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PLEASE NOTE THE FOLLOWING REMINDERS FOR STATE OFFICER CANDIDATE APPLICATION & 

ELECTION PROCESS

· Each candidate may spend a maximum of $200 for all campaign materials.  

· All State Officer Candidates are required to pass a candidate exam by a minimum of 70% to be allowed to campaign at FLC.  Test will be administered at start of FLC.  All questions on exam will be from information on the candidate worksheet.  Advisors will receive an answer key for the worksheet following their candidate’s submission of materials (prior to FLC).  Advisors are to review the correct answers with their candidate or provide practice tests so as to further prepare their candidate for the testing at the conference.

· Use of ANY type of adhesive item or simulated weapon as a campaign item is strictly prohibited.
· PSEO Students must be enrolled in a business class at their home high school.
· Once Official Voting Delegate Sessions are called to order, delegates may not leave the session.

· Following election/closing general session, newly elected officers will meet with outgoing officers for approximately 3 hours. 
MN ASSOCIATION
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SECONDARY 

DIVISION

MEMO TO:
MN Business Professionals of America Chapter Advisors

FROM:

Jackie Schiller, MN Secondary BPA Executive Director

RE:

2008-2009 State Officer Candidate Information

DATE:

September 2, 2008
Please share this information with your students and encourage them to become involved in Business Professionals of America’s governing process as a State Officer.

Election of the 2008-2009 slate of officers will take place during the 2008 Fall Leadership Conference, October 28 & 29, 2008 in Minneapolis, Minnesota at the Sheraton South Hotel.  Students elected will serve until the close of the 2009 Fall Leadership Conference.

· APPLICATION PROCEDURE
Those students interested in seeking a State Office are to submit (pages 10-14):

1. Officer Candidate Application Form 

2. Officer Candidate Worksheet

3. State Officer Agreement Form

4. Grade Transcripts

5. Letter of Recommendation from school personnel
These items are to be received on or before October 1, 2008.  All applications are to be mailed to:  



Minnesota High School Business Professionals of America, 



21576 NE Pickerel Lake Drive



Detroit Lakes, MN  56501 

ELECTION PROCEDURES

There will be no additions made in the listing of State Officer Candidates at the Fall Leadership Conference.  Candidates who successfully complete the application process by the deadline will be approved to seek a position as a State Officer & take the Official State Officer Candidate Exam.  ALL required forms are necessary to be slated and MUST be mailed in one complete set!!!  Partial applications will not be accepted.  They will not be screened into a specific office--neither will they campaign for a specific office.  Rather, all candidates will campaign to be elected as one of the 2008-2009 State Officers.

Upon arrival at the Fall Leadership Conference, candidates will be required to take an official exam.  To continue as a candidate, they must achieve a minimum of 70% competency on this exam.  The official slate of candidates will be announced at the end of the Opening General Session.  All questions will be derived from the information on the original candidate worksheet included in this packet.  After the candidate has submitted the complete application including the completed worksheet, chapter advisors will receive an answer key for the worksheet (prior to FLC).  Be certain to supply & review the correct information with your candidate!

Each candidate may spend a maximum of $200.00 for all campaign materials.  Campaign materials include any item used in the campaign such as handout materials (flyers, buttons, pencils, pens, candy, etc.), posters, or visuals used during the campaign rally.  Any candidate going over the maximum expenditure will be forced to forfeit all materials.  Each candidate is also allowed to use one easel that he/she provides and does not need to be included in the list of expenditures.

The Candidate’s Campaign Manager must submit an itemized statement of all campaign expenditures including the fair market value of all donated materials to the individual presiding over the Candidate Briefing & Exam.  Failure to submit the itemized list of expenditures will result in automatic disqualification of the Candidate.  A form to itemize these expenditures is included in this packet.
Each candidate will prepare in advance and deliver a speech during the official designated session.  The speech is not to exceed three (3) minutes.  
The candidate who receives the greatest percentage of votes in the election at the 2007 Fall Leadership Conference will receive the office of his/her first choice.  The second highest vote getter will receive his/her first choice of office unless it was previously filled by the highest vote getter.  In that case, they will receive their 2nd choice of office.  This procedure will continue until all six offices are filled.  Using an election procedure of this nature allows for strong candidates to receive an office rather than being eliminated as in the traditional election procedure.

STATE PRIMARY ELECTION

A primary election will be held if there are more than 12 candidates to determine the final 12.  All voting in the primary election will be done by secret ballot at a voting booth location as announced in the conference program booklet.  If a Primary is needed, voting will be held Wednesday evening. Delegates are to vote for their top six choices.  Ballots that have been re-marked will be disqualified.  All conference delegates attending the Campaign Session will receive a ticket that will allow them to vote.  The top twelve candidates to continue in the election procedure will be posted late Tuesday evening.

STATE GENERAL ELECTION

Once Official Voting Delegate Sessions are called to order, delegates may not leave the session.  Delegate voting for the General Election will be done by secret ballot.  Ballots will be distributed to the head-voting delegate at the beginning of the general election, who in turn will distribute them to the voting delegates.  The ballot will be marked by the voting delegate and passed to the head-voting delegate.  Each voting delegate is to vote for his or her top six choices.  Ballots that have been re-marked will be disqualified.  In case of a tie vote, the Official Candidate Test score will be used to determine winner.

HOW TO APPLY

BUSINESS PROFESSIONALS OF AMERICA needs strong State Officers to serve as leaders for the student organization.  We highly encourage your chapter to become involved in the governing process by supporting a member for State Office.  It is a worthwhile and enriching experience for the member as well as the chapter.

The instructions for seeking office in Minnesota are as follows:

1. The candidate must submit to the Business Professionals of America - MN Association Executive Director, a candidate packet with the application form, by the stated deadline.  

2. The candidate must complete and submit the Officer Candidate Worksheet.

3. The candidate and local advisor must complete and submit the State Officer Agreement Form.

4. A copy of an official school transcript & a letter of recommendation from the local chapter advisor or school administrator must be attached with the application materials.

5. All materials will be submitted to the state office by published deadline date prior to the FLC in one submission – partial applications will not be accepted.

6. The candidate must review the campaign and election procedures and be familiar with them.

7. Current State Officers are not allowed to run for re-election.

ALL APPLICATIONS MUST BE RECEIVED

ON OR BEFORE OCTOBER 1, 2008.
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Remember, 2 candidates per school are allowed. 

· REQUIREMENTS & ELIGIBILITY OF ALL OFFICER CANDIDATES:
· All candidates will take a written exam at the beginning of FLC.  Potential candidates must score at least 70% on the exam administered at the beginning of FLC in order to be slated as an official candidate and continue actively campaigning.  Questions for this exam will be from the candidate worksheet included in this packet and returned with application materials.
· The candidate must be a full-time vocational business education student enrolled in a state-approved program.  (PP)
· Fulltime PSEO students need to be currently enrolled in a business class at their home high schools.  (PP)
· The candidate must be certified in writing to be of average scholastic ability by the local advisor and/or a local school official.  (PP)
· The candidate for any office of the High School Division must be an active member in good standing of Business Professionals of America - Minnesota Association and the local affiliated chapter.  (PP)
· The candidate should have a business occupation career objective.
· Each school is allowed a maximum of 2 candidates.  (PP)
· There is not a limit to the number of candidates a region is allowed to seek a state office.  (PP)
· Current State Officers are not allowed to seek a second term or campaign for re-election.  (PP) 
· In the event a Candidate who is currently holding regional office is elected to a state office, the state officer will resign from the regional office.  The individual regions will decide upon the method of replacing this officer at the regional level.
(PP) As stated in the State Policy and Procedures Manual.

· IF ELECTED, ALL OFFICERS MUST BE ABLE TO FULFILL THE FOLLOWING:

1. Should be prepared to meet all of the prescribed duties and responsibilities as stated in their division’s constitutional by-laws.

2. Must attend the officer orientation session immediately following the adjournment of FLC.  (Approximate time requirement is ½ day.)

3. Must attend officer-training sessions following their installation as officers.  (Approximate time requirement is 2 ½ days.)

4. Must attend the Spring Leadership Conference during their term of office.  (Approximate time requirement is 4 days.)

5. Should attend the National Leadership Conference during their term of office.  If attending, they MUST serve as a Minnesota Voting Delegate.  (Approximate time requirement is 5 days.)

6. Must attend the Fall Leadership Conference during term of office as scheduled by the State Association.  (Approximate time requirement is 3 days.)

7. Must attend local activities as assigned and approved by the State Office.  

8. Must attend officer meetings throughout their term of office as called by the President, State Advisor and/or Executive Director.  (Approximate time requirement is 4 – ½ day meetings.)

9. Officers are reimbursed for approved transportation and lodging expenses incurred on behalf of Business Professionals of America, providing they received prior approval.  
10. Shall assist in the planning, organization, operation, and evaluation of all Minnesota Secondary Business Professionals of America activities.

11. Shall promote the growth and development of Business Professionals of America in the State of Minnesota in accordance with the Program of Work established by the State Officer Team and shall be available as necessary in promoting the general welfare of Business Professionals of America.

12. Must submit 5th of the Month Reports documenting all monthly activities and accomplishments to the State Office.

13. Must maintain close contact with the State Executive Director.

Failure to attend noted required activities would lead to discussion of resignation of state office.
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DUTIES OF STATE OFFICERS

MN ASSOCIATION -SECONDARY DIVISION
S
tate Officers of the High School Division of Minnesota Business Professionals of America shall consist of a President, Executive Vice President, Executive Secretary, Executive Parliamentarian, Executive Historian and an Executive Treasurer and will be know collectively as the Executive Council for the High School Division.  It shall be the duty of the Executive Council to plan for the welfare, to represent, and to act for this Division as occasions may demand.

PRESIDENT: It shall be the duty of the President to preside over the Executive Council meetings, to preside at all business meetings, to make all necessary committee appointments including the designation of committee chairperson, to develop with the Executive Council a program of work for the term of office.  The President shall have the authority to call the Executive Council meetings and executive committee.  The President shall have two Executive Council members present for each meeting of the Executive Board of Business Professionals of America - Minnesota Association, Inc. to cast the Executive Council votes.  The President shall submit a written report of the Executive Council’s activities to the Executive Director monthly.

EXECUTIVE VICE PRESIDENT: It shall be the duties of the Executive Vice President to serve as chairman of the student committees; to accept the responsibilities for the President as occasion may demand; to handle any special awards programs; to submit monthly reports to the president of their activities; and to disburse information to the President of the regions concerning approved awards programs.

EXECUTIVE SECRETARY: It shall be the duty of the Executive Secretary to serve in any capacity as directed by the President, and to record the minutes of all executive council meetings.  The Executive Secretary shall prepare formal correspondence for the Executive Council and submit a monthly report to the President of their activities.  The Executive Secretary shall prepare, along with the President, an agenda for all Executive Council and general membership meetings.

EXECUTIVE PARLIAMENTARIAN: It shall be the duty of the Executive Parliamentarian to be in charge of parliamentary conduct at all meetings and conferences; to review new chapter constitutions and issue charters.  The Executive Parliamentarian will act as an official student representative in planning, organizing and conducting statewide conferences and will submit a monthly report to the President on their activities.

EXECUTIVE HISTORIAN: It shall be the duty of the Executive Historian to serve in any capacity as directed by the president and to work closely with the president and Executive Director to encourage maximum publicity by all chapters.  The Executive Historian will maintain a file of all published releases, and prepare materials for use during conferences.  The Executive Historian shall be responsible for obtaining articles for the State Newsletter and shall submit a report of their activities to the president monthly.

EXECUTIVE TREASURER: It shall be the duty of the Executive Treasurer to serve in any capacity as directed by the President and to present membership reports as necessary.  The Executive Treasurer shall aid local and regional organizations in planning programs, services and fiscal policy.  The Executive Treasurer shall develop a fiscal policy for student Executive Council funds, and submit a monthly report to the President on their activities.
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CAMPAIGNING RULES & REGULATIONS

· Use of any type of weapon, simulated or real as a campaign prop is strictly prohibited. 
· Use of adhesive stickers or items is prohibited.  

· Each candidate successfully completing the application will be given a written exam at the beginning of FLC.  To continue to be eligible, a score of 70% minimum competency must be achieved.  

· Two candidates per school are allowed.  

· No reference may be made to a specific officer position.  All candidates are to campaign to be a part of the State Officer Team.

· Campaigning at the conference site may begin only after the conclusion of the Opening General Session.  Anyone who campaigns before this may be disqualified.

· The number of voting delegates seated for each region during the roll call at the Annual Business Meeting will be the maximum number of voting delegates a region may seat at any subsequent general session.

· Once Official Voting Delegate Sessions are called to order, delegates may not leave the session.

· Each candidate must remove all campaign materials within one hour after the conclusion of the General Election Voting.

· All candidates must abide by campaign regulations set up by the Executive Council in cooperation with the conference hotel.

· A campaign area is designated for all candidates to campaign.  Each candidate will have a designated area to pass out campaign materials in the campaign area.  Each candidate should be prepared to share their campaign area with other respective officer candidates.  Each candidate will be provided with an area approximately 6’ x 10’ and a 6’ table.

· Each candidate should appoint an official campaign chair that will be responsible for affixing and disposing of posters, banners and signs.

· Campaign materials must be displayed in the campaign area and General session rooms.  No materials may be placed in the hotel sleeping rooms, elevators or hallways.

· There is a $200 limit for campaign materials.  Candidates may use campaign materials such as balloons, pencils or buttons, printed handouts, cards or signs, and songs or skits.

GENERAL VOTING RULES

1. Block voting may not be required of a regional voting delegate.

2. Alternate voting delegates may be seated at the beginning of any session.

3. The State Board of Directors determines the number of voting delegates for each region annually.  (10 delegates and 3 alternates as determined/selected by region)

4. Any violation of the election, campaign or general guidelines may lead to the disqualification of a voting delegate or candidate.

5. Voting delegates must be present at the speech session in order to be seated at a general session.
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VOTING DELEGATE INSTRUCTIONS

· A head-voting delegate from each region will be assigned the responsibility for answering the roll call at the beginning of sessions.

· Suggested manner for answering the roll:  “Region ______ is present with _____ official voting delegates.”  Stand at the microphone before responding to the roll call.

· Voting delegates must sit in the area reserved for their delegation.

· Voting delegates must be present to cast their vote.  One person cannot cast more than one vote.

· When a voting delegate leaves the floor or will not be present at a session, it is their responsibility to appoint the designated alternate to represent them during their absence.  The alternate sits in the delegate’s seat until the delegate returns.

· Any voting delegate may present business on the floor.  To be recognized during the business session, a voting delegate must stand.  When recognized, the delegate must give their name and chapter before discussing business.  All items of business will be according to the most recent edition of Robert’s Rules of Order.

· If a delegate desires to come to the platform and speak from the rostrum, they must give their name and chapter and ask permission to speak from the rostrum.

· All delegates must practice parliamentary procedure, as governed by the most recent edition of Robert’s Rules of Order.

· If a voting delegate is absent at the Annual Business Meeting, the region will lose the vote for the remainder of the conference, unless the alternate sits in.
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INSTRUCTIONS TO ALTERNATE VOTING DELEGATES

· It is the responsibility of the alternate to attend all sessions just the same as an official voting delegate.

· The alternate must be in view of the delegation, so they may be easily located when called on to serve.

· An alternate does not sit with the voting delegation unless they have been notified and are actually substituting.

· An alternate voting delegate must also be present at all sessions and caucuses.  

FORMS 

SECTION
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All forms in this section

Are to be RECEIVED on or before

The deadline date of October 1, 2008
This is NOT a postmark date, it is the RECEIVED DATE.

TO: 

MN SECONDARY BPA

21576 NE Pickerel Lake Drive

Detroit Lakes, MN  56501-7524

State Officer Application Form
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Please indicate your choice (preference) for State Office, by placing a “1” by your first choice of office, “2” by your second choice, etc.

       President
       Executive Vice President

       Treasurer
       Secretary


       Parliamentarian
       Historian

CANDIDATE INFORMATION
[image: image12.emf]

Name of Candidate  
Phone Number       
Complete Mailing Address       
Email Address       
Parent/Guardian/Spouse’s Name      


(Please circle one)

Complete Mailing Address      
Campaign Manager Name(s)      



SCHOOL INFORMATION

Name of School       
Grade Level & GPA      
Currently enrolled in a business class      
Chapter Advisor      

Evidence of leadership ability in school, civic, or other organizations:

	Name of Organization
	From – To
	Office Held

	     
	     
	     

	     
	     
	     

	     
	     
	     


Work experience:

	Place of Employment
	From – To
	Position Held

	     
	     
	     

	     
	     
	     

	     
	     
	     


The above candidate is a member in good standing of the        
  Chapter of BUSINESS PROFESSIONALS OF AMERICA.  To the best of my knowledge all information submitted on, with, or attached to this nomination form is factual and exists as presented.  The candidate is enrolled in a state-approved vocational business and/or office education program.

                         Chapter Advisor 


If elected, I will make every effort to attend all conferences & meetings, to adhere to the Code of Ethics, to actively serve in office to the best of my ability, and to abide by the Constitution and policies of BUSINESS PROFESSIONALS OF AMERICA.


Officer Candidate

OFFICER CANDIDATE WORKSHEET
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MINNESOTA BUSINESS PROFESSIONALS OF AMERICA

NAME:______________________________________________________

CHAPTER:___________________________________________________

Please type your answers to the following questions on a separate sheet and attach to this worksheet.

WHO’S WHO 
1. Name the MN State Executive Council & their Offices. 12 points

2. Who is the State Executive Director?  1 point

3. Who is the Chair of the State Executive Board of Directors?  1 point

4. Who is the Minnesota CEAC (Classroom Educators Advisory Council) Representative?  1 point

INFORMATION & HISTORY OF THE ORGANIZATION 

5. What are the four divisions of the association?  4 points

6. When and where was the organization established?  2 points

7. How many state associations is the national organization comprised of?  1 point

8. Who makes up the Classroom Educators Advisory Council?  1 point

9. Where is the state office for Minnesota Business Professionals of America located?  1 point

10. How many regions comprise Minnesota BPA?  1 point

11. How much are national dues?  1 point

12. What is the official journal of Business Professionals of America?  1 point

13. What do each of the words in our organization’s name mean?  3 points

14. Name the organization’s colors and explain what each represents.  6 points

15. What was our organization’s name prior to Business Professionals of America?  1 point

16. Where is the National Leadership Conference this year?  1 point

17. What is the organization pledge?  10 points

18. Explain the significance of each part of the emblem?  5 points

19. Name the torches in the torch awards program.  9 points

20. What is the BPA Marketing & Public Relations Award?  1 point

21. What is the Chapter Activities Award of Excellence?  1 point

22. What is the Safety Awareness Award?  1 point.

23. What is the Professional Cup?  1 point

24. What are at least five main goals of the organization?  5 points

PARLIAMENTARY PROCEDURE 

25. Name the five types or classes of motion.  5 points

26. Which type or class of motion affects the way a main motion is handled?  1 point

27. Which type or class of motion takes precedence over all other motions?  1 point

28. What motion may be used to “kill” a motion without bringing it to a vote?  1 point

29. A member who questions the results of a vote uses what motion?  1 point

30. Name the five ways to amend a main motion.  5 points

31. May the president discuss a motion that is on the floor: and if so, what must he or she do?  3 points

32. Name the five methods of voting.  5 points

33. Which method of voting is used most frequently?  1 point

TRUE OR FALSE
34. The names of the maker of the motion and the seconder should be recorded in the secretary’s minutes.

35. Point of order is debatable.

36. A motion to amend the main motion is amendable.

37. A motion to take a recess is a subsidiary motion.

38. Previous question is debatable.

39. The secretary’s report if there are no objections, stands approved as read at a meeting.

“I certify that this worksheet was completed by me using available resources.”

___________________________           ___________________________________________________


(Date)




(Signature)

   

Suggested Resources:

Dunbar’s

Robert’s Rules of Order, Newly Revised

Chapter Management Reference

Policies & Procedures Manual

It’s a New Year

COMMUNIQUE

State Office Use Only:

Total Possible

100

Incorrect

___



TOTAL SCORE  ________
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STATE OFFICER AGREEMENT

MINNESOTA ASSOCIATION – SECONDARY DIVISION

If elected to the State Business Professionals of America - MN Association Office I seek, I agree to serve faithfully with dignity, to my full term of office and will uphold the principles of Business Professionals of America.  I understand that fulfilling the obligation of my office will require hard work and sacrifice on my part.  I further understand that as a member of the State Business Professionals of America, Minnesota Association Executive Council, I will be required to assume a role of leadership and to serve in such a manner as to bring credit, respect, and recognition to the State and National Organizations.

My advisor has made me aware of the duties and functions of my office.  I understand fully the honors and responsibilities that go with being elected to state office, and do solemnly and sincerely, promise to accept and fulfill these responsibilities to the best of my ability if elected.

I also understand fully the campaigning rules and regulations and will abide by these rules.

	
	

	Signature of Officer Candidate
	Chapter


I understand fully that as an advisor for the above State Officer Candidate, I share many of the responsibilities of the elected officer.  I have counseled the above candidate regarding the obligations to the Minnesota Association of Business Professionals of America and the office sought.  The candidate has been advised that they may be called upon to:

· Attend State Officer Training Conference

· Participate in State Officer Team Meetings (approximately 4 meetings held in the metro area)
· Participate in State Leadership Training Workshops

· Preside at Spring and Fall Conferences

· Serve as a Voting Delegate if they attend the National Conference

· Speak on behalf of Business Professionals of America at social, educational and civic events

· Serve as called upon by their local chapter and district

· Be absent from school for short periods of time

· Miss work on occasions to perform officer responsibilities

· Represent Minnesota Business Professionals of America in official attire

As advisor of the above candidate, I accept the responsibility for assisting the candidate in every way possible so that he/she will be able to perform to the best of his/her ability.  To the best of my knowledge, all information provided in the application is up-to-date & correct.

	Signature of Chapter Advisor
	
	Date


PARENT OR GUARDIAN CONSENT: 

I/we have read the responsibilities of a BPA State Officer, and give my/our permission for my/our son/daughter to seek and hold this office and attend the required meetings and conferences.  All parents/guardians, that the candidate resides with, must sign this form.

	Signature(s) of Parent/Guardians


	
	Date

	Signature(s) of Parent/Guardians
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STATE OFFICER EXPENDITURES

MINNESOTA ASSOCIATION 
SECONDARY DIVISION

THIS FORM MUST BE KEYED – NOT HANDWRITTEN!

TO BE ELIGIBLE, COMPLETED FORM MUST BE SUBMITTED AT CANDIDATE TEST – NO EXCEPTIONS!

The following expenditures were made in my campaign including the fair market value of all donated materials:  
	Item
	Description
	Market Value

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL EXPENDITURES:
	
	$


I also understand fully the campaigning rules and regulations and will abide by these rules.

	
	

	Name Officer Candidate 
	Chapter

	
	

	Signature of Officer Candidate 
	Chapter

	
	

	Signature of Chapter Advisor
	Chapter

	
	

	Signature of Campaign Manager
	Chapter


2
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