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ARTICLE |
OFFICE

BYLAWS OF HEFMA

Southern Africa

HEFMA Southern Africa may have an office at such place as may be designated by the Executive

Committee.

ARTICLE I
PURPOSES

The purposes of HEFMA Southern Africa are:

1. To develop and maintain high standards in the management of, maintenance, operation, planning,
utilization and development of the physical infrastructure of higher education institution campuses.

2. To promote professional ideals and standards to provide the best academic environment; and to engage in
such other related activities as may be desirable or required to fulfill the objectives of the organization.

3. To provide the best professional service to Higher Education through constant education, information and
resource creation.

ARTICLE Il
MEMBERSHIP

Membership in HEFMA Southern Africa is institutional, with each member institution accorded equal status.
To be eligible for membership, institutions shall meet requirements as defined in the Constitution, and the

following:

A.  Eligibility for Institutional Membership

1.

Eligibility for institutional membership in HEFMA Southern Africa shall be accorded
representatives from institutions of higher education which require at least two years of
academic credit for graduation and which have been legally granted the authority to award
diplomas and degrees.

a. The institution must be constituted with a governing board;

b. The institution must be accredited or be in the process of being accredited by one or
more nationally recognized accreditation agencies

C. The institution must operate and be responsible for its own physical infra structure;

d. The institution must maintain the position of a principal administrator, responsible for
the management of the infrastructure of such institution.

B.  Application for Institutional Membership

1.

To acquire and maintain membership, institutions shall have an Institutional Representative
who meets the criteria established in the Constitution (Article 111.B.) and in the Bylaws.
(Article 111.C.)

Application for institutional membership shall be made by the prospective Institutional
Representative to HEFMA Southern Africa. The application will be reviewed to ascertain
that both the institution and the prospective Institutional Representative meet the
qualifications. If the institution meets the qualifications but the prospective Institutional
Representative does not, the application will be referred to the HEFMA Southern Africa
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Executive Committee for decision. The Secretary will notify the applicant of action taken on
the application.

C.  Classification of Membership

1.

Institutional Representative Membership

The Institutional Representative shall be the official representative of the member institution.
The Institutional Representative shall normally be the principal administrator, responsible for
management of the physical infrastructure of the institution. A subordinate of the principal
administrator may be the Institutional Representative of a member institution, only with the
approval of the Executive Committee. Should the Institutional Representative change due to
personnel changes in the member institution, the prospective Institutional Representative
shall notify the Membership Chair of the proposed change and the new employment status,
and request to be designated the new Institutional Representative. Approval processing and
authority shall be as with a new request, except that only the qualifications of the
prospective new Institutional Representative will be evaluated. The application will be
reviewed by the President Elect and Treasurer to insure compliance with the requirements
for eligibility. Institutional representatives are eligible to vote and are required to pay annual
dues.

Associate Membership

Associates of HEFMA Southern Africa shall be physical infra structure officials,
administrative or supervisory, other than Institutional Representatives, and employed at
member institutions. The application will be reviewed by the President Elect and the
Treasurer to insure compliance with eligibility requirements. There are no limitations on the
number of Associates from each member institution. Associates can hold elective and
appointive offices, in which case they shall exercise the rights and functions of the office.
Associates are eligible to vote and are required to pay annual dues.

Affiliate Membership

Affiliates of HEFMA Southern Africa shall be professional personnel employed by
educational institutions, engaged in work related to the management of the physical
infrastructure and having an interest in the professional activities of HEFMA Southern
Africa. The application will be reviewed by the President Elect and the Treasurer to insure
compliance with eligibility requirements. There are no limitations on the number of Affiliates
from each educational institution. Affiliates are eligible to hold elective and appointive
offices, are eligible to vote, and will pay annual dues.

Business Partners

Business Partners of HEFMA Southern Africa shall be professional personnel employed by
businesses that have an objective or purpose similar to or related to the management of the
physical infrastructure of higher education campuses. Each branch office shall be
considered an individual business. The application will be reviewed by the President Elect
and the Treasurer to insure compliance with eligibility requirements. Business Partners
cannot hold elective or appointive office, cannot vote, but are required to pay membership
dues.

Emeritus Membership

Emeritus Membership is granted to HEFMA Southern Africa members who have retired
and whose written application for Emeritus Membership has been approved by the
President Elect and the Treasurer. Emeritus members may participate in Annual Meetings

at a reduced rate, are entitled to receive all HEFMA Southern Africa mailings, may serve in
appointive offices, are eligible to vote, and pay reduced annual dues.

Honorary Membership
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Honorary Membership shall be bestowed on any person deemed worthy of this honor

whether or not they have been engaged in the management of physical infrastructure or not.
Honorary membership shall require annual approval by the Executive Committee. Honorary
members cannot hold elective or appointive office, cannot vote, and do not pay annual dues.

Annual Dues

1. The amount of annual dues to be paid by Institutional Representatives, Associates,
Affiliates, and Business Partners shall be as approved by a majority of the members present
and voting. Changes will normally be recommended to the membership by the Executive
Committee. All changes will be announced to the membership prior to invoicing. Dues shall
be payable upon receipt of invoice and shall be considered delinquent ninety days
thereafter.

2. The dues paid for the Institutional Representative establishes and maintains institutional
membership, the period for which the dues are paid is not affected by a change in
Institutional Representatives in accordance with Article Ill. herein.

3. Should an Associate or Affiliate relocate from one member institution to another, the period
for which their dues have been paid shall continue in the former institution. Additionally, a
replacement Associate or Affiliate from the former institution that meets eligibility criteria,
may be approved for the remainder of the period for which the dues have been paid.

4. Business Partners who terminate their relationship with HEFMA Southern Africa may be
replaced by another individual within the same office for the balance of the un-expired
period up to but not including the following Annual Meeting.

Resignation from Membership

Any member of HEFMA Southern Africa may withdraw from such membership at any time by

giving written notice to the Secretary. Such resignation shall take effect upon receipt of such

notice. There shall be no refund of dues.

Revocation or Termination of Membership

Any member of HEFMA Southern Africa may have such membership revoked or terminated by

action of the Executive Committee whenever in its judgment the best interest of HEFMA Southern

Africa will thereby be served. Notwithstanding the foregoing, a member of HEFMA Southern

Africa shall be dropped from the membership rolls of HEFMA Southern Africa for:

1. Failure to pay dues after having been sent three notices or

2. Loss of eligibility under the criteria enumerated in Article Ill. herein.

Reinstatement of Membership

A revoked or terminated individual membership or a revoked or terminated institutional
membership may be reinstated upon appropriate action by the Executive Committee.
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ARTICLE IV

ANNUAL CONFERENCE AND MEETING OF MEMBERS

A.

Annual Meeting

An Annual Meeting of the membership of HEFMA Southern Africa shall be held together with the
Annual Conference as approved by a majority vote of the membership present and voting at the
appropriate Annual Meeting.

Conference and Meeting Guidelines

1. As established by the Executive Committee, a meeting shall be held prior to November 1 of
each year. The proposed meeting dates must be approved by the Executive Committee
prior to making any final commitments. The outgoing President will conduct the annual
meeting up to the point of New Business, at which time the incoming President will assume
responsibility for conducting the remainder of the meeting. The first order of new business
will be the election of new officers.

2. The President Elect may request an advance from HEFMA Southern Africa's treasury of
up to five thousand Rand. Additional requests for funds may be made to the Executive
Committee. The host of the Meeting and Conference shall prepare a financial report of the
income and disbursements. This report shall be submitted to the Treasurer for Executive
Committee approval within five months following the meeting. Residual monies shall be
turned in to the Treasurer with the report. In case of a deficit, application for reimbursement
by HEFMA Southern Africa will be submitted to the Executive Committee.

3. Installation of New Officers will be held during a function at the Conference

4. The purpose of the Annual Conference is to serve as an educational opportunity for all
members and the nature and theme of the conference shall meet this requirement.

Notification of Annual Meeting and Conference

1. The proposed program, dates, and budget shall be submitted to the Executive Committee
no later than six months in advance of the proposed meeting and conference.

2. Notices of the meeting and conference from the President Elect, shall be mailed following
approval by the Executive Committee on the following schedule:

a. First Notice: - six months prior to the meeting and conference. The mailing should
include dates, location, tentative program and a call for papers, as well as the Minutes
of the previous Annual Meeting

b. Second Notice: - twelve weeks prior to the meeting and conference date. This mailing
should include detailed information regarding the meeting and conference. (Program,
Accommodation reservation forms, registration information etc.)

C. Third Notice: - four weeks prior to the meeting and conference. This should include a
reminder to all members who have not responded to the second mailing as well as an
Agenda for the proposed Annual Meeting.

3. The Secretary shall provide the latest mailing lists/labels to the President Elect.

The Conference Budget

The President and President Elect and their committees shall establish an Annual Meeting and
Conference budget. This budget shall include a registration fee that will cover all required items

such as coffee breaks, tours for members, etc. This proposed budget shall be submitted to the
Executive Committee for approval at the same time the program material is submitted.

Procedure and Order of Business
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Parliamentary rules, as stated in Robert's Rules of Order, shall govern the procedure of the
Business Meeting. The President shall explain voting rights and procedures.

The Order of the HEFMA Southern Africa Annual Meeting shall be as follows:
a. Approval of the minutes of the previous meeting. Reading of the minutes may be

dispensed with if copies of the minutes have been distributed to members prior to the
meeting.

b. Report of the Treasurer.

c. Report of the President Elect.

h. Reports of Special Committees.

i Unfinished Business.

j- Report of outgoing President and passing of gavel.

K. New Business
(1)  Election of Officers
(2)  Selection of place for the second succeeding Annual Meeting.
(3)  Appointment of committee members by incoming President.

(4)  Any other business or discussion from the floor.

I Adjournment.

F. Annual Report

The Annual Report is the current reference document for use by members and is a permanent
record of the activities of HEFMA Southern Africa for the year. It shall at minimum include the
following:

1.

2.

10.

11.

ARTICLE V

All available program presentations from the Annual Conference.

Lists of members and guests attending the Annual Meeting and Conference.

A photographic record of the Annual Meeting and Conference

Official minutes of all Business Meetings.

Names of members serving on the HEFMA Southern Africa Executive Committee,
A list of awards recipients.

HEFMA Southern Africa Application Form.

An annual financial report.

A report of significant events of the year, such as seminars, special publications, etc.
A current membership list.

List of Past Presidents and meeting sites.
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FINANCES
A. General Fund
All income from membership dues and all income from other sources shall be deposited in the
general fund of HEFMA Southern Africa and shall be available to pay the expenses of HEFMA

Southern Africa as provided for in the Constitution, and herein.

B.  Audits

The Executive Committee shall provide for all fiscal arrangements and may require audits and for
officers of HEFMA Southern Africa charged with handling funds.

C.  Annual Financial Report

The Annual Financial Report shall be published and distributed prior to the next Annual Meeting.

D. Fiscal Year

The HEFMA Southern Africa fiscal year shall extend from 1 November through 31 October.

ARTICLE VI

EXECUTIVE COMMITTEE

The Executive Committee shall be constituted as set out in the Constitution, Article IV.A.

ARTICLE VII
AMENDMENTS
A.  These Bylaws may be amended at any Annual Business Meeting by a majority vote of the
members present. Amendments of the provisions of Article VII, herein, shall be proposed, voted
upon, or adopted only upon such notice as is described in the Constitution, Article VIII.
B.  The Secretary may make minor changes to the Bylaws to correct spelling and grammatical errors

provided such changes do not alter the meaning of the Bylaws and are approved by the Executive
Committee at its next regular meeting.

Approved: 13 September 2001
Amended: 15 September 2009
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