４　Example of a Neighborhood Association Constitution
　　A constitution, or agreement, is the articles that lay out the fundamental decisions for administering the neighborhood association. With the members consent, the constitution should be created according to the neighborhood situation, and arrangements should be made so that the community members can see the latest version of the constitution at any time. The idea is not to simply draft a constitution once and be done. To facilitate the smooth administration of the neighborhood association, bear in mind the importance of taking a fresh look at the contents and revising them.
　　Below is an example of a typical constitution; however, each neighborhood association should determine their own terminology and contents please.
〇〇〇 Neighborhood Association Constitution
Article 1 
Name and Office
This group shall be known as the 〇〇〇 Neighborhood Association, and its office is located at ○○-cho community center.
Article 2
Area

This Association’s area of activity shall include all of Okazaki’s ○○-cho.
Article 3 
Purpose

This Association’s purpose is to promote mutual welfare and friendship, and attempt to develop a better living environment.

Article 4 
Business / Operations
In order to achieve the purpose stated in the previous article, this Association shall undertake the following operations in coordination with various public organizations.

　(1) Business related to the friendship and welfare of the Association members.

(2) Business related to improvement of the living environment.
(3) Business related to cultural enhancement.
　(4) Business related to the use and management of common facilities.
  (5) Business related to crime prevention, fire and traffic safety, etc.
(6) Distribution of information to members through circular notices, etc.
　(7) Other operations that are necessary for achieving the purposes of this Association.

Article 5 
Members

1
This Association shall be composed of the households residing in in the area described in Article 2. 
2
Any enterprise or organization which endorses the goals of this Association and promotes its development may be considered supporting members. 
Article 6
Officers & Terms of Office  
1
This Association shall have the following Officers [numbers in brackets next to the Japanese title indicate the number of people to occupy the position]:
　(1) President [sōdai; 1]　
　(2) Vice-President [fukusōdai; #]  
　(3) Secretary [shoki; #]　
　(4) Treasurer [kaikei; #]　
　(5) Auditor [kanji; #]　
　(6) Councilor (Director) [hyōgi-in (riji); #]  
　(7) Group Manager [kumichō; #]  
2
The term of office for officers shall be # year(s). However, reappointment is permitted.
3

Officers shall perform their duties, even after their term is over, until a successor is appointed.
4

When it is necessary to fill a vacancy in an officer position, appointment may be made at a Council meeting [yakuinkai]. In this case, the successor’s term of office shall be the remainder of the predecessor’s term.
Article 7
Appointment of Officers

Officers will be appointed at the General Assembly [sōkai].
Article 8
Officers’ Duties
The Association’s officers shall have the following duties.
　(1) The President shall be the main representative of this Association, and preside over its affairs. 
　(2) The Vice-President shall aid the President, and if any incident should leave the President unable to perform his duties, the Vice-President shall assume the President’s duties.

　(3) The Secretary shall record the proceedings at all meetings, and if necessary report them to either internal or external parties.
　(4) The Accountants shall manage the Association’s accounting affairs and assets.
　(5) The Auditors shall audit the accounting situation and report their results to the President.

　(6) The Councilors (Directors) shall be responsible for planning, management, and execution of the projects described in Article 4. 
　(7) The Group Manager shall reflect the wishes of the members at meetings, and also be responsible for collecting membership fees, etc., and shall handle other items of communication. Additionally, they shall serve as the staff for all Association business and participate in the promotion of the same.
Article 9
Advisor
1
This Association may appoint someone to an Advisory role.
2
The Advisor(s) will be appointed by the President, and approved by the Council. 
3
The Advisor(s) shall respond to Association consultations, and may attend Association meetings and give their opinions or recommendations there.
Article 10
Meetings
1

This Association shall have the following meetings/committees:
General Assembly [sōkai], Council [yakuinkai], Advisory Board (Executive Council) [hyōgiinkai (rijikai)], and the President shall convene meetings.
2

The General Assembly shall be the Association’s highest decision-making body, and on _________ every year.
3
A Special General Assembly shall be convened by the President when 1/5 (one-fifth) or more of the members deem it necessary, or when the Council passes a vote to hold a Special General Assembly.
4
Meetings of the Council and Advisory Board will be convened by the President as necessary.
Article 11:
Matters of Deliberation & Decision  
1
The following matters must be deliberated and decided upon by the General Assembly.
　(1) Approval of business plans and balancing the budget
　(2) Approval of business reports and settlement of accounts

　(3) Amendment of the Constitution
　(4) Election of Officers
(5) Other important matters for this Association
2
The Council shall discuss and decide on the following matters.
　(1) Matters to be discussed in the General Assembly

　(2) Matters related to Association bylaws
　(3) Other necessary matters
3
The following matters shall be discussed and decided upon by the Advisory Board.
　(1) Matters related to the promotion of Association business
　(2) Matters to be discussed by the Council
　(3) Other necessary matters
Article 12
Quorum and Chairing of Meetings
1

To reach a quorum, attendance by the majority of the Association members is required for the General Assembly, and a majority the relevant officers in the case of a Council or Advisory Board meeting. However, members who cannot attend due to unavoidable reasons may be counted as an attendee by submitting a letter giving their authorization by proxy [ininjō].
2

The chair of the General Assembly shall be selected from the members. The President will serve as the chair for the Council and Advisory Board meetings.
Article 13
Decisions
Decisions in meetings shall be made by a majority of those present, and in the case of a tie, the chair shall break the tie.
Article 14
Expenses
Expenditure for the Association’s expenses will be allotted from membership fees, donations, and other revenue.
Article 15 
Membership Fees

The Association membership fees shall be as follows

　(1) The fees for members shall be ______ yen per month.
　(2) The fees for supporting members shall be ______ per month.
2
Membership fees shall be collected by the Group Manager for each group, and delivered to the Accountant(s).
Article 16:
Accounting & Bookkeeping
The following documents and records must be kept in the Association’s office.
　(1) Association Constitution　　
　(2) Members list　　
　(3) Officers list
　(4) List of assets
　(5) Books and documentary evidence on revenue expenditure
　(6) Documents related to proceedings of the General Assembly and Council meetings
　(7) Other necessary documents or record books
Article 17
Fiscal Year
The fiscal year for this Association shall begin on April 1 and end on March 31.

Article 18
Delegation

Any bylaws or detailed rules necessary to put this constitution into effect will be decided by the President and must be approved by a vote of the Council.
　
Supplementary Provisions
This constitution shall come into effect as of the date #### / ## / ##.
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