INSTRUCTIONS FOR WARD ELECTION OF DELEGATES

TO THE COUNTY PRE-PRIMARY CONVENTION
1. Registration will begin at 8:30 AM. The eligibility of each participant will be verified by voter card or review of the voter roles. This position will make sure all persons have signed in and provided the required information legibly.  Each eligible person will be given a card with the ward marked on it so persons will go to the correct location. 

2. Each ward should have its own room and a set of materials which will include:



a. The number of delegates to be elected



b. Ballots (4 times the number of positions to be elected, if you need more, check the next ward, or desk). 



c. Board to list all nominees and felt pen.


d. Reporting form. Record those elected. Any one who is not elected and receives a vote is an alternate. Please list the alternates and the number of votes that person received. This form must be turned in at the conclusion of this meeting. No taking it to lunch or to make copies. We must submit this data as soon as possible.



e. One Credential per delegate. This will be required for voting at the Convention at 1 PM. Credentials may be given to a duly elected alternate, or to another delegate provided no one has more than three. SCC members will sign in separately and received separate credentials.



f. 13 cards (to use to break ties)



g. Pad of paper and pen for minutes. 



h. Sign in sheet.



g. Ballots for credential committee election.

3. The Ward Coordinator or Vice Coordinator should commence running the meeting.. Appoint a number of the first arrivals (3 is usually a good number) to serve as a temporary Credentials Committee for the ward. All credentials should have been resolved at Registration
4. The meeting should be formally called to order as soon after 10 AM as possible, but under no circumstances should the meeting be called to order before 10AM. Record the time on the checklist in the space provided.  
5. The Coordinator should read the Call aloud for all to hear and understand.

6. By rule, participants at the meeting must be given the option of electing a temporary chairperson, other than the coordinator, for the purpose of conducting this one meeting. While this opportunity is rarely taken, it must be offered to the participants.  If participants choose to not exercise this right, the ward coordinator (or vice coordinator) will continue to preside over the meeting. We will have a couple of persons ready to help conduct a meeting if a coordinator does not appear.
7. A temporary Secretary must be appointed to take the minutes. The Secretary for this meeting should have legible handwriting. Paper and pen for the Secretary’s use are provided in the packet.

8. After reviewing the official roster and the sign-in sheet, the temporary Credentials Committee for the ward should report to those present that everyone signed in is a qualified elector within the ward, which will normally be determined by the presentation of the card received at registration. The chairperson should ask for a motion to accept the committee’s report by acclamation and a second. If anyone objects to acceptance by acclamation then a vote by secret ballot must be taken.

9.
Nominations for delegate can now be made, followed by the actual election of delegates. Individuals 
may nominate themselves and may also nominate others who need not be present.  
· Remember that State Central Committee members are automatic delegates and do not count against the ward’s allocation. (SCC members are eligible to nominate and vote at the meeting of their ward).
· Individuals who would be unable to fully participate in both the County Pre-Primary Convention at 1PM and the State Pre-Primary Convention should NOT allow their names to be placed in nomination (though they are not formally disqualified).  Remember that there are no proxies allowed at the conventions, per state rules, and absent delegates accomplish nothing more than making it difficult to achieve a quorum.
· As each individual is nominated and confirmed as eligible, the Secretary should record their name on board provided. The name recorded should be exactly as it appears in the official roster (no nicknames, please).
· When no additional nominations are forthcoming a motion to close nominations, followed by a second and vote for closure should be made. 
· Then the voting for delegates can begin. If the number of nominees is equal to, or less than, the number of positions to be filled, the delegation may be voted in by acclamation with a voice vote.  Otherwise, voting will be by secret ballot as follows:
a. Each attendee in the ward will write their choice of one (1) delegate (may be themselves, if they’ve been nominated) on a ballot.  Ballots will be gathered, counted and recorded on the listing created and maintained by the Secretary. This is the only round of balloting. 
b. If a single individual has the highest number of votes, that person is elected and the number of remaining positions to be filled is decreased by one.

c. If multiple nominees are tied for the highest number of votes, and that number of nominees is less than or equal to the number of remaining positions, those nominees are elected and the number of remaining positions to be filled is decreased by the number elected.

d. If multiple nominees are tied for the highest number of votes, and that number of nominees is greater than the number of remaining positions, the tie must be broken by drawing lots.  The playing cards provided in your packet should be used for this purpose.

e. If, after the above process, there are still unfilled positions, repeat b., c., or d. . . . whichever is appropriate . . . with the next highest number of votes and continue until all positions have been filled. The names of those elected, as well as the number of votes they received and the card drawn for any tiebreaker should be recorded on the election results sheet.  The same information should also be recorded in the appropriate column of the official ward roster.
f. Any nominee who receives at least one vote but is not elected as a delegate will be listed as an alternate delegate.  Alternates should be listed on the official results sheet in order based on number of votes and then by the card for any tiebreaker.

g. If you’re still unclear on this process, see the example shown at the end of these instructions.

10.
Once the delegates have been elected, there exists one additional position for the ward to fill.  Each ward is entitled to one seat on the Convention Credentials and Rules Committee.  Nominees for this position must be from among the list of elected and automatic delegates to the convention.  Only those who would be available for scheduled meeting of this committee at Noon should accept the position, Election of the member of this committee should, once again, be by secret ballot, unless by acclamation. 
11. Once all the elections have been completed any member of the ward may submit resolutions.  Submitted resolutions should be discussed and voted on at this time. Any resolutions adopted by the ward should be carried by the ward’s Resolutions Committee member to the Resolution Committee meeting at Noon.
11. Any other business of the ward can then be conducted.

12. With all ward business complete, the chairperson should ask if there’s a motion to adjourn, followed by a second and a vote to adjourn.  When adjournment is declared the chairperson should thank those who participated, and encourage continued participation in party affairs.

13. Collect ALL materials used, and clean up the site to the best of your ability.  Remember that we are guests, and we want to see to it that we’re welcomed back again next year.  All materials used in the election process should go back into the envelope, which must be returned immediately after the meeting. We are required to keep all these papers for future review.
EXAMPLE OF DELEGATE ELECTION
For this example we’ll use a hypothetical ward that has an allocation of 14 delegates.  The ward also has three individuals who are members of the State Central Committee

The three SCC members are automatic delegates, and do not count against their ward’s allocation, and so the ward’s allocation plus the three SCC members would give that ward 17 total delegates to the convention.  

50 members of the ward (including the three SCC members who are all already delegates, by rule) show up for the meeting and nominate 30 members to fill the 14 remaining positions.  When the voting is done five individuals have received three votes each, twelve individuals have received two votes each and eleven individuals each received one vote leaving two nominees with no votes at all.
Since the highest number of votes is three, and five individuals received three votes, those five individuals are elected, leaving nine positions remaining to be filled (14-5=9).  The second highest number of votes was two, with twelve individuals tied with that number.  The chairperson pulls out the playing cards and shuffles the cards included.  The twelve individuals who had each received two votes will each draw a card.  All the cards get drawn except for the Jack.  Those with the Ace, King, Queen, ten, nine, eight, seven, six and five all become delegates (The highest 9).  The individuals holding the four, three and deuce will be the first three alternates, in that order.  The cards are then reshuffled and the eleven individuals who received one vote each will also draw from the cards to determine their order on the alternate delegate list, following the three alternates already selected.  The two nominees with no votes will be neither delegates nor alternates.
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