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[Full name of housing co-op or letterhead]
Template - Nominations Committee Job Description
Please note: To prepare for co-op elections, some co-ops appoint a nominations committee, others designate an elections officer, and some have management staff provide election logistics. This job description can be revised to suit your co-op. 
Source of authority
committee members are appointed by the board (refer to Rule 20 Committee of Directors and advisory committees)
the committee is accountable to, and reports to the board.
Committee size: minimum of [#], maximum of [#].
An ad hoc committee: appointed annually and disbanded after the AGM.
Chair: the board or committee may appoint a chairperson.
Purpose
To support the co-op board in ensuring fair and transparent board elections, upholding the co-operative principle of democratic member control.
Duties and Responsibilities
The committee will work with the board, [management staff] as needed on the following: 
Recruitment of candidates to run for the co-op board:
Assist in scheduling and organizing information and education events such as an information meeting, an all-candidates meeting, an orientation on election procedures and what makes a good director, or a town hall on co-op vision and leadership
Assist in identifying potential leaders at the co-op, based on criteria identified by the board 
Distribute election information (e.g., nomination forms) to members 
Preparation for election:
Promote upcoming election (e.g., website, election newsletter, post notices around co-op)
Obtain an up-to-date list of all co-op members
Prepare election documents (e.g., ballots, tally sheet, elections result report form)
Ensure a ballot box is ready for the election
Election during the Annual General Meeting:
Before the meeting starts, set up the meeting room as needed with all materials
Provide a list of all candidates running for the board (e.g., on flipchart, whiteboard, projector, or monitor)
Add nominations from the floor to the list of candidates as accepted 
Support the meeting chairperson during the election as needed
Please note: If there are equal number of candidates as there are vacancies, check your Rules about what happens in this situation. Most co-op rules will say these candidates are declared elected and no election is required. Other co-ops Rules will require a simple majority to be elected. 
After election
Ensure the ballots and ballot tally sheets are collected. If a motion to destroy the ballots is approved, ensure the ballots are destroyed. If a motion to destroy the ballots is defeated, store the ballots in a secure place. 
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