APPLICATION FOR ELECTION TO 
COLORADO-WYOMING-MONTANA DIVISION BOARD OF DIRECTORS

Please Type
PART I	DIRECTORY INFORMATION
	Name 
	[bookmark: Text1]     

	Member ID No.
	[bookmark: Text2]     
	If CPS or CAP, year certified 
	[bookmark: Text3]     
	Year joined IAAP
	[bookmark: Text4]     

	Mailing Address
	[bookmark: Text5]     

	Employer/Company Name
	[bookmark: Text6]     

	Tel (W) 
	     
	(H) 
	     
	Fax 
	     
	E-Mail 
	     

	Chapter 
	[bookmark: Text11]     
	ID No.
	[bookmark: Text12]     

	Division 
	[bookmark: Text13]     
	District
	[bookmark: Text14]     



PART II	IAAP EXPERIENCE
	Experience
	[bookmark: Text15]     


	Strengths
	[bookmark: Text16]     


	List past International and Division activities in descending chronological order (use reverse to give complete information):

	Year
	Level
	Office or Committee (chairman/member)

	[bookmark: Text17]     
	[bookmark: Text18]     
	[bookmark: Text23]     

	[bookmark: Text19]     
	[bookmark: Text20]     
	[bookmark: Text24]     

	[bookmark: Text21]     
	[bookmark: Text22]     
	[bookmark: Text25]     



PART III	APPOINTMENT PREFERENCE
	State preference for office (one-year term): 

	[bookmark: Check1]|_|  President-elect
	|_|  Vice President
	|_|  Secretary
	|_|  Treasurer



PART IV	CONSENT TO SERVE
	I am willing to serve if appointed and to spend the time required to perform necessary duties to the best of my ability. I understand that I am not to accept any other major IAAP responsibilities during my service at the International level. Also, if for any reason I am unable to participate actively in the assigned work, I understand that I shall be expected to resign.

	Signature of Applicant
	
	Date
	[bookmark: Text26]   



PART IV	RECOMMENDATIONS
	Nominating Chapter/Division
	[bookmark: Text27]     
	Officer of Nominating Unit/Office
	[bookmark: Text28]     

	Officer’s Mailing Address/ City/State/Prov/Zip/PC 
	[bookmark: Text29]     

	Tel (W) 
	[bookmark: Text30]     
	(H) 
	[bookmark: Text31]     
	Fax 
	[bookmark: Text32]     
	E-Mail 
	[bookmark: Text33]     

	Signature of Authorized Officer 
	
	Date 
	[bookmark: Text34]     



Distribution:	Original copy with attachments to Nominating Committee by April 30, 2011, for distribution to Board of Directors. Copy to Chapter President, Division President, and District Director.
THIS FORM MAY BE REPRODUCED
[bookmark: _Toc118852668]
Colorado-Wyoming-Montana Division Bylaws & Standing Rules

ARTICLE IV – OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM OF OFFICE, DUTIES, AND VACANCIES
[bookmark: _Toc118852666]SECTION 1. Officers
The officers of this Division shall be a president, a president-elect, a vice president, a secretary, and a treasurer, who shall, if possible, be selected from different geographical sections.

[bookmark: _Toc118852667]SECTION 2. Qualifications
A.	A candidate for office shall have been a Professional member of IAAP for at least two years prior to time of nomination, shall have served as a Chapter officer or chairman of an International or Division committee, and shall be employed in accordance with IAAP's definition of an administrative professional.

B.	Candidates for the office of president and president-elect shall have served as a Chapter officer and/or served on the CWM Division Board prior to nomination.

C.	A candidate for the office of treasurer shall have served as Chapter treasurer prior to nomination or have work experience in accounting or served as treasurer in another professional organization.

D.	No member shall serve as an International or chapter officer during the fiscal year for which elected to a Division office. No member shall hold more than one Division office at a time.

E.	Each Chapter and the Division Members-at-Large shall have no more than one elected officer from its membership. However, if there are insufficient nominations received from the Chapters or Division Members-at-Large by the deadline date for nominations, this provision shall be suspended; in that event, there shall be no more than two elected officers from one Chapter or the Division Members-at-Large.

F.	Within two weeks after the close of their terms, all outgoing officers, except the Treasurer, shall transfer to the incoming officers, by the least expensive means, all books and records of office in their custody. The books and records of the Treasurer shall be transferred to the auditor or Audit Committee appointed by the Board of Directors no later than 30 days after the close of the term of office.

SECTION 3. Nomination and Election
A.	The Nominating Committee, consisting of three members, shall be elected at the Annual Meeting. Nominations for the committee shall be made from the floor, and election shall be held after the election of officers. A plurality vote shall elect. The committee chairman will be selected by the committee members. In the event of vacancy, the Board of Directors shall fill said vacancy.

B.	By January 15, the Nominating Committee shall mail notice to all Chapter presidents and Division Members-at-Large requesting submission of names and qualifications of candidates for Division office.

C.	Any Chapter, by vote of its membership, may nominate anyone of its Professional members as a candidate for a Division office. By March 1, each candidate shall submit the following to each member of the Division Nominating Committee: Resume of Qualification Form, a letter of interest and consent to serve if elected, and an endorsement letter from the chapter president.

D.	Any Division Member-at-Large wishing to be a candidate for Division office shall follow the same procedures as in paragraph C of this Section, except that the candidate's credentials shall be submitted to each member of the Nominating Committee by a letter signed by the Division President.

E.	If names of candidates for all Division officers are not received by March 1 from the Chapters and Division Members-at-Large, the Nominating Committee shall seek candidates for those offices for which no nominations were received.


F.	By April 1, the Nomination Committee shall mail the names and qualifications of all candidates for each Division office to the Division Board of Directors, all Chapter Presidents, and Division Members-at-Large.

G.	After the report of the Nominating Committee, nominations may be made from the floor by any delegate provided: (1) the nominee is a Professional member; (2) has consented to serve if elected; and (3) the required qualifications are presented at the time of the nomination. Each nomination from the floor must receive two seconds.

H.	Officers shall be elected by a majority vote at the Annual Meeting.

I.	Election shall be by ballot. However, when there is only one candidate for an office, the ballot may be dispensed with and the nominee elected viva voce. In the event no candidate receives a majority vote on the first ballot, all but the two highest for such office shall be eliminated, and the balloting continued. If neither candidate receives a majority vote after the second ballot, the election shall be decided by lot. Ballots cast for any other than the nominees shall be treated as blanks.

[bookmark: _Toc118852669]SECTION 4. Term of Office
A.	Officers shall serve for one year or until their successors are elected, and their term of office shall coincide with the fiscal year for IAAP, July 1 through June 30 except as set forth in Paragraph B of this Section 4.

B.	The President shall serve only one term in that office, being succeeded automatically by the President-elect.  The President-elect shall serve only one term in that office succeeding automatically to the office of President.  The Vice President, the Secretary, and the Treasurer shall serve no more than two consecutive terms in the same office.  An officer having served six months or more in an office shall be deemed to have served one term.

[bookmark: _Toc118852670]SECTION 5. Duties
Division officers shall be obligated to uphold and represent the interests of IAAP and the profession as a whole.

A.	The President shall:

1.	Perform the duties prescribed by these Bylaws and by the Parliamentary Authority adopted by IAAP; preside at all meetings of the Division and the Board of Directors; call meetings of the Board of Directors when necessary; and prepare the business agenda for the Annual Meeting.

2.	Subject to the approval of the Board of Directors, appoint standing and special committees (except the Nominating Committee) and serve as an ex officio member of all committees except the Nominating, Tellers, and Audit Committees.

3.	Act as liaison between the International Director, Northwest District, and the presidents of the Chapters in the Division.

4.	Serve as Board of Directors' contact with the Division Members-at-Large.

5.	Keep the President-elect and the International Director, Northwest District, fully informed of all matters concerning Division activities.

6.	Appoint a parliamentary advisor or parliamentarian.

7.	Be authorized to sign checks on the Division account and be bonded.

8.	Appoint a Minutes Approval Committee for the Annual Meeting consisting of three members.

B.	The President-elect shall:

1.	In the absence of the President, serve as presiding officer at Division meetings or meetings of the Board of Directors.

2.	Assist the President in all ways and perform such duties as may be assigned by the Board of Directors.

3.	In the event of a vacancy in the office of President, succeed to the office for the unexpired term.

4.	Succeed automatically to the office of President at the conclusion of the term as President-elect.

5.	Serve as editor of the Division Newsletter to be published at least four times annually.

6. 	Serve as chairman of the Newsletters and Web Site Review Committee.

7.	Prepare a scrapbook of the current year's activities of the Division and its members and present it to the current outgoing President at the Annual Meeting.

C.	The Vice President shall:

1.	In the absence of the President and President-elect, serve as presiding officer at the Division Meeting or meetings of the Board of Directors.

2.	Serve as chair of the Chapter Development/Membership Committee.

3.	Handle all student chapter and/or student member inquiries.

4.	Assist the President in all ways and perform such duties as may be assigned by the Board of Directors.

5.	Serve as a member of the Minutes Approval Committee.

6.	Furnish a copy of the Division Bylaws and Standing Rules to new Division Members-at-Large of the Division.

D.	The Secretary shall:

1.	Attend and act as secretary of all meetings of the Division and Board of Directors. Furnish complete Minutes of all Board meetings to the Board of Directors within fifteen (15) days after the meeting.

2.	Notify the International Director, Northwest District, and all Chapters in the Division, within three days following the Annual Meeting, of the names and addresses of the newly elected Division officers. At the same time, remind the Chapters to submit, on the required forms (by the established deadline) the information necessary for the Official Directory.

3.	Prepare and distribute a Division Directory no later than October 1 to the Board of Directors, committee chairmen, Division Members-at-Large, and Chapter Presidents. The Directory shall contain the names, and contact information of the International President, Northwest District Director; the Division Board of Directors; Division committee chairs; Division Members- at-Large; Chapter officers; Chapter committee chairs; and all members of the CWM Division.

4.	Notify, in writing, all Chapter members, through the Chapter presidents, and Division Members-at-Large by February 15, the time and place of the Annual Meeting. 

5.	Request from the Chapters by April 1 the names of their delegates and alternates to the Annual Meeting.

6.	Prepare the Annual Report as directed by the Board of Directors in sufficient quantity for use at the Annual Meeting.

7.	Prepare and furnish Minutes of the Annual Meeting to the Minutes Approval Committee within forty-five (45) days after the meeting. Send approved Minutes to the voting members of the Annual Meeting.

8.	Assist the President in all ways and perform such duties as may be assigned by the Board of Directors.

E.	The Treasurer shall:

1.	Be responsible for all the funds of the Division and for the records of its financial affairs; deposit and disburse all monies as instructed by the Board of Directors; furnish to the Board of Directors a quarterly report of all receipts and disbursements and the current balance in the account.

2.	Maintain a complete and accurate record of Chapter membership and Division Members-at-Large within the Division.

3.	Open the Division books and records at all times to any member of the Division Board of Directors.

4.	Assist the President in all ways and perform such duties as may be assigned by the Board of Directors.

5.	Serve as a member of the Ways and Means Committee.

6.	Be bonded with premiums paid from Division funds.

F.	Each member of the Board of Directors shall submit to the Secretary a written report four weeks prior to Annual Meeting for inclusion in the Annual Report and may render an oral report during the Annual Meeting.

[bookmark: _Toc118852671]SECTION 6. Vacancies
A.	Vacancies among the officers shall be filled for the unexpired term as follows (six months in office constitutes a full year):

1.	If a vacancy occurs in the office of President after six months, the President-elect shall succeed to the office of President for the unexpired term and continue in the office of President for the following year.

2.	A vacancy occurring in the office of President-elect within six months after election shall be filled by a letter ballot of the delegates of the preceding Annual Meeting.

3.	If a vacancy occurs in the office of both the President and President-elect, the Vice President shall succeed to the office of President for the unexpired term, and the office of President-elect shall remain vacant until election of officers at the next Annual Meeting, at which time the delegates shall elect both a President and President-elect.

4.	Vacancies occurring in the office of Vice President, Secretary, or Treasurer shall be filled for the unexpired term by vote of the Division Board of Directors. The election to fill such office shall be by ballot, a majority vote being required to elect.

B.	An officer, with the exception of the Treasurer, vacating an office before the expiration of the term, shall, within thirty (30 days), transfer all records of the office as instructed by the Board of Directors. See also Article X, Section 2.
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