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Election Committee Manual
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1. Amendments to these operating procedures shall be made only by the Board of Directors.

2. Covenants and Bylaws of Beaver Lake Association shall govern in the event of conflict with these procedures.
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1. The highest ethical standards of the Election Committee’s conduct are vital to securing results recognized by our community as correct and proper before, during, and after the election. 

2. No member or alternate of the committee shall endorse or disparage any candidate or ballot initiative/question. Any member or alternate whose household member chooses to endorse or disparage any candidate or ballot initiative/question shall first resign from the committee. 

3. No one person in isolation shall touch any returned ballot. All election work shall be done within the view of others. 
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1. For a regular election, one or two meetings prior to an election are usually sufficient. 

2. In the case of a member petition, a special session shall be called to validate the documentation. 


[bookmark: _Toc140741620]IV. FIRST MEETING 

1. Meet about eight to ten weeks before the election. 

2. Create a contact list of all members, alternates, chair, board representative, and office. 

3. Choose a secretary.   

4. Review:
a. The BLA Handbook ethics clause, Section IX
b. The BLA Handbook election procedures, Section VII
c. This Election Committee Manual

5. Provide material for the February “Beaver Lake News” on the official Beaver Lake website
regarding the election and the Annual Meeting.

6. The Chair and a volunteer from the committee agree to be present for the candidate name drawing at the BLA office on the last Friday in March at 4 pm. This random drawing determines the order candidate names will appear on the official ballot. 
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1. Meet about four to six weeks before the election.

2. Take attendance and report the status of the last committee minutes. 

3. Update the names and dates only for: 
a. BLA April and May Newsletter Article
b. BLA Notice of Annual Meeting 
c. BLA Official Ballot
d. Website/social media post

4. Review the election day process. 

5. Agree to be at the clubhouse by 12:30 -12:45 pm on election day. 
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1. Chair and Manager meet at the clubhouse by 12:30 pm.
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1. Clubhouse remains locked until walk-in voting begins at 1pm. 
2. Arrange work tables.
· Member validation area
· Member voting area
· Place membership lists and paper ballots at validation area. 
· Place office supplies, pencils, and ballot box in voting area.
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1. Greet members who come to vote in person. 
2. Validate that each member is in good standing. Give 1 ballot per lot to the member to fill out and insert in the ballot box slot. 
3. Continue facilitating until the board president closes the poll at ~ 3 pm. 
4. Collect all voting materials. This includes ballot box, extra ballots,  supplies, membership lists, and anything else used by the committee. Take all voting materials downstairs 
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1. Set up tables with tally sheets, pens, and scrap paper. Divide group into pairs for tallying. 
2. Invalid ballots must be marked NV and are not counted. 
3. One person reads off the ballots and the other tallies votes. Tally only those names (and at the same time ballot questions, if any) preprinted on the tally sheet. Write the totals on the sheet.
4. Reverse read/tally roles and repeat the process. 
5. If all the numbers are identical after two counts, those stacks are finished and the count is verified.
6. If the numbers do not all match, exchange the stack and its accompanying tally sheets with another team to recount the vote numbers that didn’t match. 
7. Continue recounting until results are accurate. 
8. Have group add the votes from each stack to verify the total paper ballot result. 
9. Sign in to electronic voting site. 
10. Print results of electronic proxy voting. 
11. Add the walk-in result to the electronic proxy result to obtain the final result. 
12. When the final result is verified, collect all office supplies and place them into their container(s). 
13. While the Chair and one member accompanies the Manager to copy the official results document, members box all election papers: all ballots, tally sheets, printed electronic proxy results sheets, scrap paper, etc. When materials are boxed, every participant signs on the box.  
14. Chair and/or Manager seals the box(es). 
15. Committee may either leave the clubhouse or go upstairs with the Chair who furnishes the result at the Annual Meeting. 
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