SECOND VICE PRESIDENT
Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board position.

Voting Member of: Executive and General Board

Primary Duties:
1. To assume the office of 1st Vice President should the 1st Vice President need to vacate that office.
2. Prepare a slate of officers for election at the annual Convention.

GUIDELINES

1. As Chairman of the Nominating Committee it shall be the duty of the 2nd Vice President to promote leadership in the Oregon State Council. See Guideline for Nominating Committee for details.
2. One member from each district shall serve on the Nominating Committee. This is usually the District Presidents. The Nominating Chairman shall serve as the representative from her District. 
3. The Nominating Chairman shall submit the slate in writing to the Grapevine Editor in time to be printed in the February issue. Pictures should be included, if possible.
4. By tradition the slate of officers may be announced by the Chairman at Winter Meeting if it is held on or just prior to February 1st.  If the Winter Meeting is held at a significantly earlier time or after the February Grapevine goes to print the slate will be presented in the February Grapevine.

5. She shall prepare ballots based upon published nominees and those nominees to be nominated from the floor.

6. She shall deliver the ballots to the Credentials Chairman prior to the opening of registration at State Convention.

7. At the State Convention it shall be the 2nd Vice President’s duty to present the Slate of Officers at a “Candidate’s Fair” event usually held on Friday night of Convention.

8. Any publicity surrounding the candidates prior to election is solely at the discretion of the 2nd Vice President and must follow all rules as set forth in Policies and Procedures for Convention #11. These policies and procedures can be found in the Bylaws. 
9. The 2nd Vice President shall also serve as Head Judge for the Outstanding Chapter Award (see Policy and Procedure for Oregon State Contests in the Bylaws)
CALENDAR CHECKLIST FOR 2ND VICE PRESIDENT
April/May/June: (following your election)

· Send thank you notes 

· Send a note to the President (ie. Happy to be aboard, etc.)

· Review and read all information received from your predecessor.

· If there is to be an Executive Board retreat, make plans to attend and help the President in all ways possible.

· Contact the 1st Vice President to find out if there are any things she believes need changing in any judging forms, or anything else she worked with last year, that will appear in the President’s yearbook.  These should be changed immediately and given to the President for inclusion in her book.

· Ask the 1st Vice President if she knows of any members who weren’t ready to run last year but may be this year or who expressed a desire for a specific position.
· If you will be attending IC Convention make certain your arrangements for lodging, travel and registration are tended to.  Most likely this will be coordinated by the President.  Check with her.

· Check to find out District Meeting dates as soon as possible.  Make plans to attend as many as you are able and be prepared to give a brief report on State activities.  Send thank you notes afterward.

· Write your first Grapevine article as 2nd Vice President.

July:
· If you are attending IC Convention, be certain you have all items packed that will be needed.   Contact the President to see if she wishes you to help take needed items from Oregon.  Make certain you have your registration information, your plane tickets, etc.

· Have fun at Convention

· Make every effort to attend as many General Assemblies as possible

· Be certain to attend Western States Council meeting.

· Gather information you feel might be of interest or help to you during the coming year or even next year.

· You may be assigned to attend specific workshops.  Be certain to collect and return home with all data collected at these meetings.

· Send any thank you notes as needed.

August:
· Check District Meeting dates and make plans to attend any of those possible.  Send thank you notes afterward.

· Shortly after IC the 1st Vice President will automatically be receiving information for planning her trip to Denver in January for IC Leadership.  Although this event is primarily for 1st Vice Presidents in preparation for their role as Presidents, it is now open to other officers and members as well.  If you wish to attend, contact the 1st Vice President now and find out the particulars.

· Make yourself available to the Workshop Chairman of the Oregon State Council for any workshop you may be asked to present at Leadership or Winter Meeting.

· If you are presenting a workshop, finalize your plans and make certain you have any props necessary.

· If you will require any special equipment at Leadership be certain to let the Chairman know it now.

· Check with your District representatives if they have any members for you to follow up on for nominations.

· Begin your next Grapevine article for after Leadership.

September:
· Attend Oregon State Council Leadership

· Check on all District Meeting schedules and make plans to attend all possible.

· Send any thank you notes needed after Leadership.

· Finish your Grapevine article

· Continue your quest for candidates.

October:
· If IC Leadership is on your agenda you need to be making your plane reservations now and get your registration in.

· Make District visits and send thank you notes afterwards.

· Letter to District and Chapter Presidents about nominations.

· Contact anyone you can think of who may be eligible to run for state office.

· Grapevine article is coming in November.

· Make preparations to attend Western States Council Fling in January if possible.

November/December:
· Grapevine article is due

· Send Christmas greetings to Board & Chapters if you wish.

· Begin preparing for Winter Meeting

· Check with President and/or Treasurer to find out if all chapters are eligible to enter contests. (the IC quarterly report on paid IC dues is out this month)

· Attend any District meetings possible and send thank you notes afterward.

January:
· Grapevine article is due.

· Review Policy and Procedure for Winter Meeting
· Re-check any presentations for Winter Meeting.

· Be certain you have your Slate of Officers in written form (If Winter Meeting is held after February 1st you’ll want to put a sheet in the Mailboxes of each Chapter)

· If necessary you may wish to meet with your committee members attending Winter Meeting.

· Cover any ‘trouble spots’ – any offices for which you have only one or no candidates.

· Discuss what you plan for a Candidate’s Fair at Convention

· Discuss any special ‘props’ or identification you may want for candidates at Convention.

· Continue contact with any members who have accepted the challenge to run for state office.  You may wish to encourage their attendance at Winter Meeting.

· The candidates will need pictures (as will you) for the Grapevine.  Make sure to remind them early on.  They can bring them to Winter Meeting or mail them to you now.

· Remember the deadline for State officer nominations is February 1st.  Reminders may need to go out.

· Review nomination forms for completion – proper signatures, qualifications are in order & criteria has been met

February:
· Deadline for Nominations is the 1st.

· Have your picture taken for publication in the Grapevine as 1st Vice President.

· Should be ‘passport’ size. – B&W or color (2X3) approx.

· Grapevine article will be due, be sure to encourage Chapters for the Outstanding Chapter Contest. 
· Letter to Candidates with instructions – 

· Include a list of the questions you plan to use at Candidates Fair. 
· Each will need a picture for the Grapevine.

· If Winter Meeting is in February

· Take all candidates pictures with you to Winter Meeting and give to the Grapevine Editor. (if she isn’t in attendance then mail them to her)

· Take copies of the Slate of Officers for the Mailboxes.

· Complete the Slate of Officers for presentation to the membership at Winter Meeting - remember Corresponding Secretary is an elected position.
· Some juggling of positions may be necessary to fill all offices.

· Communicate with your committee members and if a nominee is placed in another office to fill the slate, notify the nominee and ask her approval.

· It’s not too early to notify the State Convention Chairman of any special requests and needs for the Candidate’s Fair (if you choose to have one)

· Check with Grapevine Editor as to deadlines when all information on Candidates may be submitted.

· Check on District Meetings and attend any possible.

· Make certain your registration for State Convention and room registration is completed.

March:
· April 1st is the deadline for the Outstanding Chapter Award.

· Obtain judges – if already done then send message or call and ‘check in’ with them.

· Remind the previous Outstanding Chapter to bring the silver tray to Convention.

· Discuss with 1st Vice President if you have someone in mind as a Jr. Circle of Life Chair and/or Jr. Easter Seal Chair. The Jr. will become the Sr. when you are in office.

· Prepare your files to turn over at Convention.

· Prepare your final Year-end report for Convention, with copies for President and Recording Secretary
· Prepare ballots for the Credentials Chairman and tally sheets for the Balloting Committee.

· Prepare badges if you want the Candidates to wear them.

· Take the list of questions for the Candidates.

· Be prepared with some written remarks for the Candidate Fair and the presentation at the General Assembly.

· Take your written remarks for the Outstanding Chapter Award.

April:
· Receive all Outstanding Chapter Reports. 

· Remind the 1st Vice President, the Philanthropic Chairman and the Educational Director that you need their results ASAP in order to conclude your judging. 

· After judging, send the names of all winners to the Awards Chairman, she will provide the signed Certificates to be awarded at State Convention. 

· Don’t forget to pack all of the above stuff.

· Be sure to present the ballots to the Credentials Chairman as soon as you arrive at Convention.

· Be sure to present the Balloting forms to the committee if this is your responsibility. Be sure to check with the President.

· Have fun!
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