Nominating Committee Guidelines

A. Chairman Duties
1. Contact ADDC President for names of committee members assigned to this committee, per Article IX, Section 2 (a) – Nominations and Election of Officers. (The Nominating Committee shall consist of a Chairman, a Vice Chairman, and a committee member appointed by the ADDC President and approved by the Board.) 
2. Copy members on all correspondence relating to the Nominating Committee.

3. Prepare budget by deadline given by Board Contact, using form provided by ADDC Treasurer.

4. Prepare report for Budget and Planning Meeting and Pre-Convention Meeting using deadlines provided by Board Contact.

5. Prepare letter to be sent by ADDC President advising members that nominations for ADDC officers are in order and give deadline for receipt of nominations. 

6. Advise clubs that forms NOMN 1, NOMN 2, and NOMN 2A are available on the ADDC website and must be used to submit nominations.

7. Receive all nominations for officers, note date received, and advise sender the nomination was received.

8. Prepare oral report to be read at all Region Meetings.  Send copy to each Region Director, Vice Chairman and committee member, ADDC President and Board Contact.  
9. After all nominations are received, notify each candidate that his/her nomination for ADDC office has been accepted.

10. Compile all nominations by office, attach the listing of candidate’s qualifications and goals and send to ADO for distribution to Club Presidents in the monthly mailing and for use in the Desk and Derrick official publication for the Convention issue.

11. Work with the Registrar Committee chairman in the preparation of the official ballot.

12. Work with the ADDC President for the presentation of nominees and format of Candidates’ Caucus, if one will be conducted, at Convention.  

B. Vice Chairman/Committee Member Duties

1. Assist Chairman with preparation of budget.

2. Assist Chairman with preparation of Budget and Planning and Pre-Convention reports.

3. Assist Nominating Committee Chairman with Candidate’s Caucus at Convention.

4. Assist Nominating Committee Chairman with the presentation of Candidates at Convention.

C. Files

1. Ship or send electronic copies of files to successor by November 1 or in a timely manner after successor has been named. 

2. Retain copies of all correspondence, reports, and files in accordance with the ADDC Files Retention Schedule.
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