How to change your constitution 
You can change your constitution without recourse to lawyers by following some pretty basis steps.

Step One get out a copy of your current constitution
Step two you will find a clause in the constitution on what procedure you need to follow in order to change it. These differ from document to document but may  require such things as; 

· a special general meeting (note the AGM can be classed as a special meeting)

· a period of notice to members that you intend to make the change say 14 days 

· a high proportion of members to approve changes, often 75% of those present

Make sure you follow the requirements of your current constitution
Step three decide which clauses you wish to change, this may just be a deletion of one word and the insertion of another or it may mean the deletion of a whole clause and the substitution of another.

For example if you are changing the Board election procedure from one where previously the whole Board had to stand down each year to a procedure where only a half of the Board do so, you would make the following change;
Present clause 
The Board shall retire at each annual general meeting, but shall be eligible for re- election at the same and subsequent meetings.

Change 

 One half of the Board shall retire at each annual general meeting, but shall be eligible for re- election at the same and subsequent meetings.

So the only change you are making is the addition of the words “one half”
Step 4 ensure that the committee agrees and minutes the organisation’s decision to change.

Step 5 inform the membership and call meeting with required notice

Step 6 hold the meeting and get the change approved by the majority as stated in constitution.
Step 7 write to the Registrar and request him to register the change

Address  
Registrar of Incorporated Societies or Registrar Charitable Trusts whichever appropriate

Companies Office 

Private Bag 92061

Auckland Mail Centre

Auckland 

Letter should state

Dear Sir 

It is my duty to inform you that a special general meeting of XYZ Trust held on date and of which the required notice was given the following amendment was made to clause number the Trust Deed/Rules of Incorporation which ever appropriate, 
That the words “one half” be added to the start of the clause which now reads
“One half of the Board shall retire at each annual general meeting, but shall be eligible for re- election at the same and subsequent meetings”.
The amendment was past unanimously 

We request that this amendment be registered.

Yours Sincerely 

Secretary

Step 8 You will receive confirmation of the registration of the change from the registrar.

Step 9 Inform the Charities Commission of the change and include a copy of the Registrar’s  letter 
