Credentials Chair
The Credentials Chair is responsible for managing the credentials process for the District business meeting.  This role is selected by the Convention Chair with the pre-approval of the Program Quality Director.  This individual must be a member in good standing, in a club of good standing within the District and shall not be candidates for District office. Appointments should be made at least sixty (60) days prior to the District Council Meetings. 
Refer to Article X: Council Meetings, Quorum, Proxies, and Voting of the District Administrative Bylaws.
Credentials Chair will collaborate with the District Director (DD), Program Quality Director (PQD), Convention Chair (CC),Manager of the District Website and Newsletter, Registration Chair (RC), Program Production Chair (PC) and Facilities Chair (FC).
Tasks – Duties include:  
· Establish a list of eligible voters of the District Council and within the District by obtaining the names of members authorized to cast ballots from the DD and PDQ. 
· Establish procedures for validation of credentials prior to the District Council Meetings
· Advise the District Council members of the procedures and instructions determined for the validation of Credentials. 
· Advise District Officers of the process and requirements needed to transfer one’s voting rights to a proxy in the event an eligible voter is unable to attend the District Business Meeting
· Create and provide official ballots to be used at the business meetings by members of the District Council in session.
· Plan, organize and manage the credentials desk.  Arrange for a credentials desk and all other such properties necessary to efficiently conduct the functions of the Credentials Committee, prior to and during the District Council Business Meetings.
· Provide set up request for the credentials desk to the FC to arrange with hotel staff
· Assign and oversee Credentials desk staffing to assist with duties
· Determine voter eligibility.  Announce the official count of the District Council members present, the total number eligible in the district, and whether quorum requirements for the conduct of business have been satisfied, prior to the conduct of any business (at the Business Meeting).
· Act as advisor District Parliamentarian regarding questions of protocol and procedure during District Business Meeting
Key Items to note:
Credentials Desk:
Create a checklist of items needed for the Credentials Desk.  Items to include: ballots, collection baskets, list of confirmed eligible voters, pens, etc.
Notify FC of any set up assistance you may require (such as table set up, lighting, electrical outlet, preferred location within the convention area, etc)
Advise PQD, CC, RC and PPC of your set hours of operation in which voting members can/must register at the credentials desk
[bookmark: _GoBack]Voter Eligibility:
As Credentials Chair you are responsible for determining eligibility of District voters in the event elections or an issue is presented within the District Business Meeting which requires a vote.  You are also responsible for instructing the process and requirements to transfer voting rights to a proxy in the event an eligible voter is unable to attend a District Business Meeting.  *Note:Executive Committee members must be present to cast their ballot; they cannot assign representatives by proxy.
You are required to announce and advise in writing the procedures for validation of credentials, to include the current semi-annual membership list, the voting rights of the members; and provide an official proxy form with instructions on its use at least thirty (30) days prior to District Council Meetings.
Enlist the help of Division and Area Directors and the District Website and Newsletter Manager to encourage voter attendance and proxy assignments. 

