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UW-Stout RHA  
 

Residence Hall Events Committee Operating Procedure 

Instructions 

As a H.E.C. you need to complete this form to create your own operating procedure and constitution for the 
academic year.  Required portions of the constitution are supplied for you.  You have the option to vote yes or 
no to the additional options to have them added to the required constitution.  Check yes or no to each of the 
options in the Options for Additions section.  Then continue on to fill out the Open Options section where you as 
a H.E.C. can create additions that you would like to have in your operating procedure.  When you have 
completed these sections you need to have a vote to confirm that the additions and options you have chosen 
are what the entire H.E.C. desires as their operating procedure.  When you are completely satisfied with your 
choices, the H.E.C. Chair and Advisor need to sign this form and the RHC representative needs to submit it to 
the RHA executive board and present it at an RHA meeting by the end of October. 
 

Required Constitution 

 
RESIDENCE HALL EVENTS COMMITTEE 
Section 1: Executive Positions 

1. The Residence Hall Events Committees shall be comprised of a Hall Chair, Treasurer, Secretary, 
two RHC Representatives, and an advisor. 

2. The members of the Hall Events Committee shall reside in the hall for which they are 
representatives. 
 

Section 2: Executive Duties 
1. Hall Chair 

A. Lead all H.E.C meetings. 
B. Recruit representatives from each floor. 
C.  Be responsible for planning and implementation of H.E.C. events. 
D.  Meet weekly with the H.E.C. executives. 

 
2. Treasurer 

A. Create a hall budget. 
B. Balance the budget monthly. 
C. Give a monthly budget report at a hall meeting. 
D. Meet weekly with the H.E.C. executives. 
E. Attend all H.E.C meetings. 
F. Be the only student with access to the checkbook and permitted to write checks. 

 
3. Secretary 

A. Take minutes at each meeting. 
B. Distribute minutes to the Secretary and Hall Director. 
C. Meet weekly with the H.E.C. executives 
D. Shall attend all HEC meetings. 

 
4. Two RHA Representatives 

A. Attend weekly RHC meetings. 
B. Work on one of the RHA sub-committees. 
C. Participate in the start of the year RHA kickoff event. 
D. Act as a voice between your hall and the RHA. 
E. Meet weekly with the H.E.C. executives. 
F. Attend all HEC meetings. 

 
5. Stout @ Hand Rep 

G. Attend weekly Stout@Hand meetings. 
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H. Act as a voice between your hall and the Stout @ Hand Committee. 
I. Meet weekly with the H.E.C executives.  
J. Attend all HEC meetings.  

 
6. Leadership and Events Rep 

K. Attend weekly Leadership and Events meetings. 
L. Act as a voice between your hall and the Leadership and Events committee.  
M. Meet weekly with the H.E.C. executives 
N. Attend all the HEC meetings.  
 

7. Advisor 
O. Be the Hall Director. 
P. Appoint a Resident Advisor to also serve as an advisor. 

Section 3: Funding 
1. A H.E.C. may fund its activities through the collection of voluntary hall dues not to exceed $15 per 

resident.  Residents shall not be required to pay these dues, but consequently are not eligible to 
participate in H.E.C. sponsored events. 

Section 4: Removal of Officers 
1. Each H.E.C. mush create a process to remove Officers from office. 

Section 5: Replacing Removed Officers 
1. If the Hall chair is removed from their position, it is the Treasurer’s duty to appoint a new Hall Chair 

which has to pass with a 2/3 confidence vote to attain the position.   
2. If any other position is removed then it is the duty of the Hall Chair to appoint a replacement as 

soon as possible.  This must be voted on and pass with a 2/3 confidence vote of the committee. 
3. If in the event that an individual is removed from his/her perspective office, he/she will no longer be 

able to participate in any hall government executive position for one academic year. 
Section 6: Vacancies 

1. If a vacancy occurs in any executive position within a Hall, it shall be the responsibility of that 
Residence Hall to fill the vacancy. 

2. Each hall must create a procedure for removal of officers. 
Section 7: Voting 

1. A quorum shall be determined by each individual Hall(s) Committee. 

Options for Additions 

Go through each option and decide if you want to adopt that option into your operating procedure or you do not 
want to adopt that option and check the appropriate box.  If you decide not to adopt an option into your 
operating procedure you need to address the option in the Open Options section below either by stating the 
opposite of what the option is or by writing a different option to address it. 

Options Yes No 
The Residence Hall Events Committees shall meet regularly throughout the academic year, 
weekly. 

  

The members of all of the Residence Hall Events Committees shall be in good academic 
standing (cumulative 2.00 G.P.A) with the University by the second regularly scheduled 
meeting of the committee to which they serve and shall live in a Residence Hall at the time of 
election and during their term of office. 

  

Voting Rights (choose one or create your own in Open Options) 
A. To have building residents attending vote. 

 
B. To have building residents attending vote except the chair as meeting leader. 
 
C. To have building residents attending vote except the executive committee. 

 
 
 

 
 

 
 
 

 
 

The rules of parliamentary procedure as stated in Robert’s Rules of Order, Revised Edition, 
shall govern all Residence Hall Events Committee Meetings. 

  

Removal of Officers 
A. A committee may remove an executive officer with a 2/3 majority vote of the committee.  

An officer can be removed for failing to meet their duties as outlined or valid concerns 
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regarding their performance as a H.E.C. officer.  A written notice of specific concerns 
must be presented to the executive board and discussed at a meeting at least one week 
prior to a vote by the committee.  Voting rights will follow the hall specific standard 
established for previous business within the group. 

A quorum shall be determined by each individual Hall Committee Quorum: ____ 

 

Open Options 
 

In this section you have the ability to make your own additions to your Hall Constitution as you please but you must 
address all the options above that you stated no to.  The additions can include but are not limited to, required 
number of programs, types of programs, who is executive members, etc.  Please write what additions your hall 
wants to make to your Constitution.  If you need additional space, please attach an additional page with the 
additions.  
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________ 
____________________________________________________________________________________________ 
____________________________________________________________________________________________
____________________________________________________________________________________________ 
 

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________ 
 

   Additional page attached 
  

When you have made all your additions to the required constitution given to you, there needs to be a vote 
taken to show that the H.E.C. approves of this document. 
 
________________ ____________  ______  ______  ____________ 
Number Present  Date of Vote  Yes  No  Did Not Vote 
 
When you have completed the above portions as a H.E.C. the President and an Advisor of the H.E.C. needs to 
sign and date this document.  The RHA representative then needs to submit it to the RHA executive members 
and present it at an RHA meeting by the end of October. 
 
 
_____________________________ _____________________________ _________ 
Hall Chair    Advisor     Date 


