The Merchandising Society’s Constitution

Merchandising Society

Mission statement: To enhance our members’ college experience by exposing them to all facets of the fashion industry

Club Structure

· Any full time or full time evening student who has paid the student activity fee has the opportunity to become a member of the Merchandising Society

· The Merchandising Society consists of an Executive Board who is voted upon by club members, to preside over all decisions

· The Merchandising Society consists of at least one faculty advisor voted on by club members

· Meetings will be conducted every Tuesday during common hour throughout the year

· The Merchandising Society has at least one representative (Manager) and one alternate (Assistant Manager) as the club’s Student Council, Alumni Affairs, Special Events, Marketing, Club Historian, Industry Liaison, Social Media, Web Relations representative. A team member for each position is optional

· All managers, assistant managers, and team members must participate in at least one community service activity and one fundraiser per semester. If at the end of the semester he/she has not fulfilled this fundraising/community service commitment he/she will lose 10 points (fundraising) and/or 30 points(community service). (Point breakdown: 5 pts for fundraising, -10 for failing to perform fundraising commitment; 15 pts for community service, -30 points for failing to perform community service).

· All managers, assistant managers, and team members are expected to attend all MS meetings. Occasional absences are acceptable but should be preceded with an email notification to the MS email account within 24 hours or he/she will lose double the points he/she would earn for attending). This only applies to our managerial teams (not our members) because we see our teams as role models for the rest of the club. 

· Dues are mandatory for all members but it's also just as important for our managerial teams due to the experience and opportunities they are exposed to that members without positions don’t have access to. Managers who do not pay dues will have points deducted.

· Through an application and interview process, the Executive Board will hire all manager, assistant manager, and team member positions. Each term lasts for one full academic year. If any representative doesn’t properly fulfill their duties, the Executive Board has the authority to ask that person to step down from their position at any time

· The Merchandising Society participates in at least two club fundraisers per semester

· The Merchandising Society participates in at least two community service activities per semester

· The Merchandising Society handles complete operations of the Fashion Institute of Technology’s Style Shop

· Active Merchandising Society members are tracked by a point system. Every member is rewarded points for participation within the club. Members’ points carry over throughout the entire duration of their membership

· The Merchandising Society holds two annual industry trips planned by the Executive Board for the club’s top 12 members with the highest points based on the point system

· All 4 Executive Board officers are required to attend every trip, as they each hold a vital role in the functioning of company visits and travel logistics. The Executive Board is included in the 12 attendees

· Under special circumstances, the Executive Board may change the number of members attending a trip with the approval of the club advisor(s)

Member Responsibilities

· Each member is required to pay mandatory $15 dues each semester

· Each member is required to work a one-hour commitment per week as a Sales Associate in the Style Shop

· Each member is to respectively act as a representative of the Fashion Institute of Technology and Merchandising Society

Faculty Advisor Responsibilities

· The advisor(s) is to act as a liaison between the Merchandising Society and the Fashion Institute of Technology’s faculty and administration

· The advisor(s) is to attend the Merchandising Society’s meetings and functions when possible

· The advisor(s) is to assist the Executive Board in management of the club and the Style Shop

· The advisor(s) is to counter sign all withdrawals, cash advances, and paperwork from the Merchandising Society and Style Shop budgets.

· The advisor is to sit as a non-voting member of the Executive Board

Executive Board

Guidelines and Responsibilities

· The Executive Board consists of one President, Vice President, Secretary, and Treasurer

· The President is to hire and oversee all Merchandising Society teams, act as a liaison between FITSA and the Merchandising Society concerning club affairs, and support the rest of the Executive Board as needed

· The Vice President is to research and coordinate the Merchandising Society’s two corporate trips, as well as assist the President as needed

· The Secretary is responsible for tracking members’ attendance and points, writing thank you letters to industry professionals, planning and executing club community service events, and recording club minutes

· The Treasurer acts as a liaison between FITSA and the Merchandising Society concerning the maintenance of the Merchandising Society account and handles all finances for the club, including fundraising and handling team budgets and trip expenses

· All officers are elected into office by members of the Merchandising Society

· The Executive Board is to be representatives of the members of the Merchandising Society in the fashion industry, as well as to the Fashion Institute of Technology

· The Executive Board is to preside over all club meetings

· The Executive Board is to prepare the Merchandising Society’s budget request to be presented to the Fashion Institute of Technology’s Student Association

· The Executive Board is to meet weekly and prepare the agenda for club meetings

· The Executive Board is to report regularly to the club advisor(s)

· The Executive Board is to plan and organize a minimum of two trips to fashion related companies to visit their corporate headquarters

· The Executive Board is to oversee the operations of the Fashion Institute of Technology’s Style Shop

· The Executive Board is to participate in at least two community service activities and two fundraisers per semester. If at the end of the semester he/she has not fulfilled this fundraising/community service commitment he/she will lose between 10-80 points depending on what activities he/she is missing. (Point breakdown: 5 pts for fundraising, -10 for failing to perform fundraising commitment; 15 pts for community service, -30 points for failing to perform community service commitment).

Election of Officers

· Each official Merchandising Society member is entitled to one vote

· Absentee ballots will not be admissible; in order to vote, Merchandising Society members must be present at the election meeting.

· The Vice President, Secretary, and Treasurer are entitled to vote in the election

· Immediately after elections are held, the President counts the ballots with the club advisor(s) and only votes if a tie occurs

· The candidate for each office who receives the most votes shall be elected to that office

· Each officer’s term lasts for one full academic school year. If desired, an officer may choose to run for more than one term, but must go through a regular nomination and election process

· The Executive Board has the power to impeach an officer with the support of the club advisor(s)

· In the case that an Executive Board officer is impeached or chooses to resign, elections must be held in which the membership votes upon a new candidate for that position

Full time Evening Student Guideline

· Student will be required to show their class schedule to the Executive Board as proof that they are in fact evening students

· Student is required to attend the first meeting of each semester. The first meeting is important because it is an informational session about the club’s policies and procedures

· In addition to the first meeting, the student will have to attend a minimum of one meeting per month

· Student is required to pay dues on a semester basis ($15/semester)

· Student is required to work one hour per week, consistently, in the Style Shop. This hour must be the same each week, and is a commitment made on a semester basis. Please note that the Style Shop is open until 9 PM, which should accommodate all work schedules

· The student will not be eligible to hold a managerial position within MS or the Style Shop teams. Because the student will not be consistently in attendance, they will not be able to hold a managerial position. Managers are required to attend each meeting, and attend an additional manager meeting held at another time during the week. Managerial tasks also need to be performed during the week in the day. This is something we do not feel an evening student would be able to whole-heartedly commit to. 

Part Time Student Guidelines

· It is FITSA/College policy that only full-time students may take advantage of the extra-curricular activities offered. Full-time students pay a “student activities fee.” Part-time students do not have this fee assessed in their tuition; therefore Merchandising Society is unable to accommodate part time students

Weekend Student Guidelines
· The Merchandising Society does not operate on weekends, therefore Merchandising Society is unable to accommodate weekend students

Auxiliary Positions

Alumni Affairs
· Consists of one manager and one assistant manager, team member is optional

· Maintains an updated list of all Merchandising Society graduates

· Creates and sends a newsletter to all alumni to update them on Merchandising Society’s events and accomplishments

· Plans and organizes one alumni event each semester

Club Historian

· Consists of one representative and one assistant manager, team member is optional

· Documents all of the Merchandising Society’s events by communicating with the Executive Board and Style Shop’s Marketing team

· Creates a scrapbook of all Merchandising Society activities each semester

· Creates an end-of-the-semester presentation to be shown to members on the last meeting of each semester

Industry Liaison

· Consists of one representative and one assistant manager, team member is optional
· Reaches out to industry professionals to schedule showroom visits and guest speakers; minimum of one showroom visit and two guest speakers per month
· Attends all showroom visits, acting as a representative of the Merchandising Society
Marketing

· Consists of one representative and one assistant manager, team member is optional

· Creates flyers and other forms of publicity for fundraisers and club meetings

· Maintains the appearance of the Merchandising Society Board outside of room B320. The board should reflect the images of the Merchandising Society and should include club events

Web Relations

· Consists of one representative and one assistant manager, team member is optional

· Maintains an updated e-mail contact list of all club members to be utilized to send out any blast emails to the members
· Maintains an updated website for Merchandising Society and Style Shop with    
     industry professionalism
· Responsible for posting information and event photos of trips, community 
     service, fundraisers, and special events, etc.

Social Media
· Consists of one representative and one assistant manager, team member is optional

· Responsible for maintaining the Facebook and Twitter account for Merchandising Society

· Responsible for “tweeting” and blogging information and event photos of trips, community service, fundraisers, and special events, etc.

Special Events
· Consists of one manager and one assistant manager, team member is optional

· Coordinates social activities for the club, outside the school

· Responsible for obtaining the preferences of club members in terms of types of activities, days of the week, and times

Student Council Representatives
· Consists of one representative and up to two alternates

· Attends all student council meetings 

· Responsible for taking information obtained at the meetings back to the Merchandising Society and relaying it to club members

· Responsible for representing the Merchandising Society and Style Shop at all Student Council meetings

Style Shop

· All members of the Merchandising Society are required to work one hour in the Style Shop each week. Members will receive five points for working their hour

· Style Shop meetings will be held for one hour each week, at a time selected by the Co-Managers. The current meetings are held every Tuesday from 5-6pm

Store Structure

· Two Co-Managers run the Style Shop and oversee all Style Shop teams

· The Style Shop operates during the Fall and Spring semesters

· The Co-Managers are selected through an interview process, conducted by the Co-Managers of the previous year and serve for the term of the academic year

· If one or both of the Co-Managers is applying to be Co-Manager again, then the Merchandising Society Executive Board aids the sole Co-Manager in the interview process. Executive Board members who are applying for any position are ineligible to participate

· The advisors will also be included in the final decision of future Co-Managers

· Co-Managers can apply for one or more terms

· Co-Managers are responsible for hiring representatives (managers) through an interview process. Co-Managers and representatives (managers) are committed for the full academic year

· Co-Managers can be removed from their position by the other Co-Manager with the support of the Merchandising Society Executive Board and the club advisors

· The Style Shop has at least one representative (manager) as Industry Buyer, Vintage Buyer, Product Development Buyer, Designer Buyer, Marketing Manager, Visuals Manager, Public Relations Manager, Human Resource, Finance Manager, Planner, Website Manager, and Store Operations Manager. All teams require an assistant. Team members are optional for each team

· If any manager, assistant, or team member does not fulfill their duties, the Co-Managers have the authority to remove them from their position at any time

· Co-Managers must participate in two community service activity and two fundraisers per semester. If at the end of the semester he/she has not fulfilled this fundraising/community service commitment he/she will lose between 10-80 points depending on what activities he/she is missing. (Point breakdown: 5 pts for fundraising, -10 for failing to perform fundraising commitment; 15 pts for community service, -30 points for failing to perform community service commitment).

· All managers, assistants, and team members must participate in one community service activity and one fundraiser per semester. If at the end of the semester he/she has not fulfilled this fundraising/community service commitment he/she will lose 10 points (fundraising) and/or 30 points(community service). (Point breakdown: 5 pts for fundraising, -10 for failing to perform fundraising commitment; 15 pts for community service, -30 points for failing to perform community service).

· All managers, assistant managers, and team members are expected to attend all MS meetings. Occasional absences are acceptable but should be preceded with an email notification to the MS email account within 24 hours or he/she will lose double the points he/she would earn for attending). This only applies to our managerial teams (not our members) because we see our teams as role models for the rest of the club. 

· Dues are mandatory for all members but it's also just as important for our managerial teams due to the experience and opportunities they are exposed to, that members without positions don’t have access to. Managers who do not pay dues will have points deducted.

Auxiliary Positions

Co-Managers

· Run weekly Style Shop Manager meetings

· Responsible for redesigning the store layout and theme of the store each year

· Choose opening, closing, and weekend dates

· Distribute store keys to select managers and teams.

· Train all Merchandising Society members to work in the store and operate the register.

· Official liaison between the Merchandising Society and the Style Shop

· Official liaison between the Style Shop and the public

· Take inventory and shut down the store at the end of the semester.

· Create Style Shop reports for the Merchandising Society agenda and create Style Shop manager meeting agenda (both weekly)

*Industry Buyer

· Responsible for bringing new merchandise into the store each week

· Maintain close, professional relationships with vendors

· Seek out new vendors and opportunities whenever possible

· Need to be able to read, understand, and follow the Style Shop seasonal plan

· Retail math and financial knowledge a must.

*Vintage Buyer

· Responsible for bringing new vintage merchandise on a regular basis as determined by the Co-Managers

· Seek out new vendors and merchandise categories when possible

· Passion for vintage shopping and ability to seek out unique items

*Product Development Manager

· Develop and create product on a regular basis as determined by the Co-Managers

· Work with vendors to ensure timely deliveries

· Collaborate with students to design products

· Knowledge of applicable software programs

*Designer Buyer

· Host weekly open-to-buys on campus to purchase merchandise from designers on days chosen by the designer team

· Maintain close, professional relationships with designers and seek out new designers

· File and organize all necessary paperwork for designer inventory and pay outs


* These buyers are responsible for imputing inventory, reporting receipts, taking markdowns, and following the seasonal plan. Retail math skills a must.

Finance

· Create and update weekly budgets for all Style Shop teams
· Collect receipts and file reimbursement paperwork
· Responsible for club cash advances
· Work closely with Treasurer of Merchandising Society when needed
· Deposit Style Shop funds to Student Life each day
Human Resources

· Maintain Style Shop email account
· Schedule members’ weekly hours, as well as additional hours for weekend events
· Fill empty hours each week as needed
· Track points of members and relay to Merchandising Society Secretary
· Print weekly agendas for Style Shop meetings

· Randomly pick incentive winner each week, from members who worked their hour, and bring incentive prize to weekly Merchandising Society meeting

· Responsible for creating and maintaining a healthy and friendly atmosphere for managers by providing special events and services
Marketing

· Create, print, and distribute all flyers and signage for marketing of the Style Shop
· Update instore signage as needed
· Collaborate with Style Shop teams to pick the Item of the Week
· Knowledge of applicable software programs

· Communicate with Merchandising Society Club Historian to record all Style Shop documents
Planner

· Create plan with club advisors in the beginning of the Fall semester
· Record all finances necessary to the seasonal plan (receipts, sales, markdowns, stock levels)
· Calculate necessary retail formulas
· Present updates weekly at Style Shop meetings
· Adjust the plan as needed
· Communicate with buying teams to ensure knowledge of plan
Public Relations

· Plan and execute all special events for the Style Shop
· Update and assemble press kits for the Merchandising Society and the Style Shop each semester
· Reach out to media outlets to build awareness of Style Shop in the Fashion industry
· Send email blasts to customer database regarding upcoming events
· Manage social networking accounts, including Facebook and Twitter
· Work with website team to link all Style Shop websites

Store Operations

· Open and close the store each day of operation according to the current hours of operation.
· Open store when members are locked out
· Report daily and weekly sales to the Style Shop teams and Co-Managers
· Maintain the store’s appearance on a daily basis (cleaning, replenishing supplies, etc)
Visuals

· Maintain store appearance and visually merchandise the store on a biweekly basis

· Create décor for rotating store themes

· Provide fixtures and displays as needed
Web Development

· Develop, update, and maintain the Style Shop website with current information, including but not limited to, member profiles, contact information, sales and promotions, and information about current merchandise in the store
· Knowledge of applicable software programs
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