NOMINATING COMMITTEE RESPONSIBILITIES 

September - December

· Present packet of board positions, expectations and Call for Nomination Form electronically via the newsletter, e-blast and at MdHIMA quarterly business meetings
· Review timeline for deadlines
November:

· During an even year election, select potential candidates for AHIMA’s Nominating Committee
· For Delegate position include three (3) candidates when electing one (1) delegate or four (4) candidates when electing two (2) delegates.
· The Alternate Delegate will be the candidate with the most votes after the elected delegate or delegates.
· Send the link for the Nominating Form by blast email to all members, newsletter and post on the website.  
February/March:


· Meet with Nominating Committee members (conference call is acceptable)
· Review list of nominees submitted via the website.  Make list of potential candidates.
· Tally nominations for each candidate (if more than one).
· Committee to discuss qualifications of candidates to ensure they minimum qualifications for the office they seek
· The Nominating Committee Chairman should contact the nominees for the position of President Elect to verify they accept the nomination 
· If the candidate declines, ask if he/she is interested in having their name considered for another position.
· Once the President-Elect candidates have accepted, the Nominating Committee members should consider the candidates for the other positions.
· The other two committee members should each contact candidates for two of the other positions (Secretary, Treasurer, Director, and Delegate) to verify they accept the nomination. 
· The Nominating Committee Chairman should contact the nominees for the AHIMA Nominating Committee (in the even numbered years) to verify they accept the nomination.  
· The nominating committee presents the nominations to the MdHIMA board at a board meeting.
· The Committee Chair will provide a link for candidates to post their pictures and bios for the ballot 
· Sixty days prior to annual meeting final DRAFT of ballot reviewed by Nominating Committee
· Fifty days prior to annual meeting send final ballot to Website (need updated e- mail addresses from Credentials Chair)

· Forty-five days prior to last day of the annual meeting open voting via the website (but no less than *30 days prior to Annual Business Meeting per Bylaws)

· Seven days prior to annual meeting, close ballot and count votes (computerized)

· MdHIMA President accesses the website via the dashboard to retrieve the tally that was electronically tabulated prior to the first day of the annual meeting.  

· The President notifies all nominees and provides the names to the President Elect to contact for other possible appointments during the next year.

May:

· At the Annual Meeting, announce winners 
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