Duties of the Nominating Committee Chair
Roles and Responsibilities

As Nominating Committee Chair, your task is to guide the District’s election process in accordance with the Bylaws and Election Policies and answer questions and/or resolve any issues that may arise. 

It is important to start this process early. The Annual Meeting is not too early to encourage potential nominees to contact their Section/Chapter Past President regarding interest.  It takes quite a bit of time for the committee members to solicit nominees, you to compile the names and resumes and send them to the committee members to rank, the committee members to do their rankings, and for you to compile the results.  It is not necessarily a lot of work, nor is it difficult, but the process requires considerable time and coordination to get responses from each of the committee members.  While email communication greatly speeds up this process, phone calls may still be required to get responses.  All of this must be done in time to provide a slate of candidates to the District Board at their Mid-Year Board meeting in late January or early February.
Calendar of Duties
JULY (right after the Annual Meeting)

· Provide an announcement to the Website Manager and WesternITE Managing Editor for website posting during the fall and for the September/October WesternITE seeking nominees for Secretary-Treasurer and International Director.  Include details regarding the geographic area where nominees must reside (California/non-California rotation).
· Become familiar with the election process as defined in the Bylaws, the Election Policies of ITE Western District, and the Candidate’s Guide for Elections on the District’s website.
SEPTEMBER

· Identify the members of the Nominating Committee per the District’s Bylaws and Election Policies and begin the candidate nomination/selection process. You will need to supply the names of the Nominations Committee members to the Western District President for appointment (commonly the Past Presidents of the sections and chapters). According to the Bylaws, the Western District President shall appoint the committee members within 60 days after the District Annual Meeting. 
NOVEMBER/DECEMBER/JANUARY

· Follow the nomination procedures in Election Policies to complete the identification of candidates and have the Committee conduct a candidate ranking. 
JANUARY

· The District Board will meet in Executive session during the Mid-Year Board Meeting to review the nominations and evaluations. The Nominating Committee Chair will recommend that the Board accept the Committee’s nominations based upon the results of the evaluation process. 

· Following Executive session, the list of candidates is officially announced at the Mid-Year Board Meeting. The Nominating Committee Chair facilitates the coin flip or other methods to determine position of listing in the newsletter and/or web page.
· After the Board’s acceptance of a list of candidates for the ballots, other candidates may qualify by petition. The Nominating Committee Chair will provide the procedures for qualifying by petition to any interested person. The District Administrator must receive the petition not later than 60 days prior to the election.
FEBRUARY/MARCH

· Ensure that, in accordance with Bylaws, not later than 90 days prior to the election each year, the list of nominees shall be published in WesternITE or displayed on the District website or otherwise directly conveyed or transmitted to the membership. 

· Ensure that candidate acceptance letters are submitted before the end of February.

· Ensure that candidate statements and photos are submitted by the end of March. If the WesternITE Managing Editor or Website Manager is a candidate, the Nominating Committee Chair shall be responsible for performance of the appropriate statement-related duties.
THROUGH END OF ELECTION

· According to the Election Policies, through the election process and the preparation of candidate statements, the candidate’s key point of contact for information regarding deadlines and process should be the (incoming) junior International Director of the Western District. If questions or issues arise regarding the campaign, they should be directed to the middle International Director and/or to the President for resolution.
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