
Nominating and Elections Committee   Page 1 

Approved July 2018 

BRIAR CHAPEL COMMUNITY ASSOCIATION  
BOARD OF DIRECTORS 

NOMINATING AND ELECTIONS COMMITTEE CHARTER 

June 2018 

Charter  
This charter (“Charter”) governs the operations of the Nominating and Elections Committee (the “Committee”) 

established by the Board of Directors (the “Board”) of Briar Chapel Community Association (the 

“Association”). As specified in Article V.5.1 of the Bylaws, the Board may appoint such committees, as it 

deems appropriate to perform such tasks and to serve for such periods as the Board may designate by resolution, 

and the scope of their authority shall be as stated in the Purpose of Committee below. This charter will be 

reviewed every two years by the Committee chairperson and management.  Management will edit the document 

and once the revised charter is approved by the Board, Management will post the revised charter on 

BriarChapelLife.com. 

 
Purpose of Committee 
The Committee is a standing advisory committee appointed by and serving at the pleasure of the Board of 

Directors, the purpose of which is to make recommendations to the Board on issues dealing with Nominations 

for Board Elections and committee appointments.  

 

The Board’s vision is that the Committee will provide the Association with an appropriate number of qualified 

candidates for Board elections.  

 

The purpose of the Committee shall be to educate, inform and advise potential Board member and committee 

candidates by:  

• Using existing nominating and elections procedures to recruit qualified candidates.  

• Performing such other election related matters referred to them by the Board.  

• Supporting Management during the annual election of Class A member(s) to the Board. 

• Utilizing the Board-approved nomination and election rules in place and/or to recommend for Board 

approval, election rules and procedures it deems beneficial, fair and equitable.  

• Expanding our volunteer base by attracting and recognizing volunteers in the Community.  

• Recognizing the efforts of all Briar Chapel Community Association volunteers.  

Duties and Responsibilities 
• Follow any established Board Policy for recommending the appointment and re-appointment of 

members to the Committee. 

• Unless otherwise stated in the foregoing “Purpose of Committee” paragraph, elect a chair, vice chair and 

any other officers it deems appropriate at the first organizational meeting of a new Committee.  Election 

will be conducted by the Board liaison.  

• Record and provide to the Board of Director minutes of all meetings for information purposes. 

• Submit a quarterly report to the Board on the activities of the Committee. 

• Submit any recommendations in writing and separately from the quarterly report. 

• Submit all formal communications to the Board in writing by the chair, vice chair, or secretary of the 

Committee.  All formal recommendations requesting a Board response will be acknowledged within ten 

(10) days, with any necessary discussions scheduled thereafter. 
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• Assist in constructive communications with residents. 

• Schedule all members of the Committee to attend training sessions at the Board’s request. 

 

Interact with and Report to the Board 
The chair of the Committee (or his/her representative) shall attend the Board meetings in order to answer 

questions related to the Committee’s activities.  Therefore, the chair of the Committee shall make quarterly 

reports to the Board in writing. These reports shall be submitted to the Association office no later than ten (10) 

days prior to the regularly scheduled quarterly Board meeting.  

The Board shall appoint a member to serve as the liaison to the Committee for the purpose of interacting with 

the full Board. The Board liaison has no voting power and does not serve to constitute a quorum for committee 

meetings. All Board members serve as ex-officio members of all committees and may attend any meetings they 

deem necessary. 

The Board has the authority to remove any member following guidelines in the Briar Chapel 

Community Association Board Policy for Appointment of Committee Members. 

Interact with Staff 

All operating issues are the ultimate responsibility of the Association’s Executive Director. 

The Executive Director with approval of the Board may appoint a member(s) of the management staff to serve 

as a liaison(s) to the Committee and attend all regularly scheduled meetings. This liaison(s) is an excellent 

resource for information regarding the Association and the operations relative to the purpose of the Committee. 

The Committee should refer questions to and seek assistance from the staff liaison(s) when appropriate.  If the 

question requires input or further research, the staff liaison(s) will advise the chair of the Committee of the most 

efficient way to accomplish the need.  The staff liaison(s) has no voting power and does not serve to constitute a 

quorum for committee meetings. 

At no time should the chair of the Committee or members of the Committee direct staff to perform a task for the 

Committee or direct staff on how to perform their jobs. If the Committee requires staff assistance beyond that 

provided by the staff liaison(s), consult with Board liaison about the Executive Director assigning appropriate 

staff member(s) to support the task/request of the Committee. 

Committee Composition  
The foregoing “Purpose of Committee” paragraph may identify limitations on Committee composition.  

Notwithstanding, the following shall apply: 

The Committee shall be composed of residents who have expressed an interest in serving the community and 

have a background appropriate to the functions of the Committee. The Committee shall have at least three (3) 

members and not more than five (5) members, subject to the approval of the Board. 

Membership on this Committee shall be from the membership of the Association following the 

process and criteria detailed in Board Policy (Resolution Revising Process and Criteria for 

Appointment of Members to Board Appointed Committees). 

Members of the Committee serve without compensation for services rendered.  
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Code of Conduct  
Members of the Committee acknowledge that they have read, understand, and agree to abide by the Briar 

Chapel Community Association Code of Conduct. (Refer to the Code of Conduct). 

Meetings and Time Commitment 
Regular Meetings: Attendance is an important part of Committee membership and may involve considerable 

time commitment. Any committee member or chairperson who has three (3) absences from committee meetings 

in a calendar year may be removed by the Board. This Committee meets regularly as determined by the 

committee but no less than four (4) times per year. Special meetings may be held periodically. The chair shall, if 

and to the extent possible, give all members of the Committee at least four (4) business days’ notice of the 

agenda, time and place of any meeting of the Committee.  Such notice may be in person, by telephone, by mail, 

or by electronic means.  

All meetings will be conducted in open format except when in executive session or when conducting hearings.  

This allows residents to attend committee meetings and to participate as allowed by the chair of the Committee.   

Executive sessions may be used for other matters deemed confidential by the Board liaison.  

Action without Meetings: Any action taken in lieu of a formal meeting needs to be documented in the minutes 

of the next meeting.  

Quorum and Voting Requirements: At all meetings of the Committee a majority of members shall constitute a 

quorum. If at any meeting of the Committee there is less than a quorum present, the meeting shall be formally 

adjourned.  The vote of a majority of the entire committee shall constitute the decision of the Committee. 

Dissenting opinions will not be noted on record by name unless requested by the dissenting member. 

Authority to Spend Funds  
The Committee may justify and request from the Board an annual budget for expenditures directly related to the 

duties of the Committee.  The Committee has no authority to expend or commit funds of the Association or to 

direct staff to expend or commit funds beyond the approved budget without the explicit approval of the Board.  

Unbudgeted requests should be submitted in writing to the Board of Directors for consideration.  


