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Contents I. CONSTRAINTS............................................................................................................................................... 3 II. ELECTION COMMITTEE OVERVIEW.................................................................................................... 3 III. MEETINGS .................................................................................................................................................... 4 IV. FIRST MEETING.......................................................................................................................................... 4 V. SECOND MEETING....................................................................................................................................... 5 VI. ELECTION DAY ........................................................................................................................................... 6 Before Committee Arrives ............................................................................................................................... 6 From Start Time - 1pm..................................................................................................................................... 7 From 1 – 3pm .................................................................................................................................................... 8 Upstairs group................................................................................................................................................. 8 From 1 – 3pm (continued)................................................................................................................................ 9 Downstairs group............................................................................................................................................ 9 3 Election Committee Manual I. CONSTRAINTS 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. II. ELECTION COMMITTEE OVERVIEW 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. 4. The number of workers needed depends on the number of returned proxy ballots. Walk-in numbers don’t contribute substantially to the total. The number of workers available plus the number of returned ballots determines the time to start working on election day. The actual number of ballots won’t be known until 12:59 p.m. on election day, but a good estimate will be available on the Friday afternoon before. 5. Sorting, alphabetizing, and validating takes up to twice as long as tallying, given the same number of workers. 6. More time and more workers are needed for the early process (sorting, alphabetizing, validating) than for tallying. If insufficient numbers of workers are available, begin earlier. Haste begets errors. 7. To contain sensitive information within the committee, finish validating proxy ballots before walk-in voters arrive. 4 III. MEETINGS 1. Members and alternates attend meetings. Members vote. 2. For a regular election, two meetings prior to an election are usually sufficient. 3. In the case of a member petition, a special session shall be called to validate the documentation. 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. 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. 5 V. SECOND MEETING 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 Spring Newsletter Article b. BLA Notice of Annual Meeting c. BLA Official Ballot d. Website post 4. If the committee has many new members, run through a mock partial election process so that everyone is familiar with their duties on election day. If most members and alternates have experience validating and tallying, a verbal review of the process may be sufficient. 5. Agree to be at the clubhouse by 11 am or earlier on election day. Start time is determined by the Chair based on the number of proxy ballots returned and the number of individuals available to work. 6 VI. ELECTION DAY Before Committee Arrives 1. Chair and Manager meet at the clubhouse at ~ 10:15am. 2. Chair and Manager retrieve ballots from mail box to date-stamp, initial, and place in proxy ballot box. 7 From Start Time - 1pm 1. Clubhouse remains locked until walk-in voting begins at 1pm. 2. Arrange work tables in three zones. ▪ Distribute accordion folders in Zone1 for the general sorting of envelopes by 1st letter of last name. ▪ Place rubber bands in Zone 2 to isolate each stack after alphabetizing. ▪ Place tables, membership lists, pens, and chairs in Zone 3 for validating. ▪ Place office supplies (pens, scrap paper, clips, letter openers, etc.) in Zone 3 within easy reach of those who will validate. Zone 3 will continue to be the validation area from now until the poll is closed at ~ 3pm. 3. Open proxy ballot box and put all envelopes in Zone 1. 4. Divide into zone groups: One runner will transfer stacks from Zone 1 to Zone 2. 5. Zone 1 workers begin to sort. Runner begins taking envelopes from Zone 1 to Zone 2 as soon as any accumulate, and continues until all sorting is complete. 6. Zone 2 workers begin alphabetizing. 7. As Zone 2 gets more envelopes, Zone 1 people move from Zone 1 to Zone 2. When sorting is complete, everyone works to alphabetize. Rubber band each completed, alphabetized stack together. 8. Move completed envelopes to Zone 3 and validate names against membership list. 9. Mark invalid envelopes with Not Valid and give the reason. Those envelopes will be set aside for the chairman to collect, count, notate, and store. 10. After all ballots have been validated, count the envelopes and verify that the number of envelopes matches that of ballots accounted for on the membership list. It is convenient to rubber band each alphabetized stack, count the envelopes in each stack, and write the totals on the back of each. 11. Open mailing envelopes A and place sealed confidential envelopes B into proxy ballot box. Retain mailing envelopes for storage. 12. Place the stack of walk-in ballots in the validation area and place walk-in ballot box and pencils on a separate table. 13. Clear unneeded tables away. 14. At 1 pm, Chair accompanies the Manager to mailbox again to collect any additional ballots. Validate, count, and add the number to proxy subtotal from above; open mailing envelopes; and place confidential envelopes in ballot box. 15. Divide group: The Chair will take six people downstairs to tally votes. The rest of the group remains upstairs to facilitate walk-in voting. 16. Upstairs group retains membership lists, pens, walk-in ballot box, blank ballots, pencils, and anything else needed to facilitate walk-in voting. 17. Downstairs group collects all materials not needed by upstairs group and carries them downstairs. 8 From 1 – 3pm Upstairs group 1. Greet members who come to vote in person. 2. Validate that each member is in good standing and has not submitted a proxy. If both conditions are met, 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 walk-in ballot box, extra ballots, pens, pencils, membership lists, and anything else used by the committee. Take all voting materials downstairs so the counting teams can add the walk-in votes to the proxy results count. 5. Turn off and place personal communications devices in the container provided for sequestered workers. 6. Wait patiently until a final tally is verified. 7. Help box all election materials and sign the box(es). 8. When the Chair announces the end of sequestration, participants retrieve their communications devices and either leave the clubhouse or go upstairs with the Chair who furnishes the result at the Annual Meeting. 9 From 1 – 3pm (continued) Downstairs group 1. Turn off communications devices and place them in the container provided. Devices will remain inaccessible for the duration of sequestration. 2. Divide into assigned teams of two; remove proxies from proxy ballot box; and apportion into approximately equal numbers of ballots for each team. 3. Open confidential envelopes B and remove ballots. An envelope containing anything other than one ballot will be deemed and marked invalid, with the reason why written on the envelope. Replace inside materials in the envelope and lay aside for storage. 4. 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. 5. Reverse read/tally roles and repeat the process. 6. If all the numbers are identical after two counts, those stacks are finished and the count is verified. 7. 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. 8. Continue recounting until results are accurate. 9. Have at least two people add the votes from each stack to verify the total proxy result. 10. Wait patiently until walk-in ballots are brought down. 11. Tally the walk-in ballots until recounts match, using the same procedure as above. 12. Add the walk-in result to the proxy result to obtain the final result. 13. When the final result is verified, collect all office supplies and place them into their container(s). 14. While the Chair and one member accompanies the Manager to copy the official results document, members box all election papers: ballots, envelopes, tally sheets, membership lists, scrap paper, etc. When materials are boxed, every participant signs on the box. 15. Chair and/or Manager seals the box(es). 16. When the Chair announces the end of sequestration, participants retrieve their communications devices and either leave the clubhouse or go upstairs with the Chair who furnishes the result at the Annual Meeting.
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Election Committee Manual

[bookmark: _Toc140741617]I.  CONSTRAINTS 

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.

[bookmark: _Toc140741618]II. ELECTION COMMITTEE OVERVIEW

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. 
[bookmark: _Toc140741619]
III. MEETINGS


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. 

[bookmark: _Toc140741621]V. SECOND MEETING 

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. 

[bookmark: _Toc140741622]
VI. ELECTION DAY


[bookmark: _Toc140741623]Before Committee Arrives

1. Chair and Manager meet at the clubhouse by 12:30 pm.

[bookmark: _Toc140741624]From Start Time - 1pm

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.

[bookmark: _Toc140741625]From 1 – 3pm

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 


[bookmark: _Toc140741626]After 3pm 

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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