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Chapter Nominations Committee Checklist 
 
The search for potential candidates for chapter officers and the opportunities to encourage them is the job of 
each committee member. The committee’s goal is to build a complete slate of informed and enthusiastic 
officers to lead the chapter in the next biennium. 
Begin early and prepare thoroughly. 
 
 

□ Work to nurture the membership and perceive potential leaders during the first year of the 
biennium. 

 
□ Promote leadership and an interest in serving. 
 
□ Refresh members’ understanding of officers’ roles and responsibilities. 
 
□ Study the Chapter Rules. Every chapter is unique. 

Determine what officers are elected. Some offices are optional. 

Identify what positions are appointed and by whom. 

Note which committees, if any, are elected. 

Become familiar with the duties of each office. 

Determine what to do if an office becomes vacant. 

Know the procedures to fill any vacant positions from the floor. 

 
□ Become aware of the deadline to present the slate of officers to the chapter 

 
□ Formulate and present a slate of officers and elected committee members. 

 
□ Facilitate the election of officers. 

 
□ Mark and meet the deadline to notify TSO Headquarters of incoming chapter officers 

and their contact  information. 
 

□ Be prepared to mentor incoming officers and elected committee chairs. 
 

• TRAINING FOR LEADERSHIP IN PROFESSIONAL AND PERSONAL ROLES • CHAPTER LEADERS • 

• PRESIDENT • FIRST-VICE PRESIDENT • SECOND-VICE PRESIDENT • RECORDING SECRETARY • 

• CORRESPONDING SECRETARY • TREASURER • PARLIAMENTARIAN • ELECTED COMMITTEES • 


