MIDWEST ARCHIVES CONFERENCE

NOMINATING COMMITTEE GUIDELINES

I.
Purpose of the Committee


The Nominating Committee (Committee) shall select a slate of candidates for Midwest Archives Conference (MAC) offices; prepare reports, the candidates' information packet, and ballot for distribution to the membership; notify the candidates with the results of the elections; and coordinate and implement other details of the election process.

II.
Committee Selection, Composition, and Length of Term

A.
The Committee consists of three members.  Two members shall be elected each year by the membership.  The President shall appoint a Chair with the approval of Council.  The Committee serves a one-year term beginning at (the close of) the annual members’ meeting.

B.
The Chair of the Committee shall be appointed, and approved by Council,  before the annual members’ meeting.  In the second year of a presidency, the Chair shall be selected by the incoming President and appointed by the outgoing President. 

C.
The name of the Chair and Committee members shall be announced at the annual business meeting.  The names of all the Committee members shall be reported in the MAC Newsletter. 

III.
Reporting Procedures

A.
The Committee shall submit a list of candidates for each office to the Council, for their information.

B.
The list of candidates shall be published in the January issue of the MAC Newsletter.

C.
The formal Committee report shall be included in the election packet which must be received by the membership by February 1.  The report includes a list of candidates slated by the Committee or nominated by petition and their respective repositories (listed alphabetically by name under each office),  and the names of the Committee members.

D.
The Chair (or his/her designee) shall give a brief report at the annual members’ meeting which shall include the Tellers Report to the President (including the total number of votes cast in the election) and supply the Secretary with a written version. 

E.
The Chair shall submit a final written report to the President.

IV.
Responsibilities and Duties of the Chair and Committee

A.
It shall be the responsibility of the Chair to ensure that each member of the Committee has a copy of the Nominating Committee Guidelines.

B.
The Committee shall select a slate of candidates before the fall Council meeting.  See Section V for candidate selection guidelines for each office. These guidelines should inform the work of the Committee in developing lists of candidates.

C.
Two (2) Nominating Committee members are elected each year. Council members are elected on a staggered basis of two (2), one (1), and two (2) on a three-year rotation. The President and Secretary are elected in odd-numbered years.  The Vice-President and Treasurer are elected in even-numbered years.  Officers serve two-year terms; Council members serve three-year terms; and Nominating Committee members serve for one year.

D.
At least two candidates must be nominated for each available position.  Candidates for Council and Nominating Committee shall not be paired.   The two candidates (or four candidates when two seats are available) for Council shall not be from the same institution and shall also not be from any institution that is represented by a current Council member (one who is not being replaced in the current election).  The four candidates for Nominating Committee shall also all be from different institutions. 

E.
A candidate may be nominated by a petition signed by forty (40) voting members and received by the Committee by the first day of November immediately preceding the annual members’ meeting. Any MAC member may present such a petition to the Chair of the Nominating Committee.

F.
The nine elected leaders who comprise the MAC Council shall all be from different repositories. In putting together its slate of candidates, the Committee should strive to achieve diversity within Council with regard to geography and repository type.

G.
Each Committee may determine its own operating procedures and criteria for selection of candidates, consistent with the specific requirements stated elsewhere in this section.  

H.
Potential candidates shall be contacted personally or by telephone to determine their willingness to run and to advise of the responsibilities of the position for which they are being nominated.  The candidates shall send a formal written acknowledgement of acceptance [letter or E-mail] to the Chair who will respond in kind.

I.
Questions regarding interpretation of constitutional and bylaws requirements for nomination and election of officers and council members should be referred by the Chair to the President who may request consideration by Council.

J.
An election packet shall be prepared by the Committee for receipt by the membership before the first day of February immediately preceding the annual members’ meeting.  The election packet shall include the Committee report, candidates' information packet, ballot, and a membership nominee preference form designed to obtain suggested nominees and questions to be asked of candidates for the next Committee's consideration. If paper ballots are used, they must be mailed first-class to each individual member. Other election materials may be posted online in lieu of direct mailing. 

1.
The Committee report is described in the reporting section.

2.
The candidates' information packet includes an information page for each candidate made up of 1) a brief biographical sketch, 2) a personal statement, which may be in response to specific questions posed by the Committee to all candidates or the set of candidates running for a particular office, and 3) a photograph of the candidate.

3.
The paper ballot should be printed on a single sheet in the form of a self-mailer.  It should be printed on a paper color other than white and/or printed with an ink color other than black.  A heading above the names of the candidates for each office shall include the name of the office and the number of legal votes the member may cast for that office.  The candidates for each office should be listed in alphabetical order next to a box or line to be checked for each.  Additional space must be allowed for write-in candidates.  The postmark deadline for a legal vote must be clearly stated at the bottom of the page.  The return address should be printed on the middle of the back side of the ballot.  The return address should be that of one of the two Tellers.

4.
The membership nominee preference form, if distributed in paper form,  shall be clearly labeled as such to avoid confusion with the ballot.  The form should be reproduced on a paper of a different color from the ballot.  The return address of this form should be the current Chair who will pass them on to the incoming Chair.

K.
The Secretary maintains a current membership list and oversees the mailing of the paper ballot through the offices of MAC’s Business Administrator..  The Secretary shall determine who is eligible to receive the election packet.  Questions of interpretation concerning membership and voting eligibility are referred by the Chair to the President for possible consideration by the Council.

L.
If no run-off election is necessary (see Section M for run-off protocol), the President, upon receipt of the election results from the Teller Committee, shall forward the results, without the vote count, to the Nominating Committee Chair. The Chair and Committee members shall then personally or by telephone contact all nominees with the results of the election, notifying the President when they have completed that process so that the results may be publicized. 

M.
If a runoff election is necessary, it shall be conducted by the Chair (or his/her designee), in conjunction with the Teller Committee, at the annual members’ meeting.

1.
Ballots for the runoff(s) shall be prepared prior to the annual members’ meeting and shall be printed on a paper color other than white and/or with an ink color other than black.  The ballots shall include the name of the office, the number of legal votes the member may cast for that office, and the name of each candidate listed below (in alphabetical order).  

2.
The number of runoff ballots to be prepared shall be determined by the Secretary.  An up-to-date membership list shall be made available to the Local Arrangements Committee who will distribute runoff ballots to eligible members in their registration packets.

N.
If the results of the election are challenged, the President shall empower the Committee to investigate the challenge.

O.
In the event that a duly-elected individual declares he/she is unwilling or unable to take office before the business meeting, the President is empowered to appoint a replacement, with the consent of the Council.  This replacement will serve until the next election, at which time a vote will be held to elect an individual to the post for the remainder of the original term.  Alternately, the President could be empowered to appoint as replacement the losing candidate for the election.  This person has already been screened by the Nominating Committee, and is willing to serve the term. 

P.
The Chair shall maintain relevant and accurate Committee records, including guidelines, and update documents as needed. All changes to the Nominating Committee Guidelines shall be submitted to Council for approval.

Q.
After the election, the Committee shall deposit all documentation created in the course of its deliberations, including a clean copy of the election packet, in the MAC Archives.

R.
The Chair shall transfer a copy of the Nominating Committee Guidelines and any materials to the succeeding Chair to facilitate the work of the succeeding Committee and send all permanently valuable documentation to the MAC Archives.

V.
Guidelines for Selecting Candidates

All of MAC’s elected leaders make critical contributions to the association’s success.  None of these offices are honorary in nature and all of them require energy, talent, and the willingness and availability to perform whatever work is required. With this caution in mind, there are some threshold performance expectations that are inherent in each office.  Nominating Committees should bear these clearly in mind when identifying candidates for these positions.

A.
President.  As the chief executive officer of MAC the president must be available to perform MAC work, as it develops, on an almost daily basis. This may involve an average time commitment of 2-4 hours per week. Candidates for president should have (1) considerable prior leadership experience in MAC; (2) demonstrated leadership and administrative abilities, in general; and (3) the ability to communicate effectively in person and in writing. Candidates for president would benefit from prior service on Council or in another MAC elected office.

B.
Vice President.  Although the vice president must certainly be able and willing to perform the duties of the president, the principal duty of the VP is to coordinate and shepherd the work of the local arrangements and program committees as they plan and develop MAC meetings.  As such, the VP must remain in almost constant contact with working committees and must serve as a continual liaison between the meeting committees and Council.  The VP must also be willing to enforce meeting guidelines and expectations determined by Council.  The VP must be proactive, and energetic, and be an effective communicator. Candidates for vice-president would benefit from prior service on Council or in another MAC elected office. Although the workload is variable, it averages approximately 2-4 hours per week.

C.
Secretary.  The secretary is the most important written communicator among MAC’s leadership. This officer is responsible for keeping and transmitting all official minutes and for otherwise keeping officers and members apprised of all official business of the association.  The secretary also maintains close communication with MAC’s administrative services vendor, especially in the areas of member relations.  Although the workload is variable, it averages approximately 2-4 hours per week.

D.
Treasurer.  The treasurer is the financial officer of the association and is therefore responsible for (1) maintaining accurate and complete financial records; (2) preparing annual budgets and advising LACs in preparing meeting budgets; (3) managing MAC funds placed in various financial institutions; (4) preparing formal financial reports for Council and MAC members; and (5) communicating financial information effectively to Council and members.  Although the office’s workload is quite variable, it averages approximately five hours per week.

E.
Council.  Council members are MAC’s board of directors and its legislative body. Council is responsible for proposing, deliberating, and approving all policies and procedures, and for overseeing the work of standing and ad hoc committees and task groups.  Council members must therefore have some prior experience with MAC issues and governance.  They must also be willing and able to attend two Council meetings each year, and to participate regularly in online discussions of MAC business in between MAC meetings.

F.
Nominating Committee.  Since nominating committee members are responsible for determining the rest of MAC’s elected leadership, they must have substantial personal knowledge of MAC and its membership.  They should have been active members for several years and should have attended more than one MAC meeting.  It would be very helpful for them to have served on program or local arrangements committees, in order to expose them to MAC members, events, processes, and procedures.
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