
NOMINATING COMMITTEE CHAIR
Position:   

Elected, 1 (one) year term

Time Commitment:  
Approximately 1-2 hours per month, plus travel (board meetings, etc.).

DUTIES:
The function of the Nominating Committee is to fill, on a yearly basis, vacant APIC-VA offices with members dedicated to the continuation of the Association’s projects and goals.

I. Chair serves as a member of the Board of Directors.  Required to attend APIC-VA Board meetings and annual membership meeting.

II. Chair submits budget request to treasurer for the following year.

III. Prepares and submits an annual report of activities and accomplishments as Nominating Committee chair for presentation at the annual membership meeting.
Calendar Deadlines/ Responsibilities
Candidates should be qualified for each office, taking into consideration attendance and participation in the association.  Each nominee should be informed in writing of specific duties of the nominated office.  A ballot will be presented to the membership at least 30 days prior to the annual business meeting.  It shall contain a brief resume of the candidate. 
April

Present Willingness-To-Serve form to Board of Directors. Obtain updated roster 



of the APIC-VA members/address labels from the Membership Secretary.

May

Willingness-To-Serve letters mailed out.  Letters are mailed as a separate mailing.

June/July
Contact members who have filled out and returned Willingness-To-Serve forms. 



Approach members by phone to complete slate of nominees.  (Note: Check Bylaws for 

candidate qualifications.)  Obtain pictures of nominees.  Present slate of candidates along with each candidate’s biographical data to the Board of Directors at the July meeting, for approval.  Once the slate is approved, prepare the ballot and each candidate’s resume’.  Send the same information to the members of the Nominating Committee for review.  
Final printing of the ballot and candidate’s resume should be completed by the end of July.  Obtain updated roster of APIC-VA members and address labels from Membership Secretary.

August

Mail ballot and candidate’s biographical data to all eligible APIC- VA members 



NO LESS THAN 30 DAYS PRIOR TO APIC-VA EDUCATION CONFERENCE.

September
Prepare display board for education conference with pictures of nominees, existing board 



members, existing committee members.  Prepare and present annual report at Annual 



APIC-VA Business Meeting.  Submit proposed budget for next year at September Board 



Meeting.  Submit expense voucher to Treasurer. One Nominating Committee Member 




will count votes with two appointed tellers. Report results to President.  Present official 



results to the Board of Directors.

October
Send election results to President to include in an ‘E-letter”.  Phone nominees not present at the State Education Conference to inform them of election results.  Nominating Committee 
Chairperson shall send list of election result to the Recording/Corresponding Secretary who will send, by regular mail, announcement letter to successful candidates and his/her employer.

January
Turnover nominating information to newly elected Chairman of Nominating Committee at January’s transitional Board Meeting.  Hold ballots until January Board meeting.  Destroy ballots on approval of President.  (Note can be submitted by mail to person holding the ballots.)
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