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Nominations
The Nominations Committee is appointed by the current Division Chairman, but the committee traditionally contains the immediate Past Division Chair as Chair of the Committee. A total membership of three or four people is the practice. Typically, members are active in Division affairs and knowledgeable regarding those who have demonstrated interest in the Division by active participation in a variety of activities including attendance at the Executive Committee meetings.

The Committee Members review potential candidates among themselves after informal solicitation for prospective candidates among fellow Division members. Once consensus is reached, a slate of candidates is presented to the Executive Committee for discussion and acceptance (although official acceptance is not required in the by-laws, the committee has final authority for the nominations).

Upon taking office, an incoming Chair will appoint at least two elected members of the Executive Committee to serve on the Nominations Committee. In accordance with the by-laws, the Immediate-Past-Chair will serve as the Chair of the Nominations Committee.

The Nomination Committee will ascertain which terms will expire and will prepare a slate of nominations for those positions. This slate of nominations must be submitted to the Secretary prior to the Executive Committee. The Secretary will certify the eligibility of the candidates as quickly as possible and report the findings of this determination to the Nominating Committee (in case they need to seek a replacement candidate) and to the Chair. The nominating committee must forward an “eligibility certified” slate of nominees to the Executive Committee for discussion and approval at the Spring Executive Committee meeting.

Policy on Preparing the Election Ballot

As soon as the nominations are approved by the Executive Committee, the Secretary shall request a summary of all ACS positions, offices served, Committee (and sub-committees) served on with inclusive dates for all, a personal statement and photo from each candidate.

The Secretary shall prepare a “Candidate Biographies” statement to include the following information:

1. The position open

2. An alphabetical listing of the nominees for that position with each being followed by:

a. The word “Incumbent” in parenthesis if appropriate (e.g., John Doe (Incumbent)

b. A factual statement of the ACS positions, offices and committees (including subcommittees) served by the candidate including dates served in those capacities., the number of years they have been a member of the Society and the number of years they have been a member of the Division.

c. (Optional for nominee to submit) a suitable photo of the nominee if submitted, reduced (or enlarged) in size so all photos are of identical size.

d. (Optional for nominee to submit) The nominee’s personal statement

3. The order of the listings of positions will be identical to the order listed on the ballot.

The Secretary shall prepare a Ballot that includes:

1. A statement of the position

2. Alphabetical list of the candidates

3. The word “Incumbent” in parentheses by the name of any candidate who is presently holding the position.

4. A blank line for write in candidates. If the list of candidates is to be used to fill two identical positions, two blank write in lines must be added.

5. A statement of the next position followed by the information described in steps 2, 3, and 4 above.
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Purpose: The purpose of the Nominations Committee is to develop a qualified slate of candidates for the elected Division offices that need to be filled for the following calendar year.

Composition: The committee consists of a chair—a role usually filled by the immediate past chair of the Division. The committee chair selects 4–6 additional members who have Division experience and some knowledge of those likely to be nominated, e.g., recent prior Division chairs, current officers, or other experienced Division members. Members of the Nominations Committee may not be candidates for any Division office.

Term of Office: The committee chair and committee members serve for one year.
Responsibilities: 

· Identify the elected Division offices that need to be filled in the following calendar year.

· Draft a call for nominations and forward to the Division leader responsible for the dissemination of such information (newsletter editor, Webmaster, etc. ). (Be specific.)

· Consult with the prior year’s chair of the Nominations Committee to identify previous candidate considerations and to obtain any available documents on names, qualifications, etc.

· Select at least two eligible, qualified candidates for each office to be filled. Note: Refer to Division bylaws to determine conditions for candidacy and include in this section.
· Communicate with each potential candidate to: determine their willingness to stand for election, their ability to attend Division meetings during their terms of office, inform them of the details of the position and what is required from a time and travel perspective, and what information they must supply—and by when and to whom—should they accept the nomination.

· Collect and edit the biographical material and/or candidates statements for submission to the secretary by the deadline required by the Division bylaws for publication to the membership—be specific. Note: As mentioned earlier in this document, it is recommended that Divisions hold their elections in the spring so that all officers, committees, etc., for the following calendar year are in place by the fall national meeting of the Society prior to their assuming office. The schedule below is illustrative of a spring election.
· Report the proposed election slate at the Division Executive Committee meeting (and Division business meeting, if scheduled) that is held at the spring national meeting of the Society.

Timetable: 

January
· Identify all Division positions that need to be filled by membership vote for the following calendar year. 
· Prepare call for nominations and forward to the Division leader responsible for the dissemination of such information (newsletter editor, Webmaster, etc.). (Be specific.) 
· Consult with prior year’s Nominations chair to obtain the names and background information of potential candidates.

February
· Submit items to the Division chair for inclusion on the spring Executive Committee agenda.

February/March
· Draft list of potential qualified candidates. 
· Contact candidates to determine their willingness and ability to serve. 
· Provide them with details on the position.

March
· Make final selection of candidates. 
· Contact them to obtain biographical information and/or election statements to be received by May 1. 
· Prepare report for presentation to the Division Executive Committee at the spring national meeting of the Society.

March/April
· Attend Division Executive Committee meeting held at the spring national meeting of the Society to present slate of candidates. 
· Also present report at the Division business meeting, if held in the spring.

May
· Collect and edit candidates’ biographical material and/or election statements. Submit all material to the Division secretary on or before May 15. 
· The committee chair sends thank-you letters to all committee members.

July
· Submit items to the Division chair for inclusion on the fall Executive Committee agenda. 
· Distribute the agenda and schedule for the committee meeting to all committee members, if scheduled for the fall national meeting of the Society.

December
· Forward any documents of potential long-term significance that are not needed by the incoming chair in the performance of his/her duties to the Division archivist/historian. 
· Prepare files for transfer to the incoming committee chair by January 1.

Note: The section in the Division’s procedures manual on nominations and elections must reflect the information contained in the current version of the Division’s bylaws. With regard to councilor elections, it is recommended that Divisions re-elect councilors who have performed well. It takes time for a councilor to get appointed to, and become familiar with, ACS committees, to gain experience, and to work his/her way through the ACS hierarchy. Experienced councilors who perform well, serve on Society committees, etc., make a significant contribution to the Society as well as to the Division that they represent. In addition, the greater the amount of Division representation in ACS Governance, the stronger the Division voice and influence on ACS policies.

Tellers Committee

Purpose: The purpose of the committee is to count the election ballots and report the results to the Division secretary and to the Division chair.
Composition: The committee consists of a chair, appointed by the Division chair, and at least two members who are nominated by the committee chair and appointed by the Division chair. No person currently up for election may serve on the committee.
Term of Office: The chair and the committee members serve for one year.

Responsibilities:

· Count the Division election ballots and promptly report the results to the Division secretary and the Division chair.

Timetable: 

July
· Submit items to the Division chair for inclusion on the fall Executive Committee agenda. 
· Distribute the agenda and schedule for the committee meeting to all committee members, if scheduled for the fall national meeting of the Society.

September
· The counting of ballots should begin after the first Monday in September (the due date for ballots to be received is September 1). 
· Report the results immediately to the Division secretary and the Division chair. 
· Draft committee report for presentation to the Division Executive Committee at the fall national meeting of the Society.

August/September
· The committee chair attends the Division Executive Committee to present the election results.

September
· The committee chair sends thank-you letters to all committee members.

Note: The procedures manual should include the guidelines followed for handling the ballots received by the Tellers Committee in Division elections, for example:

“Division elections shall be held by a preferential ballot according to the Hare system or such other method of counting preferential ballots as adopted by the Division Executive Committee. In case of a tie, a vote by the members of the Executive Committee shall decide the winner. Prompt notification of election results shall be made to the Division secretary, who, in turn, will notify all of the candidates. Division affiliate members may not vote for councilors and alternate councilors. Therefore, all return ballots shall be separated into two groups, full Division members and affiliate Division members. Any votes for councilor or alternate councilor among those returned by affiliate members shall not be counted.”
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