Constitution of Capstone Agency
ARTICLE ONE (Name)
The name of this organization shall be Capstone Agency.
 

ARTICLE TWO (Purpose)
Capstone Agency is a student-run public relations firm at The University of Alabama. As a public relations firm, Capstone Agency provides strategic, analytical and tactical support to help connect an organization to its various publics. As a student organization, Capstone Agency allows students to gain practical experience working in a public relations firm.
 

ARTICLE THREE (Members)
Section 1: Any University of Alabama student, regardless of race, religion, sex, disability or national origin may obtain an application form for membership from the current Capstone Agency firm director.
Section 2: Applicants wishing to join will be judged on writing skills from writing samples submitted with application form, graphic design abilities from design work submitted with application form and responses to the extended questions on the application. Students will be placed on teams after a review of their application materials.
Section 3: Opportunities for independent study credit will be handled on a case-by-case basis. Those Agency members interested in independent study credit will need to contact the firm director and faculty adviser.
Section 4: Membership in Capstone Agency shall be open to all students of The University of Alabama, without regard to race, religion, sex, disability, national origin, color, age disability, gender identity or expression, sexual identity, or veteran status except in cases of designated fraternal organizations exempted by federal law from Title IX regulations concerning discrimination on the basis of sex.

 

ARTICLE FOUR (Offices)
Section 1: The officers of this organization shall be the firm director, the assistant firm director and the public relations director.
Section 2: The firm director will be elected each April at the monthly Public Relations Student Society of America (PRSSA) meeting by the PRSSA members. 
Section 3: The assistant firm director and the public relations director will be chosen each September by the current firm director after the application deadline has passed for this positions.
Section 4: Election of the firm director shall be by secret ballot. The candidate receiving one vote more than 50% of the total number of votes cast shall be named the firm director.
Section 5. The firm director shall be elected to serve for one year, beginning at the close of the meeting at which they are elected. Vacancy in this office shall be filled by nomination and voting by a quorum of active PRSSA members. 
Section 6: The assistant firm director and the public relations director shall begin their service from the start of the first general Capstone Agency meeting of the academic year until the end of the same academic year. 
Section 7: The firm director is responsible for the overall management of the firm’s operations and serves as an officer on the Chapter’s executive board. The director also serves on UA's PRSSA's executive board. The director, with help of the firm members, will develop a regular meeting schedule to keep track of the account teams' progress with their projects. These meetings will also help the director inform the staff of events occurring in the Agency. The firm director will also arrange officer planning meetings with the firm's officers (creative services manager, assistant firm director and public relations director) to establish an identity guide, a style guide and a policies and procedures manual. The firm director will also work closely with the faculty adviser to choose the firm's officers and the account teams for the coming year. 
Other duties include:
• Assist with the communication lines among the firm's officers
• Help the public relations director with establishing fundraising tactics to generate financial resources for the firm
• Maintain records of all activities
• Oversee and approve client recruitment
• Evaluate firm members
• Maintain contact with clients and account executives to ensure satisfactory progress
• Offer commitment and professionalism to the firm and its activities
• Develop relationships with the PRSSA faculty advisers
 

Section 8: The assistant firm director will play a fundamental role in helping the director oversee the firm’s leadership and relationships. The assistant firm director will work directly with the account teams providing guidance and tactical assistance if needed. The assistant firm director will meet with the account teams regularly (either one-on-one or at general firm meetings) and provide feedback to the firm director. The assistant firm director will also motivate account executives so the firm's work continues to be of high quality.  He/she will need to develop a standardized client/firm contract form and a client information form.  The assistant firm director will also help the firm director and the rest of the Agency officers develop a policies and procedures manual. In the event of a prolonged absence by the firm director, the assistant firm director will temporarily assume the duties the firm director's duties. 
 

Section 9: The public relations director will need excellent oral and written communications skills. This officer is responsible for managing the Agency's communication efforts with appropriate media representatives. This officer will also need to plan fundraising efforts to support the Agency. The fundraising efforts are expected to showcase the Agency's core public relations competencies. Fundraising suggestions include reaching out to local businesses and nonprofits to attend a social media workshop and seminar hosted by the Agency. The public relations director will also help the firm director and the other Agency officers create an Agency style guide.
 

 

_____ * ARTICLE FIVE (Meetings)
Section 1: The entire Agency will meet the first and third Tuesday of every month except when noted differently on the yearly meeting scheduled established each August. 
Section 2: Account teams are encouraged to arrange additional meeting times to work on their respective accounts. 
Section 3: The firm director also may arrange meetings with the Capstone Agency officers and account executives with no less than five school days notice.
Section 4: Seventy-Five percent of the members will constitute a quorum.
 

_____ * ARTICLE SIX (Relationships)
Section 1: Capstone Agency will not be controlled by any other local, state or national organization.
Section 2: Members of Capstone Agency are usually, if not always, members of the University of Alabama's chapter of PRSSA. It is important that members of Capstone Agency are well rounded as public relations students, and this includes development outside the classroom. While membership in UAPRSSA is not necessary to apply for Capstone Agency, it is highly suggested.
 

_____ * ARTICLE SEVEN (Finances)
In the event that the organization, Capstone Agency, becomes defunct or is terminated, all funds held in the Capstone Agency account at the Alabama Credit Union shall be donated in full to the Advertising and Public Relations department and distributed among the appropriate student organizations.
_____ * ARTICLE EIGHT (Committees)
Section 1: For each account that is held with Capstone Agency, there will be an Account Executive and a team that operates below him/her.
Section 2: The Account Executive is responsible for developing objectives, strategies and tactics to meet a client's goals.  He/she will also need to maintain a high level of professionalism, as these Agency members are responsible for nearly all of the contact with the client. Account executives will need to assess their clients' needs and work with their clients and their teams to develop a strategy that best accomplishes their clients' objectives.  An account executive must have excellent oral and written communication skills. Each account executive is also responsible for making sure the staff members on the team are engaged and motivated. The Account Executive is responsible for reporting to the Firm Director.
Section 3: The Account Executive is responsible for organizing a semimonthly meeting with his or her team to discuss what needs to be done and is currently being done.
Section 4: Account team members will provide tactical support in the research, planning, execution and evaluation of any accounts assigned to the team.  Account team members are expected to engage in-group discussion as the team works to develop a plan of action for a client’s needs.  Team members will need to meet all deadlines set forth by their account executives.
Section 5: Any public relations student may apply for membership in Capstone Agency. To apply, students must complete an application and provide a resume. Upon application for Capstone Agency, members will be selected and assigned to their position. Account Executives should have prior experience in order to adequately lead a team and manage a client.
 

_____ * ARTICLE NINE (Advisors)
Section 1: An adviser must have a public relations focus and be a professor or staff member within the College of Communications and Information Sciences.
Section 2: An adviser will be chosen by the Firm Director in conjunction with the advice of the Advertising and Public Relations department chairperson. The Firm Director must approach the individual whom he or she wishes to be the adviser and ask them to serve in this position.
Section 3: An adviser shall attend all Agency meetings and provide help and insight whenever possible.
Section 4: Once established, and adviser must serve a minimum of the full year and may serve as long as they wish after the initial year.
 

_____ * ARTICLE TEN (Parliamentary Authority)
Capstone Agency shall be governed by the rules contained in Robert's Rules of Order as long as they do not interfere with the by-laws as stated.
_____ * ARTICLE ELEVEN (Amendments).
Section 1: Amendments to the Constitution must be written and a copy must be turned in to both the Firm Director and the Adviser.
Section 2: Upon receipt of amendment request, the Firm Director will present the proposal to the entire Agency.
Section 3: In order to vote on an amendment a minute will be allowed for the discussion of the advantages of including the amendment and a minute will be allowed for the discussion of the disadvantages of including the minute. Following the discussion session, a vote will be taken by show of hands.
Section 4: In order for the amendment to be approved, two-thirds of Capstone Agency must vote for the amendment to be included.
 

_____ * ARTICLE TWELVE (By-Laws)
Section 1: By-laws may be added at the first and last meeting of the year only.
Section 2: At these meetings a time at the beginning will be devoted to discussion of adding by-laws and any member of Capstone Agency may suggest adding a by-law.
Section 3: In order for a new by-law to be adopted it must be presented, followed by a minute of pro's and a minute of con's, and approved by a two-thirds vote of agency members.
Section 4: New by-laws that are approved by a two-thirds vote will go into effect immediately.
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