation intends to register as a charity you should ring the Charity Commission general enquiry line on 0845 3000 218 or look on their website, www.charity-commission.gov.uk and request a copy of the Charity Registration Pack if you do not already have one.

NEW ORGANISATION

7. What is the name of the proposed organisation?  

……………………………………………………………………………

8. Does the organisation wish to register as a charity?  (please circle the appropriate option)

· Now

· In the future

· Never

· What does registering as a charity MEAN?

9. What are the aims/objectives of the organisation?

……………………………………………………………………………………

……………………………………………………………………………………

MEMBERSHIP

If the organisation is to be a registered charity or to receive money from lottery funders, there are some provisions, which must appear in its constitution.

The most usual arrangement is for there to be a body of members who meet at general meetings and for them to elect a management committee to run the organisation on a day to day basis.  Your constitution will be written from this perspective, unless you say otherwise.

10. Who are the members to be?  (ie who is membership open to)  

……………………………………………………………………………

11. Is membership to be limited to individuals only?

YES/NO
12. Or is it to include representatives from organisations, which support the objectives (member organisations)?



YES/NO
13. Are there to be different classes/types of membership?  

(eg Junior, Honorary)







YES/NO

14. If YES, please say what is required, if you know

……………………………………………………………………………

……………………………………………………………………………

15. Are members required to pay an annual subscription?
YES/NO
16. The standard arrangement is for an Annual General Meeting (AGM) to be held once a year and for other meetings to be called as and when needed.  

Is this what you want to happen?




YES/NO

17. A standard period of notice for meetings is 21 days.

Is this what you want to happen?




YES/NO

18. Who should be entitled to call general meetings?  A standard arrangement is for the committee to call meetings as they think fit and in addition, for one tenth of the membership to be able to insist on a meeting being called.

Is this what you want to happen?




YES/NO

19. How many do you want the quorum* to be for general meetings?

A common arrangement is one tenth of the number of members or ten members which ever is the greater quorum* (*quorum is the minimum number of people required in order for a decision to be made)
Is this what you want to happen?




YES/NO

20. It is usual for the chairperson of the meeting to have a casting vote in the event of a tied vote on resolutions.

Is this what you want to happen?




YES/NO

GENERAL MEETINGS (meeting of ALL members, not just the management group)

21. There must be an Annual General Meeting (AGM) each year.  The AGM can deal with whatever business the constitution says it can deal with.  The following business should be included:

The AGM should:

· Receive the report and accounts for the previous year

· Elect the committee for the following year

· Determine any other matter of which notice has been given
Please add specifics to the list if you wish

……………………………………………………………………………………………

……………………………………………………………………………………………

COMMITTEE

There has to be a group responsible for running/managing the organisation; in a small organisation, all the members might be on the committee, at least initially.

22. What name do you want for the Management Committee?  (Please specify)

Management Committee

Executive Committee/Group

Co-ordinating Committee/Group

Steering Committee/Group

Another term (please state)  ………………………………………….

23. Do you wish there to be a Chairperson, Secretary and Treasurer?












YES/NO
24. Are the officers to be elected at the AGM by the full membership?












YES/NO

OR

25. At the first meeting of the committee each year (by the committee themselves)








YES/NO
26. How many members is the committee to consist of: are a minimum of three and a maximum of nine ok?






YES/NO
27. If NO please state
 
minimum number ……….. 

and








maximum number  ………

28. Are committee members: (please circle which of the arrangements below you want)

· All to retire annually

· One third to retire each year

· To be re-elected indefinitely
29. Should the committee have the power to co-opt additional members?












YES/NO
30. It is common for co-opted members to have full voting rights.


Is this what you want to happen?



YES/NO

31. What is the quorum* for committee meetings numbers to be?  3, 4, 5 or …….. (*quorum is the minimum number of people required in order for a decision to be made).
32. It is common for the chairperson to have a casting vote at committee
meetings.   
Is this what you want to happen?

YES/NO

AMENDMENTS (CHANGES) TO CONSTITUTION

33. In the future you may wish to make changes to the constitution; we will insert

the provision that any changes need approval from the full membership at a general meeting.
  Is this what you want to happen?

YES/NO

DISSOLUTION

34. There needs to be a statement regarding who has responsibility for dealing with the work involved in the event that it becomes necessary to close the organisation.  The standard arrangement is for the committee to be responsible.   


Is this what you want to happen?

YES/NO
FINANCE
There are some matters relating to Finance which will be included in any governing document which we provide you with, so please do not think Finance has been forgotten.  It will be discussed at our next meeting.
Please return the form to:

Gateshead Voluntary Organisations Council

John Haswell House

8/9 Gladstone Terrace

Gateshead

NE8 4DY
For further information

Contact GVOC between 8.45 am and 4.45 pm - Monday to Friday

Telephone: 0191 478 4103    Fax:  0870 705 8702   
E-mail:  enquiries@gvoc.org.uk     Internet:  www.gvoc.org.uk

Registered charity number 1137389
A Company Limited by Guarantee Registered in England & Wales
Company Registration Number 7302622
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