
CONVENTION COMMITTEE
The Convention Committee will be composed of the following:

Governor

Convention Chair*

Convention Vice Chair* 

Host Club President (s) (if applicable)*

District Administrative Council (as applicable)*

(*The following individuals would be appointed as referenced previously in this Manual or pursuant to your District Standings Rules and/or Policies and Procedures.  Convention Chair or Vice Chair does not serve as delegate to prevent any conflicts in responsibilities.) 

Responsibilities of the Convention Committee
1.
All members of this Committee should review the District Convention Manual. 

2.
Shall assist the Governor in developing plans for the convention. 

3.
If applicable, shall assist the Governor in the preparation of the convention budget for 
DAC/DEC approval.  

4.
Shall meet in the summer or early fall to develop plans for the upcoming convention if feasible, or unless otherwise set forth in your District Standing rules and/or Policies and Procedures.
5.
Inspects hotel convention facilities as needed or directed by the Governor and/or DAC/DEC.

6.
Following adjournment of the convention, the Convention Chair, (outgoing) Governor and 
Treasurer makes sure all bills are paid in accordance with approved convention budget and 
hotel contract.  The Convention Vice Chair may also attend.  
7.
Convention Committee Plans The Following:

a.
Duties of the Convention Committee, host club(s) and all committees.

b.
Meeting Room Facilities
1.
Business Meetings

2.
Meal functions and receptions

3.
Entertainment

4.
Co-Pilot  activities

5.
Anchor activities/meetings

6.
Silent Auction room

7.
Workshops/Training

8.
Committee meetings

9.
Registration

10.
Marketplace

Responsibilities (continued)

7.
Convention Committee Plans The Following (cont’d)
c.
Schedule of events:
The Governor and other DAC/DEC members are responsible for the business agenda and official activities included on the convention program.

1.
Time of business meetings and other official activities

2.
Breakfast(s)

3.
Luncheon(s) - type of program

4.
Banquet

Program 

Presiding Officer - The Governor presides.   



Speakers 

Guests – Unless set forth in the convention budget and/or District Budget, dinner fees for special guests are the responsibility of the individual who invited the guest.
d.
Menu for each convention meal/reception/break
e.
Meeting room assignments and arrangements

f.
Program participants and guests - The Convention Committee determines who participates in the program.

g.
Signs - The following signs are suggestions for sign displays:

1.
Welcome - for display in the hotel lobby which may also indicate location of Registration Desk

2.
Registration Desk
3.
Delegates - At the business meetings, a section for delegates should be reserved.

4.
Alternates And Other Pilots - At the business meetings, a section for alternates and other Pilots should be reserved.

5.
Workshops/Training

6.
Pre-convention meetings (if applicable)

7.
Silent Auction

8.
Marketplace
Responsibilities (continued)

7.
Convention Committee Plans The Following: (continued)

h.
Convention Programs

1.
Determines the size and format of program and cover.

2.
The Governor prepares the copy for the program and submits a copy for review to the Convention Chair, Executive Committee Representative and Parliamentarian at least three weeks before printing.  After review, the Governor obtains the proof of the convention program for printing purposes.  Governor may review the final copy with the Convention Chair if desired.

i.
Determines deadline date for registration cancellations and refunds as set forth in 


your District Standing Rules and/or Policies and Procedures, verifying that said 


dates and/or information is included on Registration form and Hotel contract.

j.
Decides if the services of a professional photographer are needed for all convention activities.  If so, hire a reputable photographer and request a contract.  Notifies Chair of the Convention Publicity Committee to make the necessary arrangements for the photographer.

CONVENTION CHAIR

The Governor shall appoint the Convention Chair unless otherwise set forth in your District Standing Rules and/or Policies and Procedures.  The Convention Chair shall serve as a member of the Convention Committee.    The Convention Chair shall attend the convention, and if applicable, pay the required registration fee.  Prior to the convention, the Chair attends the Convention Committee meeting called by the Governor to confirm arrangements with the hotel.  (Convention Chair does not serve as delegate to prevent any conflicts in responsibilities.)
Responsibilities

Prior To Convention Committee Meeting:
1.
Coordinates with the Governor, members of the DAC/DEC, and *Host Club President (*if applicable), including but not limited to the following:
a.
Sixty to ninety days prior to the opening of convention, copies of the “Convention Registration Form” and the hotel’s official reservation form should be mailed to each

 
club unless otherwise set forth in your District Standing Rules and/or Policies and Procedures.  (The completed Convention Registration Form and check for registration fees {made payable to the District} should be sent to the District Treasurer.  Copies of registration form may also be sent to the Governor and Chair of the Registration Committee.)

b.
Pre-registering District Administrative Council/District Executive Council and Executive Committee Representative, and obtaining their convention materials for personal distribution. (This can be assigned to the Convention Vice Chair);

c.
Furnishing the Governor a list of all Host Club Committees and other local information to be included in the convention program;

d.
Keeping the Convention Committee informed regarding convention developments;

e.
Making arrangements for special entertainment as decided by the Governor, and/or if requested by Governor and/or DAC/DEC;

f.
Following through to ensure that all responsibilities of the Host Club and committees are carried out;

g.
Assigning special duties and responsibilities to the Convention Vice Chair;

h.
Proofing the convention program before  final printing (Governor  also furnishes proof copy to the Parliamentarian and Executive Committee Representative);

Responsibilities (continued)

i.
Coordinating with the hotel convention and/or catering manager:

.
menus for meals, refreshments and receptions

.
room setup for all meetings

.
guarantee for all meals (Confirm with the Registration Committee Chair the number of convention registrations and tickets sold for each function.  Deduct percentage allowed by hotel from number of tickets sold and present that figure as a guarantee.)

j.
Reporting to the Governor/presiding officer absences of any dais guests as reported by the Chair of the Registration Committee;

k.
Making daily announcements to convention body (may be assigned to Convention Vice Chair);

l.
Obtaining from Chair of Information Committee any "lost/found" items for proper dissemination.

2.
With Governor
a.
Coordinates all required arrangements with the hotel, including meeting room assignments.

b.
Prepares a schedule of events and detailed instructions for the hotel.  Copies of the schedule should be furnished to the hotel, Convention Committee, Room Arrangements Committee, and Executive Committee representative.

c.
Develops plans for special guests which include:

.
welcome

.
hotel accommodations

.
hospitality, such as meal functions, receptions, etc.

.
obtaining material required for convention program and presiding officer's personal agenda

.
distribution of tickets to special guests for convention functions

.
a host committee

d.
Decides on placement of microphones

NOTE:
The Governor is responsible for preparing seating charts for all meal functions and business meetings. The preparation of seating charts for Division activities and/or Workshops are the responsibility of those individuals presenting the activity and/or workshop.   

3.
To The Convention Committees
a.
Convention Publicity:  Furnishes the Chair with information and photographs of the DAC/DEC, Convention Chair, Vice Chair, and *Host Club President(s), (if applicable) to be used in convention news coverage.

b.
Registration:
The Chair of this committee reports to the Governor, Treasurer and Convention Chair the number of persons registered for the convention, and total tickets sold for each event.  These numbers enable the Convention Chair to furnish the hotel with guarantees for meals, refreshments, etc.

Convention Chair is informed by the Registration Chair of any absent dais guests prior to each function. 

The Governor or Convention Chair furnishes the Chair of this committee information regarding the convention (i.e. convention date, advance registration information, hotel headquarters, room rates, information for making hotel reservations, etc.) This information is mailed to the clubs.

4.
Appoints a Personal Assistant, if desired, and advises Governor by time Convention Planning Meeting is held.  (Refer to PERSONAL ASSISTANTS)

5.
The Convention Chair should obtain samples and prices of badges.  Have this information available for the Convention Committee to make the final selection.  One color should be used for delegates and another color for all others attending.   Badges for district officers, district divisions and Executive Committee Representative should specify the title and home club.  Convention badge ribbons, delegates signs,  and reserved seat signs should also be obtained by the Convention Chair.

NOTE:  Some convention bureaus will furnish inserts and badge holders free.  The badge holders and inserts should be given to the Registration Chair as soon as possible.

CONVENTION VICE CHAIR
The Governor shall appoint the Convention Vice Chair unless otherwise set forth in your District Standing Rules and/or Policies and Procedures.    The Convention Vice Chair shall serve as a member of the Convention Committee.    The Convention Vice Chair shall attend the convention, and if applicable, pay the required registration fee.  Prior to the convention, the Vice Chair attends the Convention Committee meeting called by the Governor to confirm arrangements with the hotel.

(Convention Vice Chair does not serve as delegate to prevent conflicts in responsibilities.)
Responsibilities
1.
Attends a meeting of the Convention Committee called by the Governor to confirm arrangements with the hotel.

2.
Assists the Chair in pre-registering the DAC/DEC/ECR.

3.
Assumes duties assigned by the Convention Chair, i.e.

.  Handles announcements made to convention body

.  Follows up on room and meal arrangements

.  Assists the Chair of the Room Arrangements Committee

4.
Appoints a Personal Assistant, if so desired, and advises the Governor as soon as possible.

HOST CLUB PRESIDENT
Responsibilities
1.
Serves as a member of the Convention Committee (refer to CONVENTION COMMITTEE).

2
Appoints a Personal Assistant, if desired, and advises the Governor before the Convention Planning Meeting (refer to PERSONAL ASSISTANTS).

3
Assures that the Host Club budgets for the usual registration fees and convention expenses for its respective delegates.

4
Reminds the club that complimentary rooms are not usually furnished to the Host Club by the hotel.  The Host Club may prefer to include in the budget an amount to pay for a room that may be shared by its Club President, Convention Chair and Convention Vice Chair.

With Convention Chair
1.
Recommends to the Governor for approval

a.
Chair (a member of the Host Club), one of the Vice Chairs, and a member from the club that will be hosting the next convention for the Registration Committee

b.
Chair for Convention Publicity Committee

c.
Personal Assistant for Executive Committee Representative

2.
Early in the summer, calls a meeting of the entire club to discuss the club's responsibilities and suggestions for the convention.

(The Host Club MUST have an understanding of its responsibilities, and have a committee organization plan so that each member of the club will be assigned specific responsibilities.)

3.
Prior to convention, attends a meeting of the Convention Committee, called by the Governor, to confirm arrangements with the hotel.

With Convention Chair And Vice Chair
1.
Appoints Chair, Vice Chair and members for the convention committees

2.
Recommends, with the Governor's approval, an advance to the Host Club to be used toward approved district convention expenses.  (Refer to TREASURER.)

DECORATIONS COMMITTEE


The number of members to serve on this Committee, shall be determined by the Convention 
Chair, Vice Chair, and  *Host Club(s) Presidents (*if applicable).  The Chair of this 
Committee shall call on the Convention Chair if a problem arises.   


1.
The Decorations Committee shall be advised of the budgeted amount that is allocated 

for decorations throughout the convention.  

2.
The Decorations Committee is responsible for the decorations of all functions of the 

convention, and not to exceed an amount as allocated in the convention budget.

3.
If the Decorations Committee is required to prepare place cards for certain meal activities, the Room Arrangements Committee is responsible for placing them according to seating chart and special instructions.

4.
This committee shall work with the Room Arrangements Committee and the Chairs of other special functions.

DOORKEEPERS COMMITTEE
The Doorkeepers Committee is appointed by the Governor.  The Governor designates the Chair and Vice Chair.  If a problem arises, the Chair of the Doorkeepers Committee calls on the person the Governor designates to instruct and supervise the committees.

Responsibilities Of Chair
1.
Contacts committee members at least (2) two weeks prior to the convention informing them of the date and time of the committee meeting at the convention site.  Also encloses  a copy of these instructions for their information.

2.
Attends, with the Vice Chair, the meeting called by the person who will instruct and supervise the committees.

3.
Calls a meeting of the Doorkeepers Committee to assign and discuss duties.  (Refer to WORK ASSIGNMENT CHART.)

4.
The Chair of this committee shall call on the Convention Chair if a problem arises.
Responsibilities Of Members
1.
Attends meetings called by the Doorkeepers Chair.

2.
Reports for duty twenty (20) minutes before the opening of each meeting.

3.
Admits no one other than program participants to a business meeting without a badge, unless prior approval is obtained from the Convention Chair, Convention Vice Chair or Governor.

4.
Directs an alternate who needs to  become a certified delegate to the Registration Committee Chair or the Convention Chair.

5.
May need to secure doors during elections/voting, inspirational service or as instructed 
by Convention Chair or Governor.

6.
Assist in the collection of tickets for entry to specific meetings as instructed by 
Convention Chair or Governor. 
ELECTION COMMITTEE


District Convention

The Election Committee shall consist of at least seven members and is appointed by the Governor. For larger districts, additional members should be appointed.  Executive Committee members, delegates and nominees for district office are not eligible to serve on this committee.

The Governor designates the Chair and Vice Chair.

The Election Committee and the Election Tellers Committee may be combined, and those appointed would serve as members of both committees.

Responsibilities of Chair

1.
Sends a letter to committee members, Parliamentarian and the Executive Committee Representative at least two weeks prior to the convention informing them of the day, time and location of the committee meeting at the convention.  A copy of these instructions should be included with the letter.

2.
Attends, with the Vice Chair, the meeting called by the person appointed to instruct and supervise the committees.

3.
Provides the Vice Chair with copies of all correspondence, instructions, forms and reports to be used in fulfilling the responsibilities of this committee.  The Vice Chair must be prepared to assume responsibilities of the committee should the Chair be unable to serve.

4.
Makes assignments and instructs members in their duties at the committee meeting called by the Chair at the District Convention.

5.
Prepares sufficient number of BALLOTS for elections, including possible run-offs.

6.
Prepares and provides necessary forms as specified and required.  

Responsibilities of Members

1.
Committee members should attend the committee meeting called by the Chair at the  District Convention, bringing with them these instructions for the ELECTION COMMITTEE.  The duties and responsibilities of this committee are specific and important.  Attendance at this meeting is crucial.  At this meeting individual assignments and specific instructions applicable to your district will be discussed.

Responsibilities of Members (continued)

2.
If members find they are unable to serve prior to the convention, the Chair should be notified immediately.  If a committee member is unable to fulfill the responsibilities at any time during the convention, the Chair should be notified at once and a substitute suggested, if possible.

3.
Members of the committee are required to be present at all business sessions when elections are scheduled.

Preparation of Ballots

1.
The District Secretary furnishes the slate of nominees to the Chair of the Election Committee, who is responsible for preparing the ballots.

2.
The Chair prepares ballots equal to the maximum number of possible delegates (including DAC/DEC) in the district.  If there is the possibility of a run-off election, the number of ballots printed should allow for that possibility.  The first ballot could be duplicated, with the added notation "Run-Off Election" on that set of ballots.  In the event of a run-off election, the names of the candidates who have been eliminated would be blacked out on the run-off election ballot.

3.
Any office with only one nominee is not listed on the ballots.

4.
List the office, then the nominees alphabetically. (Refer to sample BALLOT.)

Preparations Prior To Elections

1.
The Chair provides the appropriate ELECTION COMMITTEE REPORT (Refer to sample report) to the Registration Committee Chair.  The form indicates the number of registered delegates and is signed by the Registration Chair.  The Report is returned to the Election Committee Chair at least 30 minutes prior to the election.

2.
The Chair provides District Election Form 1 or Regional District Election Form 2 to the Parliamentarian prior to the business session at which elections are scheduled.

3.
Various forms are distributed as required in their instructions. 

4.
The committee members prepare to carry out election requirements as outlined in the appropriate document, District Election Procedures or Regional District Election Procedures.
During The Elections

1.
The Chair and Vice Chair will be available to answer any questions during the balloting.

2.
The Chair or Vice Chair calls on the Parliamentarian if a problem arises.  During the election, only the Parliamentarian may assist the committee to facilitate voting.

At The Conclusion Of The Elections

1.
The Chair completes the ELECTION COMMITTEE REPORT, previously signed by the Registration Chair, verifying that the number of delegates voting does not exceed the number registered.

2.
The Chair instructs all members of the Election Committee to be in the convention hall when the report of the Election Tellers Committee is presented.  If a run-off election is necessary, the Governor will announce the time of the election.

3.
The Chair and Vice Chair deliver the sealed BALLOT BOXES and the Election Committee Report to the Chair of the Election Tellers Committee.

4.
If a Run-Off Election is necessary, the same election procedures are followed.

NOTE:  If the Election Committee is combined with the Election Tellers Committee, refer to ELECTION TELLERS COMMITTEE instructions.

PARLIAMENTARIAN'S INSTRUCTIONS FOR VOTING

AT DISTRICT CONVENTION


Instructions To Delegates

1.
Delegates will be seated in designated Delegates' Section.

2.
In Regional Districts, Delegates should be seated by Regions.

3.
Election will be held in the main convention hall or as otherwise directed.

4.
Ballots will be distributed to Delegates in their designated sections by members of the Election Committee.

5.
Delegates may mark their ballots at the table where they are seated or move to another part of the room or as otherwise directed.

6.
Mark the ballot, deposit it in the ballot box, and leave the room immediately.  


A ballot may be folded once.

7.
Delegates are not to talk during the voting procedure.

8.
Questions are directed to the Election Chair or Vice Chair.

9.
You will receive only one ballot.  If you ruin the ballot, do not destroy or remove it from the voting room -- give it to the Election Chair or Vice Chair.


Illegal Ballots


What Constitutes An Illegal Ballot?

1.
More than the specified number has been marked.

2.
Any mark other than an "X" or a "("(check) has been used.

3.
A ballot is considered defaced, and therefore illegal, if it contains:

* a remark

* an erasure

* a signature

* the name of any nominee lined through **

4.
Two completed ballots are folded together.

** In the event of a run-off election the Election Committee Chair will have marked through names of nominee(s), on previously prepared ballots, who have been eliminated or are not in the run-off. This does not constitute an illegal ballot.
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DISTRICT ELECTION PROCEDURES

Recommended by Pilot International

The election will be held in the main convention hall.  Non-delegates will be dismissed prior to the voting.

The Parliamentarian will supervise the voting procedure.

1.
The Parliamentarian announces the total number of delegates registered as reported in the registration report.

2.
The Election Committee Chair will verify that the number of delegates plus the DAC does not exceed the number reported by the Registration Committee.
3.
The Election Committee Chair and  Vice Chair will count out the same number of ballots as the number of delegates registered.

4.
Ballots will be distributed to delegates in the delegate section and to the DAC by the members of the Election Committee under the supervision of the Chair and Vice Chair.

5.
No one should be in the room except Delegates, District Administrative Council Officers, Parliamentarian, the Election Committee and the Executive Committee Representative.

6.
Each delegate marks the ballot, places it in a Ballot Box, and leaves the voting room.


(Ballots may be folded once.)

7.
The Chair and Vice Chair of the Election Committee will be available to answer any questions during the balloting.

8.
Delegates are not to talk during the voting process.

DISTRICT GOVERNOR'S AGENDA FOR ELECTION PROCEDURE

1.
Counting Voting Strength and Ascertaining Majority Vote
The Chair instructs the Parliamentarian to verify the voting strength of the convention body and ascertain the majority vote.  The voting strength is secured from the report of the Registration Committee and announced by the Chair.  All members of the DAC/DEC vote as delegates except for the office of Regional Lt. Governor.  Club delegates from a Region elect the Regional Lt. Governor.

2.
Reading of Election Rules in Pilot Bylaws
The Chair instructs the Parliamentarian to read the section of the Bylaws pertaining to election of district officers.  (PI Bylaws, ARTICLE XVIII, Section 2.)  Or, the election rules may be printed in the Convention Program, and not read to the convention body.

3.
Report of Nominating Committee
The Chair calls for the report of the Nominating Committee.  The Chair of the committee reads the report, which is the proposed slate for district officers.  All qualified nominees' names will appear on the ballot with the exception of any office having only one nominee.  There will be no nominations from the floor.

4.
Introduction of Nominees
The Chair introduces the nominees for each office.  The nominees will read, verbatim, their approved 250 word narrative statement.  If there is only one candidate for an office, the Chair declares the nominee elected by acclamation.

5.
Report of Election Tellers Committee
The Chair calls for the report of the Election Tellers Committee.  The Chair reads the report in its entirety and then hands the written report to the Chair, with a copy to the Secretary.

6.
Result of Vote Declared by Chair

The Chair reads the complete report and announces the result of the vote.

It takes a majority of all votes cast (whether legal or illegal) to elect an officer.  When there are more than two candidates for an office and one candidate does not receive more votes than the total number of votes received by the other candidates, it will be necessary to hold a run-off election between the two receiving the highest number of votes.  If a run-off election is necessary, it is held as soon as possible.  The Election Committee is responsible for preparing the ballot, and the run-off election follows the same procedure.

A motion to destroy the ballots should follow the final vote and acceptance of the report.  However, a motion to destroy the ballots Is Not Necessary if the Convention Rules state "Official ballots and tally sheets will be sealed and given to the Convention Secretary to be preserved until the close of the convention at which time the ballots and tally sheets will be destroyed by the District Secretary."

SUGGESTIONS FOR PREPARING BALLOTS


FOR


REGIONAL DISTRICTS

Regional District elections require special provisions.

A separate ballot must be prepared for the DAC/DEC.  These delegates vote ONLY for Governor Elect and Treasurer.

Ballots must be prepared for EACH REGION if there is more than one nominee for Lt. Governor of the Region.

Regions will vote on the same slate of candidates for Governor Elect and Treasurer.  Therefore that part of the ballot for each region would be the same.

Following that portion of the ballot, the Election Committee Chair will list the candidates for Regional Lt. Governor.  If there is only one candidate for Regional Lt. Governor, the name would not appear on the ballot.

Should there be more than two candidates for Lt. Governor (or any other office) the Chair should be prepared with sufficient ballots for possible run-off election(s).  (See instructions for Election Committee.)

If possible, it is suggested that different colors be used for each of the Region's ballots.  This will be helpful in distributing and counting the ballots.

The Election Committee Chair might suggest the possibility of the Delegates for each Region having their badges color coded.  The ballots could then be matched to the badges.  This would expedite the distribution of ballots to the delegates.

If that is not feasible, another possibility would be to have the table signs identifying the regions to be of the same color as the ballots for that Region.

OFFICIAL BALLOT

Instructions:

Vote for ONE candidate for each office by marking an “X” or a “(” (check) on the line following the name.

GOVERNOR ELECT:

(Name)

(Name)

LT. GOVERNOR:

(Name)

(Name)

(Name)

TREASURER:

(Name)

(Name)

Note:  List nominees for each office alphabetically by last name.
ELECTION COMMITTEE REPORT


 District Convention

Pilot International

District                                         

Date                                              

Place                                            
Delegates Registered*






            

Delegates Voting*







            
Delegates Not Voting*






            
*District Officers (DAC/DEC) are included as Delegates

Signed:                                                          
              Chair, Registration Committee

Signed:                                                          
              Chair, Election Committee

Instructions:

1.
Prior to the business session at which an election is scheduled, the Election Committee Chair presents this form to the Registration Committee Chair, who provides the number of REGISTERED DELEGATES and signs the Report.  No later than 30 minutes prior to the election, the form is returned to the Chair of the Election Committee.

2.
At the conclusion of the election, the Election Committee Chair completes this form, signs where indicated, and presents the form to the Chair of the Election Tellers Committee when the sealed Ballot Boxes are delivered.

Non-Regional District Election


Form 1
Pilot International

District_______________                       

Date ________________                          
Numbers reported by Registration Committee Chair:

District Administrative Officers


                

Club Delegates                



                
TOTAL VOTING STRENGTH                

                
Total Number of Clubs in District                  
                
X3 + DAC = Possible Delegates


                

Total Club Delegates Registered


                

Total DAC Officers Registered                

                
Total Eligible Voters               



       


              
Total Ballots Distributed                                                              


              
                                             




 _________________________
Election Committee Chair




Election Committee Vice Chair
Instruction for District Election Form 1:

1.
Chair:

a.  Prepares form for distribution. 

b.  Provides two copies of form to District Parliamentarian prior to election.

c.  Provides copy of form to Vice Chair.

d.  Records numbers on form when Registration Report is given.

2.
The total number of eligible voters registered and the number of ballots distributed is recorded and verified by the Chair and Vice Chair of the Election Committee.

3.
An alphabetical list of clubs in the District and number of registered delegates from each club should accompany this form.

4.
If a run-off election is possible, additional copies of form should be prepared and provided. In space provided for "Date" add "Run-off"















Regional District Election







         


Form 2
(Check One)

First Election ___________  Run-Off Election ______________

Total Number of Clubs __________  Total Number of Regions _____________
____X 3 = _________
DAC + Regional Lt. Governors _________

Total Possible Eligible Voters _________

REGISTRATION COMMITTEE REPORT

NUMBER REGISTERED

District  Officers (DAC/DEC)



______

Regions:

1. __________________




______

2. __________________




______

3. __________________




______

4. __________________




______

5. __________________




______

6. __________________




______

7. __________________




______

TOTAL POSSIBLE VOTING STRENGTH
______

ROLL ALL NUMBERS (Total number of eligible voters present)






NUMBER OF

BALLOTS







VOTERS SEATED

DISTRIBUTED
District  Officers (DAC/DEC)

______


______
Regions:
1. __________________


______


_____

2. __________________


______


______

3. __________________


______


______

4. __________________


______


______

5. __________________


______


______

6. __________________


______


______

7. __________________


______


______

TOTALS




______


______

​​​​​​​​​​​___________________________



______________________________
Election Committee Chair




Election Committee Vice Chair
Instructions:
1.  Election Committee Chair prepares enough forms for distribution.
2.  Provide two copies of form for Parliamentarian prior to election session.

3.  Provide copy of form for Vice Chair.
ELECTION TELLERS COMMITTEE
The Election Tellers Committee shall consist of at least seven members and is appointed by the Governor.  For larger districts, additional members should be appointed.  Delegates and nominees for district office are not eligible to serve on this committee.

The Governor designates the Chair and Vice Chair.

The Election Tellers Committee and the Election Committee may be combined and those appointed would serve as members of both committees.

All functions of this committee, including the election results, are CONFIDENTIAL until the official report is presented to the convention body.
Responsibilities of Chair

1.
Sends a letter to committee members, Parliamentarian and the Executive Committee Representative at least two weeks prior to the convention informing them of the day, time and location of the committee meeting at the convention.  A copy of these instructions should be included with the letter.

2.
Attends, with the Vice Chair, the meeting called by the person appointed to instruct and supervise the committees.

3.
Provides the Vice Chair with copies of all correspondence, instructions, forms and reports to be used in fulfilling the responsibilities of this committee. The Vice Chair must be prepared to assume responsibilities of the committee should the Chair be unable to serve.

4.
Makes assignments and instructs members in their duties at the committee meeting called by the Chair at the District Convention.

5.
Checks with the Parliamentarian regarding what constitutes an illegal ballot.

6.
Supervises setting up room where votes will be tallied; prepares tally sheets for members of the committee to record votes as they are counted and a master tally sheet.  Has necessary equipment on hand, pencils, paper and a calculator.  (See suggested Tally Sheets/Master Tally Sheet in this section)

7.
Obtains the sealed ballot box and Election Committee Report from the Chair/Vice Chair of the Election Committee.

8.
With the Vice Chair, counts out the ballots in stacks of ten (10) or twenty (20) immediately on receipt of the ballot boxes and the Election Committee Report.  This count must agree with the Election Committee Report.

9.
With the Vice Chair, supervises the counting of the votes and tabulates the votes cast for each nominee.

Responsibilities (continued)

10.
Prepares a final ELECTION TELLERS REPORT. (See Forms this section)

11.
Informs the Governor, immediately following the preparation of the Election Tellers Report, that the report is complete and whether a run-off election will be required.  This is the only information reported to the Governor at this time.  DOES NOT REPORT to the Governor the results of the election or present a copy of the report.

12.
When called upon by the Governor, the Chair reads the report to the convention body, hands the report to the Governor, with a copy to the Secretary.

13.
The Chair DOES NOT ANNOUNCE WHO IS ELECTED.  The presiding officer repeats 
the report and declares the officers elected an/or announces if a run-off election is necessary.

14.
If there is a run-off election, it is the responsibility of the Chair of the Election Committee to have ballots prepared.

15.
After the declaration of the officers elected by the presiding officer, the Chair of the Election Tellers Committee delivers the ballots and tally sheets to the District Secretary to be destroyed at the close of the convention.

Responsibilities Of Members

1.
All members of this committee should attend the meeting called by the committee chair.  The purpose of the meeting is to instruct members with the procedures to be followed in counting the votes cast.

2.
Members should arrive promptly for duty at the time and place specified by the Chair.

3.
CONFIDENTIALITY MUST BE MAINTAINED.

Counting The Votes

After the polls close, the Election Committee Chair delivers the sealed Ballot Boxes to the Chair of the Election Tellers Committee at the location designated by the Governor.  The doors remain closed throughout the vote counting and only members of the committee, the Executive Committee Representative and the Parliamentarian (if needed for answering questions) are permitted in the room during the tally of votes.

The room should be set up with one table reserved for the Chair and Vice Chair, and depending on the size of the district, other tables set up with chairs for three members assigned to each table.

Counting The Votes (continued)

After the Chair and Vice Chair have counted the ballots into stacks of 10 or 20 to verify the Election Committee Report, they will deliver a stack of ballots to each table, keeping a count of ballots distributed and picked up.

The procedure for counting at each table:

1st person calls vote

2nd person records vote

3rd person checks recorded vote and checks final total for each candidate.

When the vote count from each stack of ballots has been completed, the count will be credited to each candidate on the table's individual tally sheets.  When all votes have been counted, the total votes recorded at each table will be tabulated on the Master Tally Sheet by the Chair and Vice Chair.

After all votes are counted and totaled, each committee member assigned to a table should sign that table's tally sheet which is then given to the Chair for attaching to the final report prepared by the Chair.  The report is signed by the Chair, the Vice Chair and all members of the committee.
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ELECTION TELLERS COMMITTEE


CREDITING VOTES
Every ballot must be accounted for.  On occasion, there are illegal ballots.  The number of illegal and legal ballots must equal the number of ballots distributed.

When a ballot contains nominees for several offices, the validity of the ballot is not affected if a vote is not cast for each office.

Sometimes delegates do not vote for candidates for all offices on the ballot, therefore, the number of votes cast for one office may be more than those for another office.  It is necessary to state the number of votes cast and the number necessary to elect for EACH OFFICE.

1.
If two completed ballots are folded together, both of them are illegal.  These are reported as illegal ballots and included in the total number of votes cast.

2.
A blank ballot folded in with one properly filled out is not counted.  The properly completed ballot with which it is folded is counted as one vote.

3.
Majority vote means more than half of the votes cast.  (The Election Committee issues ballots only to those eligible to vote, therefore, there should be no problem in district elections.)

4.
Ballots containing illegal votes should be kept separate so they can be examined if deemed necessary.

5.
If an election is not challenged before final adjournment of the convention, it is too late to challenge.  The election stands and is legal.

6.
Under each office on the Election Tellers report, the nominee receiving the highest number of votes is listed first, then the next highest, etc.

7.
Election Tellers must report to the convention body the total number of votes each nominee received even though a person may have received only one vote.

8.
Ballots are marked with an "X" or a "("(check).  Any other mark constitutes an illegal ballot.  A ballot is defaced if it contains a remark, is signed, contains an erasure or if the name or names have been lined through.

9.
Results of elections must be kept in strict confidence until the official report is presented to the convention body.

10.
Ballots and tally sheets should be sealed and delivered to the district secretary or person designated to destroy them at the close of the convention.

REPORT OF ELECTION TELLERS COMMITTEE

                              District, Pilot International

Date:                                                      
Place:                                                     
Number of votes cast for each candidate:

GOVERNOR ELECT

Number of votes cast






          
Necessary for election






          
Nominees:

Illegal ballots:







          
LT. GOVERNOR

Number of votes cast






          
Necessary for election






          
Nominees:

Illegal ballots:


          
   


          
TREASURER

Number of votes cast






          
Necessary for election






          
Nominees:

Illegal ballots:







         
SIGNATURE OF COMMITTEE MEMBERS:

                                                  
_________________________

Chair





Vice Chair
NOTE:  Nominees should be listed in order of votes received beginning with highest.

TALLY SHEET

 
TABLE ____
               TALLY
            TOTAL
GOVERNOR ELECT:

Nominee:

 _________________________________


 ______
    ________                                                                                                                    

Nominee:

  _________________________________


 ________
    ________                                                                                                                          

Votes Cast              Illegal Ballots                  
LT. GOVERNOR:

Nominee:

Nominee:

Votes Cast              Illegal Ballots                 
TREASURER: 

Nominee:

Nominee:

Votes Cast              Illegal Ballots                  
Committee Members Signatures:                                                                                                          
(Adapt this form to your District's slate of candidates.  Prepare enough sheets for the number of tables you will be using.)
MASTER TALLY SHEET

GOVERNOR ELECT:  Total Votes Cast                      
Nominee:                                                                              

                                                                                       (Total)                      
Nominee:                                                                              

                                                                                       (Total)                     
LT. GOVERNOR:  Total Votes Cast                        
Nominee:                                                                            

                                                                                       (Total)                      

Nominee:                                                                           

                                                                                       (Total)                      

Nominee:                                                                               

                                                                                       (Total)                     
TREASURER:  Total Votes Cast                              

Nominee:                                                                              

                                                                                       (Total)                     
Nominee:                                                                             

                                                                                      (Total)                      
Chair, Election Tellers Committee     Vice Chair, Election Tellers Committee

(Prepare this form in duplicate - one for Chair, one for Vice Chair)


FLOOR TELLERS COMMITTEE
The Floor Tellers Committee is appointed by the Governor.  The Governor designates the Chair and Vice Chair, and sends a copy of committee instructions.  If a problem arises, the Chair of the Floor Tellers Committee calls on the person the Governor designates to instruct and supervise the committee.  District officers and/or delegates should not serve on this committee.
Responsibilities Of Chair
1.
Contacts committee members at least two (2) weeks prior to the convention informing them of the date and time of the committee meeting at the convention site.  Also encloses a copy of committee instructions.

2.
Attends, with the Vice Chair, the meeting called by the person who will instruct and supervise the committees.

3.
Calls a meeting of the committee to assign and discuss duties (refer to WORK ASSIGNMENT CHART).  Be certain an adequate number of Floor Tellers is scheduled for each business meeting.

4.
Arrives in the convention hall at least twenty (20) minutes prior to each business meeting to ensure the designated Floor Tellers report for duty and understand their assignment.

5.
Asks the Convention Chair, if necessary, to prepare Floor Tellers' badges and/or reserved seat signs.  (Aisle seats in the non-delegates section should be reserved for Floor Tellers.)

6.
Supervises when an accurate count of votes is required.  Request the delegates to either stand, call out loudly their number, and be seated immediately; or assigns two (2) tellers to count each section or row or division of delegates.

Responsibilities Of Members
1.
Attends meeting called by the Committee Chair.

2.
Reports to the Chair in the convention hall twenty (20) minutes before each business meeting when scheduled for duty.

3.
Assists when an accurate count of votes is required.  (The Chair requests the delegates to either stand, call out loudly their number and be seated immediately; or two (2) tellers should count each section or row or division of delegates.)

4.
Reports the number of votes to the Chair who, with the assistance of the Vice Chair, tabulates the total number of votes and reports the results to the presiding officer.

HOSPITALITY AND INFORMATION COMMITTEE
The number of members to serve on the Hospitality and Information Committee, its Chair and Vice Chair, are determined by the Governor, Convention Chair and *Host Club President(s) (if applicable).   The Chair of this committee calls on either the  Convention Chair or Governor if a problem arises.

The Hospitality and Information Committee desk should be located in the same vicinity as the Registration Committee desk, and should be staffed the same hours.

Responsibilities Of The Chair:
1.
Contacts committee members at least two (2) weeks prior to the convention informing them of the day and time for a meeting of the committee at the convention site.  Also, encloses a copy of these instructions for their information.

2.
Attends, with the Vice Chair, the meeting called by the person who will instruct and supervise the committees.

3.
Contacts the Convention Bureau, Chamber of Commerce, Hotel/Motel or local businesses to secure copies of the following: 


maps


list of churches and synagogues


points of interest within walking distance


entertainment suggestions


hotel layout, especially meeting room locations

 .
shopping

 .
medical facilities

 .
transportation

 .
tours

 .
other information which would be of interest

4.
Prepares schedule of  hours the Hospitality and Information desk will be open, and notifies members of their assigned times to work.  (Refer to sample WORK ASSIGNMENT CHART)

5.
Prepares a list of the room numbers where committee meetings and workshops  are to be held, as well as meeting times.   For security reasons, it is not recommended to give out room numbers of convention attendees.

6.
Reports or gives immediately to the Convention Chair or Vice Chair all "lost/found" items.

7.
Gives  announcements to the Convention Chair or Vice Chair to present to the convention body. 

Responsibilities Of A Committee Member:
1.
Attends meeting called by the Committee Chair.

2.
Reports to the Hospitality and Information desk 10 minutes before assigned time.

3.
Welcomes Pilots, Co-Pilots and guests, and offers friendly assistance.

4.
Immediately reports or gives all "lost/found" items  to the Chair or Vice Chair of this committee.

5.
Gives legible announcements to the Chair or Vice Chair of this committee to present to the convention body.
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PERSONAL ASSISTANTS
A Personal Assistant is directly under the supervision of the individual making the appointment.

Responsibilities
1.
Studies the convention program events in which the assigned Convention Committee member is involved.  Indicates on the program time, location, etc. for the member's schedule.

2.
Checks  each morning and evening to be certain the schedule has not changed.

3.
Confers with the Convention Committee member regarding any special duties required.

4.
Checks with the committee member  before each meeting.  Takes purse, notebook, etc. to the dais.  (It is a courtesy not to permit someone to carry items to the dais.)  If there is no march-in, but committee members are to be in a certain room at a specified time, be certain they are present and have whatever is required and in place on the dais.

5.
Checks to assure that no personal belongings were left in the convention meeting room.

6.
Be attentive to the needs of  the convention committee member while on the dais.  If needed, proceed to dais for a message.

RESPONSIBILITIES OF THE PERSONAL ASSISTANT
FOR THE

EXECUTIVE COMMITTEE RESPRESENTATIVE

The Personal Assistant for the ECR is recommended for approval to the Governor by the Host Club President and Convention Chair.

Responsibilities:
1.
Meets the ECR upon arrival at the convention city.  The ECR is responsible for paying luggage tips as this expense is reimbursed by Pilot International or as approved in the annual budget.

2.
Registers ECR in advance at the hotel, secures room key (if possible) and checks to see that the room is suitable and in order.

3.
Registers the ECR with the Registration Committee if not pre-registered by Convention Chair or Convention Vice Chair.

4.
Studies the convention program events in which the ECR is involved.  For information, indicates on personal program the time, location, etc. for the ECR’s schedule.

5.
Delivers to ECR as soon as possible all convention material, including programs, badge, necessary tickets, etc.

6.
Checks with ECR on arrival to determine if breakfast, lunch or dinner is desired.

7.
Confers with ECR regarding any special duties required.

8.
Escorts ECR to the business meetings and social functions.

9.
Checks with ECR before each meeting to take purse, notebook, etc. to the dais.  It is a courtesy not to permit ECR to carry items to the dais.  If there is no march-in, but ECR is to be in a certain room at a specified time, be sure ECR is present and has whatever is required at designated ECR place on the dais.

10.
Is attentive to the needs of ECR while the officer is on the dais.  When needed, proceed to the dais for a message.

11.
Checks to assure the ECR did not leave my personal belongings in the convention meeting room.

12.
Checks with ECR each morning and evening to be certain schedule has not changed.

13.
Accompanies ECR to -- and pays for -- all meals not covered in the Registration Fee when required.  If the ECR desires room service, it should be charged to the room. (The ECR should not be required to pay for extra meals, tips, etc.)

14.
Consults the ECR if there is an interval between the close of the convention and the time of departure.  Makes provisions for sightseeing during this period or ECR may prefer to rest.

15.   Checks the ECR out of the hotel and escorts ECR to the airport, etc.

Notes:

The ECR's transportation to and from the convention city is paid by Pilot  






International or as approved in the annual budget.  Other expenses payable by the 





District are included in the District Convention Budget.




Barring unforeseen circumstances, the Personal Assistant should not room with  





the ECR.
PUBLICITY COMMITTEE

(Optional)

The Convention Publicity Committee is appointed by the Governor.  The Convention Chair and the *Host Club President(s) (if applicable), shall make recommendations for additional members to serve on this committee.

Responsibilities Of Committee

1.
The Governor will furnish the Chair information and photographs of the district officers, Executive Committee Representative and other program participants to be used in convention news coverage.  Convention Chair will furnish information and photographs of the Governor, DAC/DEC, Convention Chair, and Host Club President(s).

2.
Prior to the convention, prepare news releases, etc. to submit to the Governor and Convention Chair for approval.

3.
The Convention Committee decides if the services of a professional photographer are needed for convention activities.  If so, the Convention Committee will notify the Chair of the Publicity Committee.  It will be the Chair’s responsibility to hire a reputable photographer.

4.
Coordinates radio, newspaper and television coverage and personal appearances during the convention.

5.
Convention and Visitors Bureau, Chamber of Commerce, etc. may be able to assist in publicizing the convention.  Request an information kit on the city and its attractions.
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6.
Prior to the adjournment of the convention, the Chair submits to the Governor an itemized statement for payment of any previously approved expenses incurred by the committee.

PUBLICITY TIPS

►
Keep news releases brief (include who, what, when, where, and why).  A one-page, typed, double spaced, news release is the preferred format.  To increase opportunities for inclusion in the newspapers, a press release must have a title or lead-in.

Example: 
PILOTS TO ADDRESS XYZ ISSUE AT CONVENTION.

►
Always include a contact name and telephone number on your news release.  News is not a 9-5 job, so you need to be accessible.  Include both day and evening numbers, and the number at the convention hotel.

►
Include a clarification statement that Pilot is a civic/service organization which has nothing whatsoever to do with aviation. Be sure to mention Pilot's focus on brain-related disorders.

►
Send news releases to major newspapers in the convention city 1-2 weeks in advance.  Request a media list from the Chamber of Commerce.

►
A photograph of professional quality will enhance your image; and increase media attention to your event.

►
Send a copy to the convention hotel's Public Relations department.  They may assist in publicizing the convention on the hotel marquee, in-house schedule of events, etc.

►
"A BIG NO-NO!"  Never call or fax newspapers asking them if they received your release.

►
You may send releases c/o Assignment Editor to local television and radio stations.  A photograph should not be sent to broadcast media.

►
You might want to schedule a date on a talk show in the convention city; however, since you, the Governor, and others involved with the convention will be extremely busy, designate an official convention spokesperson.

REGISTRATION COMMITTEE
Unless otherwise set forth in your District Standing Rules and/or Policies and Procedures, the Registration Committee Chair is appointed by the Governor.  The District Treasurer shall also serve on this committee.
It is recommended that the members of this committee not be delegates (with the exception of the District Treasurer).  The number of members on this committee will be determined by the requirements of the convention.  It is recommended that four members, in addition to the Chair, be appointed from the Host Club, and additional members selected from other clubs.

If a problem arises, the Chair calls on the person the Governor designates to instruct and supervise the committees.

The Registration Committee is responsible for registering every person who attends the convention.

A majority of the work of this committee can be completed prior to the convention.

Responsibilities of Chair:
1.
Sixty to ninety days prior to the opening of convention, copies of the "Convention Registration 



Form" and the hotel's official reservation form should be mailed to each club.  Place applicable 



forms on District website.
2.
Keep Governor and Convention Committee up-to-date on number of registrations.

3.
Arranges meeting(s) with Host Club members and/or Registration Committee (which ever is applicable) to get as many of the details as possible confirmed prior to the convention, such as:


.
generating badges (badges should be two different colors - one for delegates and one 





for non-delegates)


.
assembling registration packets with program, tickets, badge, information sheet, etc.
.
alphabetizing registration packets

4.
Contacts Committee members at least 2 weeks prior to convention informing them of day and time of meeting at convention site.  Also, encloses a copy of the committee's instructions.

5.
Confers with Convention Chair to arrange for equipment and supplies.

6.
With the Vice Chairs, attends the meeting called by the person who instructs and supervises the committees.

Responsibilities of Chair (Continued)
7.
Calls a Committee meeting to assign and discuss duties.  Registration desk will be closed during business meetings so that Pilots serving on this committee may attend meetings.

8.
Ensures that the registration desk is staffed by a minimum of three persons:
one person to check advance registrations lists

one person to handle money for on-site registrations

one person to hand out packets

9.
Checks in at registration desk at least twenty (20) minutes prior to opening of Registration to be certain designated members we on duty and understand their assignments.

10.
Reports to the Convention Chair the number of persons registered, and the total tickets sold for each event before the Convention Chair submits guarantee to the hotel for meals, refreshments, etc.

11.
Notifies the Convention Chair of any dais or special guests who have not registered.

12.
Furnishes the Election Committee Chair a copy of the Election Committee Form indicating the number of delegates registered.

13.    Prepares the Registration Report to present personally at the business meeting.

Responsibilities of District Treasurer (as one of the Vice Chair)

1.
Registration funds should be deposited to the regular district account.
2.
Attends meeting called by the Committee Chair.

3.
Assists at the Registration desk.

4.
Attends meeting called by the Committee Chair.

5. Reimburses approved registration cancellations.
REGISTRATION COMMITTEE REPORT
_________________________District, Pilot International
Date ____________________________

Time ____________________________
DAC/DEC Officers





__________
Club Delegates






__________




TOTAL VOTING STRENGTH



__________


NON-VOTNG ATTENDEES
Pilot International/
Pilot International Foundation






Officers








_________
Pilots








_________

Anchors








_________
Partial Registrations






_________
Co-Pilots








_________
Non-Pilot Guests







_________
TOTAL OF NON-VOTING ATTENDEES


 _______
TOTAL ATTENDING




  _______
This Registration Committee Report Form is to be used if Past Governors are not delegates.

REGISTRATION COMMITTEE REPORT
_________________________District, Pilot International
Date ____________________________

Time ____________________________
DAC/DEC Officers





__________
Past Governors (not serving as Club Delegates)


__________

Club Delegates






__________




TOTAL VOTING STRENGTH



__________


NON-VOTNG ATTENDEES
Pilot International/
Pilot International Foundation






Officers








_________
Pilots








_________

Anchors








_________
Partial Registrations






_________
Co-Pilots








_________
Non-Pilot Guests







_________
TOTAL OF NON-VOTING ATTENDEES


 _______
TOTAL ATTENDING




  _______
This Registration Committee Report Form is to be used if Past Governors are delegates.
ROOM ARRANGEMENTS COMMITTEE

The number of members for the Room Arrangements Committee and its Chair are determined by the Governor, Convention Chair, and *Host Club President(s)  (*if applicable).  The Governor Elect is responsible for instructing and supervising the work of this Committee.  The Chair calls on the Governor Elect if a problem or question arises.

Responsibilities Of The Chair
1.
Contacts the Governor Elect at least one month prior to the convention to select a convenient time for a meeting of the committee at the convention site.

2.
Contacts committee members at least two (2) weeks prior to the convention informing them of the day and time for a meeting of the committee at the convention site.  Also encloses  a copy of these instructions for their information.

3.
Attends the scheduled meeting with the Governor Elect and Vice Chair to:

a.
explain the responsibilities of the committee

b.
assign members specific duties

c.
work out a time schedule for committee members.  (Refer to WORK ASSIGNMENT CHART)

4.
Receives from the Convention Chair the ROOM ARRANGEMENTS CHARTS and SEATING CHARTS and any special instructions for the hotel.

5.
Makes special assignments to committee members.

6.
Follows up on CHECKLIST FOR ROOM ARRANGEMENTS COMMITTEE.  A checklist is completed for each business meeting/meal activity by the Chair or an assigned committee member.

Responsibilities Of Members

1.
The committee is responsible for the room arrangements for all scheduled convention events, 
including meals and meetings for districts, division workshops, committees and authorized 
groups.  A room chart or instructions for each event will be furnished.  Particularly note 
audience seating, number on dais, and audio visual equipment.

Responsibilities Of Members (continued)

2.
Responsible for:


District bell and gavel - placed at the lectern at the beginning of each meeting and removed immediately following


Timekeeper's bell and stopwatch - given to the timekeeper at the first meeting and following the last business meeting, secured and returned to the Governor


Banners – placed and returned in accordance with instructions the Governor Elect gives to the Room Arrangements Chair


Signs for delegates, alternates and other reserved seating - placed by committee members in accordance with the seating charts or other instructions.

(The above items usually are the property of the District and should be retained by the Governor or person designated, such as a member of the club that will be serving as Host Club for the next convention.)

[image: image6.wmf]CHECKLIST FOR ROOM ARRANGEMENTS COMMITTEE

The following have been checked according to the ROOM ARRANGEMENTS CHART:

□
 1.
Steps to dais in place

□
 2.
Wheelchair ramp to dais in place when needed

□
 3.
Number of places on dais according to chart

□
 4.
Place cards on dais

□
 5.
Lectern on dais

□
 6.
Microphones placed, functional and operable

□
 7.
Water and glasses on dais

□
 8.
Water and glasses for convention body

□
 9.
Reserved seats/tables with appropriate signs

□
10.
Decorations

□
11.
Piano

□
12.
Flags

□
13.
Special equipment set up and tested, if needed:

____
Easels

​​____
Chalkboards

____
Chalk/Erasers

____
Screen

____
Projector

____
Flip Chart

____
___________________

____
___________________

Day

_​​​​​_________________

Time

___________________

Meeting
___________________

Checked by
__________________
___________DISTRICT
PILOT CONVENTION

WORK ASSIGNMENT CHART FOR __________________COMMITTEE

Chair _______________________               Vice Chair ____________________

       






      Vice Chair ___________________

	Day-Date
	Time
	Members Assigned
	Remarks

	
	
	
	


Please Note: If a person cannot serve at any time during assigned hours, it will be the responsibility of that person to notify the chair so that 
a replacement may be secured.
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DISTRICT CONVENTION ELECTION SCHEDULE








The Nominating Committee meets prior to the first business 


meeting at a time designated by the DAC/DEC.





The report of the Nominating Committee is given at the first 


business meeting.





The election is held at the close of the first business meeting


in the main convention hall.





	4.  Run-off elections will be held as soon as possible.
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All members of the election tellers committee remain in the room until the report is checked and signed.








THE PURPOSE OF THIS COMMITTEE IS TO PROMOTE


PILOT FRIENDSHIP AND SERVICE
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