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Article I. Additional Officers

Section 1.01 Officer Positions
(a) The following officer positions shall exist in addition to those already defined:
(i

(ii) the Director of Academics;

) the Director of Laboratory Services;

(iii) the Director of Competitions;

(iv) the Director of Marketing;

(v) the Director of Social Activities;

(vi) the Director of Information Technology;
(vii) the Director of External Relations;
(viii) the Director of WarHacks;

(ix) the Director of Projects;

(x) the Director of Webmaster.

Section 1.02 Director of Laboratory Services
(a) The Director of Laboratory Services shall:

(i) Oversee the operations of the Branch office and laboratory facilities and ensure a consistent
quality of service is provided to users;

(ii) Provide training, feedback, and supervision to laboratory supervisors and other volunteers
authorized to access laboratory facilities;

(iii) Manage the application and evaluation process for new laboratory supervisors;

(iv) Establish policies for the proper and safe operation of Branch office and laboratory equipment
and communicate these policies to users;

(v) Ensure the general cleanliness and organization of the Branch office and laboratory facilities;

(vi) Develop a plan and schedule for the maintenance, upgrade, repair and expansion of Branch
office and laboratory equipment as well as supervising and executing the tasks necessary to
successfully implement the equipment maintenance and upgrade plans;

(vii) Periodically report to the Executive Committee on the status of the laboratory and office
facilities, the services provided to users, and any maintenance or upgrade initiatives;

(viii) Conduct such other business as the Executive Committee may direct.
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Section 1.03 Director of Academics
(a) The Director of Academics shall:

(i) develop proposals for tutorials, seminars, workshops and conferences that will allow the
Branch to advance its goals of disseminating knowledge to the community and enhancing the
professional development of its members;

(ii) investigate any external events (such as conferences or seminars) to which the Branch could
facilitate member attendance which would advance these goals;

(iii) establish a plan and schedule for such academic events that can be undertaken by the Branch
and its members throughout the academic year;

(iv) with the advice and consent of the Executive Committee, establish teams and develop
materials to implement the activities specified and supervise the execution of the activities;

(v) periodically report to the Executive Committee on the status of authorized academic events
and the outcome of completed academic events;

(vi) conduct such other business as the Executive Committee may direct.

Section 1.04 Director of Competitions
(a) The Director of Competitions shall:

(i) develop proposals for competitions and contests that will improve awareness of the Branch or
the IEEE, allow participants to improve relevant engineering skills, or provide a benefit to the
community;

(ii) establish a plan and schedule for competitive activities, both internally and externally
organized, including but not limited to the internal RoboWars and IEEE Xtreme, that can be
undertaken by the Branch and its members throughout the academic year;

(iii) with the advice and consent of the Executive Committee, establish teams and develop
materials to implement the competitions and contests specified;

(iv) supervise and execute the tasks needed to implement the competitions and contests;

(v) periodically report to the Executive Committee on the status of authorized competitions and
contests and the outcome of completed events;

(vi) conduct such other business as the Executive Committee may direct.
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Section .05 Director of Marketing

(a) The Director of Marketing shall:

(i)

(ii)

(iii)
(iv)

(v)

(vi)

(vii)

(viii)

(ix)

Develop general marketing and branding strategies to improve awareness of the Branch or IEEE
and its activities, advance the standing of the Branch, or provide benefits to the community;

develop proposals for marketing materials (including but not limited to posters, banners,
written copy and achievement badges) targeting any advertising media in use by the Branch,
including print, web, social media, email newsletters, or other media, in pursuit of the goals of
Section 1.05(a)(i);

ensure the Branch’s logo and branding are used correctly in all marketing materials;

establish a plan for acquiring executive uniforms as well as producing merchandise for sale by
the Branch;

ensure all social media platforms are active and all events and activities of the branch are
accurately represented in advertising material with the consent of the Executive Committee, or
in cases where approval cannot be obtained from the Executive Committee, of the individual
responsible for the event or activity at least 2 weeks prior to the event date;

establish teams and develop materials to implement the marketing activities specified with the
advice and consent of the Executive Committee;

supervise and execute the tasks needed to achieve the marketing objectives;

periodically report to the Executive Committee on the status of authorized marketing activities
and the outcome of completed activities;

conduct such other business as the Executive Committee may direct.

Section 1.06 Director of Social Activities

(a) The Director of Social Activities shall:

(i)

(ii)

(iii)

(iv)

develop proposals for events that will improve awareness of the Branch or the IEEE, further the
professional development of members, or allow members and others in the University
community to interact in a social context;

establish a plan and schedule for such projects that can be undertaken by the Branch and its
members throughout the academic year;

with the advice and consent of the Executive Committee, establish teams and processes to
implement the events specified;

supervise and execute the tasks necessary to successfully implement the events;

periodically report to the Executive Committee on the status of authorized events and the
outcome of completed events;
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(vi) conduct such other business as the Executive Committee may direct.

Section 1.07 Director of Information Technology
(a) The Director of Information Technology shall:

(i) develop proposals for website maintenance and development to ensure continued availability
of all web services and meet the Branch’s marketing goals;

(ii) develop proposals for lab IT management to ensure continued availability and maintenance of
the lab’s networked computers;

(iii) develop proposals for the maintenance of other IT services, such as Google Apps services,
email services, or other services as the Executive Committee may direct;

(iv) develop a plan and schedule for maintenance, upgrade, repair or expansion of branch IT
equipment, as well as services specified in Section 1.07(a)(i) to (iii), as well as execute all
necessary tasks to implement such plans;

(v) periodically report to the Executive Committee on the status of website and IT equipment and
the execution of pending work thereof;

(vi) conduct such other business as the Executive Committee may direct.

Section 1.08 Director of External Relations
(a) The Director of External Relations shall:
(i) develop a communication plan to reach out to corporate sponsors and recruit IEEE members;
(ii) develop internal Concordia funding applications;
(iii) coordinate with other directors advertising sponsors logos;

(iv) with the advice and consent of the Executive Committee, assemble a sponsorship committee
to help with corporate communication and recruitment;

(v) supervise and execute the tasks necessary to acquire funding;
(vi) periodically report to the Executive Committee on the status of funding applications;

(vii) conduct such other business as the Executive Committee may direct..

Section 1.09 Director of WarHacks
(a) The Director of WarHacks shall:
(i

(ii) recruit members for the WarHacks committee;

) chair the WarHacks committee;

(iii) establish a plan and schedule for WarHacks activities and preparation;

(iv)  supervise and execute the tasks needed to implement WarHacks;
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(v)

(vi)

Section 1.10

periodically report to the Executive Committee on the status of the competitions and the
outcome of completed events;

conduct such other business as the Executive Committee may direct.

Director of Projects

(a) the Director of Projects shall:

(i)

(ii)

(iii)

(iv)

(v)

Section I.11

develop ideas and proposals for long or short term projects to be taken on;

establish a plan and schedule for proposed projects, including but not limited to
estimated budgets, timeline, and number of students to be involved;

periodically report to the Executive Committee on the status of projects and the
execution of pending work thereof;

supervise and execute the tasks needed to complete the projects;

conduct such other business as the Executive Committee may direct.

Director of Webmaster

(a) the Director of Webmaster shall:

(i)

(ii)

(iii)

(iv)

(v)

Article Il.

update and maintain the IEEE Concordia website with relevant information pertaining to
the Branch, including but not limited to event announcements, upcoming competitions,
lab status, and lab schedule;

with the consent of the Executive Committee, establish a Webmaster Committee to
assist in the website’s development and updating;

supervise and execute the tasks needed to maintain the website and keep it up to date
with recent activities pertaining to the Branch;

periodically report to the Executive Committee on the status of the website and the
execution of pending work;

conduct such other business as the Executive Committee may direct.

Non-Officer Positions

Section 11.01 General Provisions

(a) All members holding non-Officer positions within the Branch shall be entitled to receive

additional communications and participate in policy and activity discussions via the Branch

mailing list if they wish to do so.

(b) The holders of non-Officer positions within the Branch shall be permitted to attend any

Executive Committee meeting operating in open session as non-voting observers.
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(c)

(d)

The holders of non-Officer positions within the Branch may also be granted special consideration
for Branch activities and events, at the discretion of the Officer supervising the activity or event.

All non-officer position appointments shall expire on the next May 31st following the
appointment unless otherwise specified.

Section 11.02 Laboratory Supervisors

(a)

(b)

(c)

(d)

(e)

(f)

The Executive Committee may appoint any number of members, who are not Officers, to the
status of Laboratory Supervisor within the Branch.

Laboratory Supervisors are entitled, subject to their completion of any required training or
briefing activities, to appear on the security list for access to the laboratory, to operate the
equipment therein, to supervise others in operating the equipment, and to permit others to
access the laboratory under their supervision.

Laboratory Supervisors shall be expected to maintain a certain number of office hours as
determined by the Executive Committee and to be present at the laboratory during those hours.

During their office hours, Laboratory Supervisors shall be expected to assist Branch laboratory
users in operating the equipment in the laboratory, answer technical questions from users
regarding coursework and projects, and provide guidance to users regarding equipment safety
and Branch laboratory usage policies.

Laboratory Supervisors may join and actively participate in at least one current, active
committee operating within the Branch. The Laboratory Supervisor may choose any such
committee, subject to the committee chair’s acceptance of the Lab Supervisor on the
committee.

The Executive Committee may revoke the Representative status and security list access of any
member as a result of failure to maintain office hours, failure to adequately contribute to Branch
laboratory services, failure to properly observe Branch procedures, or other disciplinary issues.

Section 11.03 Volunteers

(a)

(b)

(c)

The Executive Committee may appoint any number of members, who are not Officers, to the
status of Volunteer within the Branch.

Volunteers shall be expected to participate in, and assist in preparing, Branch events and
activities upon request of the Officers or as specified in the by-laws or the official procedures of
the Branch.

Volunteers may maintain office hours if they wish, but are not required to do so. This line does
not permit Volunteers to appear on the security list to the laboratory or access the laboratory
unsupervised.
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(d) The Executive Committee may revoke the Volunteer status of any member as a result of failure
to adequately contribute to events, failure to properly observe Branch procedures, or other
disciplinary issues.

Section 11.04 Senior Advisors

(a) The Executive Committee may appoint any number of persons, who are not required to be
members of the Branch, to the status of Senior Advisor within the Branch.

(i) Appointment to Senior Advisor status shall, in general, be limited to persons who have made
significant contributions to the Branch or the IEEE, and/or have special expertise that the
Executive Committee deems to be necessary or beneficial to the Branch.

(b) Senior Advisors may, at the discretion of the Executive Committee and subject to their
completion of any required training or briefing activities, be authorized to appear on the security
list for access to the laboratory, to maintain office hours, to supervise others in operating the
equipment, and to permit others to access the laboratory under their supervision.

(i) Laboratory access shall be limited to those Senior Advisors who are students in the Faculty of

Engineering at the University.

(c) Senior Advisors shall be expected to provide advice to the Officers upon request and attend
certain designated meetings as determined by the Executive Committee.

(d) The Executive Committee may revoke the Senior Advisor status of any person as a result of
failure to provide timely advice, failure to attend designated meetings, failure to properly
observe Branch procedures or other disciplinary issues.

(e) The position of Senior Advisors may be deemed a voting position if the Senior Advisor is an
active student under the ECA.

Article lll. Elections

Section 111.01 Date of Election

(a) The time and place of Officer elections shall be determined by the Nominating Committee or, if
it is not constituted at the time, the Executive Committee, and shall be announced to Branch
members no less than fourteen (14) days and no more than thirty (30) days prior to being held.

Section 111.02 Candidate Applications and Notification

(a) Any member wishing to submit their candidacy for an Officer position must submit to the Branch
no later than seven (7) days prior to the date of the election a notice containing:

(i) their full name and contact information;

Page 7 of 18



IEEE CONCORDIA
? Consolidated By-Laws Effective 2023-03-22

(ii)
(iii)

(b)

the position for which they intend to stand as a candidate;

a statement of no more than five hundred (500) words explaining why they are running for that
position and why they would be a suitable candidate.

Upon confirmation that a candidate is eligible to stand as a candidate, an announcement shall be
made to the Executive Committee no later than forty-eight (48) hours prior to the election listing
all candidates running and including their campaign statements.

Section 111.03 Voting Procedure

(a)

(b)

(c)

(d)

(i)

(ii)

(iii)

(e)

(f)

The election shall be conducted as a General Meeting of members with only the election on its
agenda and no changes to the agenda permitted. The members present shall appoint a
temporary chairperson for the meeting who is neither a current Officer nor a candidate in the
election. If no attendee meets these criteria, the Branch Chair shall act as chairperson for the
election.

At the scheduled time, each candidate for the first Officer position to be debated shall present a
brief speech to the members prior to a vote being taken. If a candidate is unable to attend, their
campaign statement shall be read into the record on their behalf instead.

Following the presentation of each candidate for a position, the meeting will automatically
change into a closed session and the candidates will be required to leave the room.

After the candidates have left the room, discussion shall take place under such rules as are
normally used for General Meetings. Once debate has concluded, a vote shall be taken of all
members present.

If a secret ballot vote has been successfully requested, the default voting scheme shall be the
instant runoff vote (“alternative vote”).

If a secret ballot vote has not been successfully requested, the default voting scheme shall be
the simple plurality vote (“first-past-the-post”).

It may be moved at any time during debate to change the voting scheme for a position to any
of the other methods permitted under the Constitution. Such a motion requires a simple
majority to pass.

Candidates for a position are permitted to submit a vote for the position for which they are
standing as a candidate. In the case of simple plurality voting, all candidates shall be assumed to
have voted for themselves unless otherwise indicated.

Once the voting process for a position has been completed, the candidates shall be invited to
re-enter the room and the results shall be announced. The process shall then be repeated for
any remaining positions.
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Section 111.04 Voting Eligibility

(a) All members in attendance at the election shall be entitled to one vote, unless specifically
disqualified pursuant to a clause in the Constitution or the Branch by-laws.

(b) Undergraduate members of the Branch who are not members of the ECA may not vote in Officer
elections.

Section 111.05 Ineligible Persons

(a) No undergraduate member of the Branch who is not a member of the ECA shall be eligible to
stand as a candidate for any Officer position.
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Article IV. Miscellaneous Administrative Provisions

Section IV.01 Position Title Equivalency

(a) For the purposes of interaction with the ECA, the Branch Chair shall be the Officer defined by
ECA regulations as “president of the society”.

(b) Inthe absence of the Branch Chair or if the position is vacant, whichever Officer is presently
assuming the duties of the Branch Chair shall be the Officer serving as “president of the society”
for ECA regulation purposes.

Section 1V.02 Political Activities

(a) The Branch shall not engage in any activity of a political nature, whether at the student
government level or outside the University community.

Article V. Policies

Section V.01 Enforcement of Policies

(a) Any document titled a “Policy” and adopted by the Executive Committee shall be considered
enforceable by the Branch and its Executive Committee members. Being of an operational, not
administrative, nature, they are documented and adopted under the moniker “Policy” rather
than “By-law”.

(b) Such Policies and its amendments thereof may be adopted by the Executive Committee, via a
normal motion passed by the Executive Committee.

Article VI. Branch Property

Section VI.01 Equipment to Remain on Premises

(a) All equipment, components, supplies, tools, fixtures, and other property owned, rented, leased,
or borrowed by the Branch or in the Branch’s possession pursuant to an agreement with their
legal owner (collectively “Property”) shall remain within the Branch’s premises at all times unless
explicitly authorized by a by-law (see Section 6.02).

Section VI.02 Borrowing of Property

(a) The Executive Committee may authorize certain persons to temporarily remove (“Borrow”)
specific items of Property, as defined in Section 6.01, from the Branch’s premises on a
case-by-case basis, if and only if the Executive Committee determines that the purpose of
Borrowing advances the Branch’s mission and objectives.
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(b) Whereas the Branch may organize an Event in which Branch property is required at a location
outside Branch premises:

(i) Members of the Executive Committee responsible for the Event are authorized to Borrow any
Property required for the Event.

(ii) The authorization in (i) is granted if and only if the Event is authorized by the Executive
Committee.

(iii) The authorization in (i) is granted for the duration of the Event, and a reasonable amount of
time immediately prior and subsequent to the Event, for transportation, preparation and/or
clean-up.

(iv) Persons mentioned in (i) shall be held responsible and liable for the Borrowed Property, unless
otherwise decided by the Executive Committee either in advance or post-hoc.

(v) Indemnification shall be determined by the Executive Committee on a case-by-case basis when
loss or damage occurs, and may include judgement that such loss or damage is a normal cost
of operation and requires no indemnification.

(c) An authorization which conforms to the terms of the Lab Policy, Section 7, shall be considered
valid per Section 6.01.

(d) Any legal agreement for which a waiver is issued under this Section, except for item (b), must be
executed in writing and a copy of the agreement kept by the Branch, until all provisions therein
have been fully settled, and the property has been returned in satisfactory condition to the
Branch premises or replaced.

(i) Such agreement must define a finite time period after which the property must be returned,
and provisions of liability and indemnification in the case that property is not returned within
that time period or is returned damage.

Section VI.03 Disposal of Property

(a) The Executive Committee may authorize the permanent disposal of Branch property, either by
sale, donation, auction, contest, recycling, throwing away as refuse, or other means, and may
empower any Member to execute such disposal on behalf of the Branch.

(i) Any disposal of property under this section must be executed in such manner as to be
compliant with any applicable ECA, IEEE, and University regulations and must be financially
sound.

(ii) Any disposal of Branch property with a purchase or market value of over twenty dollars
(520.00) shall be supervised by the Branch Treasurer and fully documented, with such
documentation to be kept for a period of not less than three (3) years.
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Section VI1.04 Conflicts of Interest

(a) Under no circumstances shall any Branch property be sold, donated, given, leased, rented, or
otherwise transferred to any Member who participated in a vote on a measure to authorize its
transfer or would otherwise have a clear conflict of interest thereof.

Article VII. Purchasing

Section VII.01 Authorization

(a) All purchases made on behalf of the Branch must be authorized by the Executive Committee or
through these by-laws. Purchases may be authorized for a budget line item on a discretionary
basis, subject to certain restrictions, and/or approved on a case-by-case basis.

(b) The Purchasing Committee shall have authorization to make discretionary purchases on behalf of
the Branch, subject to the provisions of Section 11.02 and to any further Executive Committee
decisions which may limit or revoke such authorization.

Section VII1.02 Vendor Quotes

(a) Any purchase, lease, rental, contract or other expenditure by the Branch involving a sum of five
hundred dollars (5500.00) or more shall be made only after binding price quotes for the desired
product(s) or service(s) have been obtained from a minimum of two different suppliers and
submitted to the Branch Treasurer for verification and approval.

(b) Any purchase, lease, rental, contract or other expenditure by the Branch involving a sum of two
thousand dollars (52000.00) or more shall be made only after binding price quotes for the
desired product(s) or service(s) have been obtained from a minimum of three different suppliers
and submitted to the Branch Treasurer for verification and approval.

(c) The Branch Treasurer may waive the requirement for binding supplier quotes at his or her
discretion in the event that only a single supplier is available, vendors for the purchased
product(s) or service(s) do not typically provide binding quotes, or some other condition
prevents the requirement from being reasonably fulfilled.

(d) All binding quotes, waivers thereof, and Treasurer approvals must be preserved alongside
documentation of purchases, and are subject to the same record and retention requirements.

Section VII.03 Discrepancy Reports

(a) Any discrepancy between the supplier’s quoted price (or, in the case of a transaction not
requiring a binding quote from the supplier, the original price approved for the transaction) and
the actual cost of an expenditure to the Branch shall be documented in writing and a copy of
such documentation shall be retained by the Branch Treasurer for a period of not less than one
(1) year.
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(b) The Branch Treasurer shall report to the Executive Committee any significant discrepancies in
transaction costs at the committee’s next regular meeting.

Section VII.04 Unauthorized Vendors

(a) Transactions made on behalf of the Branch shall not be made via auctions, reverse auctions,
second-hand sales, flea markets, or any other method having an abnormally high risk of fraud or
which would facilitate improper use of Branch funds, unless specifically pre-approved by the
Branch Treasurer in writing or by a resolution of the Executive Committee.

Section VII.05 Documentation and Retention

(a) All purchases made on behalf of the Branch shall be fully documented and a copy of all receipts
and other supporting documentation kept by the Branch Treasurer for as long as required by
government tax authorities, as required by ECA and IEEE regulations, or a period of three (3)
years, whichever is longest.

Section VII.06 Purchasing Procedures

(a) Purchasing procedures and discretionary authorizations may be defined in by-laws.

(b) Additional procedures for purchases shall be established by the Branch Treasurer, subject to the
approval of the Executive Committee. Any purchase made in a manner inconsistent with such
procedures shall be considered unauthorized and shall not be honored unless required by law or
explicitly approved after the fact by the Executive Committee.

Article VIII. Donations

Section VIII.01 Restricted Property Donations

(a) Branch property received as a donation shall not be transferred or disposed of in a manner
inconsistent with any conditions agreed upon with the donor(s) prior to the property’s donation
to the Branch.

(b) Any conditions imposed on a donation of property shall be documented in writing and a copy of
the conditions kept by both the Branch Secretary and Branch Treasurer until all restrictive
conditions have expired or the property is no longer owned by the Branch.

(c) Notwithstanding section (a), the Branch may, at any time, transfer or dispose of otherwise
restricted property in the event that:

(i) the property becomes obsolete and is no longer of any use to the Branch;
(ii) the property is damaged, defective or its function otherwise seriously impaired;
(iii) additional equipment or supplies needed to use the property are no longer available;

(iv) the original donor(s) agree to waive the conditions that would prevent the action;
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(v) the property can no longer be physically stored on Branch premises;

(vi) an obligation to dispose of or transfer the property is imposed on the Branch by law or
regulation of the IEEE, the ECA, or the University.

Article IX. Restricted Funds

Section IX.01 Oversight

(a) Funds received as part of ECA budget allocations, grants, and other sources of funding restricted
to a limited scope of possible expenditures shall be overseen by the Branch Treasurer. Any
projected expense expected to make use of funds from these sources shall be evaluated by the
Branch Treasurer prior to any purchase being made in order to ensure that the expense is
compliant with the conditions of the restricted funds.

Article X.  Financial Operations

Section X.01 Bank Accounts

(a) The Branch shall maintain such bank accounts as may be necessary for the normal operations of
the Branch, as determined by the Branch Treasurer and approved by the Executive Committee.

(b) The IEEE NextGen Banking service shall be the preferred banking solution for the Branch if it is
available.
Section X.02 Internal Accounts

(a) The Branch Treasurer may, if possible and necessary, establish and maintain one or more internal
accounts with the University in order to facilitate the payment of service charges and other
obligations to business units of the University.

(b) The Branch shall comply with any applicable regulations established by the University regarding
the operation of any such internal account(s) and shall promptly resolve its obligations thereto.

Section X.03 Corporate Credit and Debit Cards

(a) The Branch Treasurer may authorize the issuing of corporate credit or debit cards to Branch
Officers, based on expended spending requirements and subject to the approval of the Executive
Committee.

(b) Cards issued pursuant to this section shall be used only for expenses approved by the Executive
Committee and shall be subject to regulations on usage as specified in the global IEEE financial
regulations, as well as the cardholder agreement from the issuing entity.
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(c) Officers shall be personally responsible for the use of their card(s) in an unauthorized manner,
except for fraudulent activity or card theft that is correctly reported pursuant to the cardholder
agreement and IEEE financial regulations.

Section X.04 Financial Signatories
(a) The Branch Chair and Treasurer shall be the authorized financial signatories of the Branch.

(i) Inthe case of a vacancy in either position, the Executive Committee shall designate a substitute
Officer to act as financial signatory in lieu of the vacant position.

(b) All cheques, contracts and other financial instruments shall require the signatures of both
financial signatories of the Branch to become effective.

Article XI. Committees

Section XI1.01 Standing Committees

(a) A Standing Committee shall be constituted to assist in the fulfilment of each Officer’s role within
the Branch. The Committees so constituted are:

t

(i) Competitions Committee, chaired by the Director of Competitions;

) Academic Committee, chaired by the Director of Academics;

(iii) Information Technology Committee, chaired by the Director of Information Technology;
(iv) Lab Committee, chaired by the Director of Lab Services;
(v) Marketing Committee, chaired by the Director of Marketing;
(vi) Projects Committee, chaired by the Director of Projects;
(vii) Social Committee, chaired by the Director of Social Activities;
(viii) Warhacks committee, chaired by the Director of Warhacks;
(ix) External committee, chaired by the Director of External Relations.
(x) Webmaster committee, chaired by the Director of Webmaster;

(b) A Purchasing Committee shall be constituted according to Section 11.02.

Section XI1.02 Purchasing Committee
(a) Constitution. The Committee shall have the following membership:
(i) The Chair of the Committee shall be the Branch Chair.

(ii) The Committee must include a minimum of three (3) members, including the Branch Chair, the
Treasurer, and any one other member of the Executive Committee.
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(iii) The Committee may include more than three (3) members, including members outside of the
Executive Committee, subject to the Committee Chair’s approval of such members.

(iv) The Purchasing Committee membership must, at all times, constitute a majority (50% +1
member) of members also in the Executive Committee.

(v) By nature of their mandate, the Director of Laboratory Services is recommended as a member
of the Purchasing Committee. This is not a requirement.

(b) Role of the Purchasing Committee. The Committee shall have as mandate to:

(i) Identify material needs within IEEE Concordia, its lab or other offices, or needs related to its
operation, in collaboration with the Executive Committee members;

(ii) Identify products and services which meet those needs;

(iii) Effect research related to purchases which require particular expertise or have technical
requirements (for example, lab equipment), including referring to experts when needed;

(iv) Identify suppliers, obtain quotes, and evaluate cost effectiveness of proposed solutions;
(v) Effect purchases as authorised by the by-laws or by an Executive Committee decision;
(vi) Report recommendations, decisions and purchases to the Executive Committee;
(vii) Effect any other tasks as the Executive Committee may direct.
(c) Meetings

(i) All Purchasing Committee meetings must be announced to the Executive Committee a
minimum of 72 hours in advance. Motions passed by the Purchasing Committee at a meeting
not so announced shall be considered invalid.

(ii) For all motions, quorum is 50% + 1 member, and is subject to the remainder of this section.
(iii) Any motion to effect a purchase must be passed unanimously among members present.
(iv) Any motion to effect a purchase must include a vote by the Branch Chair and/or Treasurer.

(v) If a motion to make a purchase applies to a purchase 1) related to an event or other budget
line falling under a Director's mandate (excluding the Director of Laboratory Services); or 2)
effected at the request of a Director, then that Director shall be considered a voting member of
the Committee for the purpose of this sole motion, and furthermore is required to vote on this
motion.

(vi) A vote on a motion may be cast in absentia, subject to the same restrictions as an in absentia
vote on an Executive Committee motion.

(d) Purchasing procedure

(i) The Purchasing Committee may pass motions to effect a purchase and to carry out such a
purchase, subject to all requirements of this Section.
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(ii)

(iii)

All purchases must conform to IEEE Concordia’s mission, interests and activities or per
decisions rendered by the Executive Committee (e.g. events, lab expansions, etc.);

Payment must be drawn from budgets and accounts that are defined as part of the motion and
approved by the Treasurer.

(e) Reporting and oversight

(i)

(i)

(iii)

(iv)

(vi)

(vii)

For all motions to purchase passed by the Purchasing Committee, the Committee must present
a report to the Executive Committee, either at an Executive Committee meeting within 2 weeks
of the motion, or within 3 days of the purchasing decision by other means of communication.

This Report must contain an itemised purchase order or list, with full financial information (i.e.
budget lines and accounts), and justification for the purchase as needed (e.g. the event, project
or resolution the purchase relates to; justification for items). Further justification, if requested
by an Executive Committee member, must be provided and recorded.

The Report must be archived along with purchase documentation, subject to the same
requirements as for documentation and retention of purchases. (Any additional justifications
which are recorded in Meeting Minutes or similar need not be archived in this way, but a
reference to the meeting at which the Report was presented must be amended to the Report.)

The Treasurer or Chair may, at any time, temporarily suspend the powers of the Purchasing
Committee. In this case, a motion to uphold this suspension and launch an investigation must
be voted by the Executive Committee at the next Executive Meeting or within 2 weeks of this
decision, whichever is earliest. Justification for a suspension and further investigation must be
provided to the Executive Committee.

The Executive Committee may, at any time, move to suspend the powers of the Purchasing
Committee and launch an investigation. Justification for the suspension and investigation must
be provided to the Committee. This motion shall be conducted per the same procedure as an
impeachment vote, and the vote shall exclude all members of the Purchasing Committee who
would otherwise have an Executive Committee vote.

In the case that, after investigation, the Purchasing Committee is found to have committed
fraud or other illegal activities, or to have made purchases which are egregiously inconsistent
to its mandate, the Executive Committee may call for the dissolution of the Purchasing
Committee. This motion shall be conducted per the same procedure as an impeachment vote,
and the vote shall exclude all members of the Purchasing Committee who would otherwise
have an Executive Committee vote.

Disciplinary procedures (iv)(v)(vi) against the Purchasing Committee may be accompanied by
similar procedures against one or more of the Executive Committee members involved, which
may lead to a motion to impeach.
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