

Example: Call for Volunteers





Chapter Leaders involved: List of chapter leaders or volunteers that are involved in the process. 
	Example: President, Secretary and others as needed

Purpose: What is the purpose of the SOP

	Example: To recruit and select appropriate candidates for the chapter slate/ballot (refer to your chapter’s policies & procedures)

Timeline: 
· What is the start date/time or is it ongoing. 
· List steps of process in chronological order

Example: November - December

1. If using slate, select Nominating Committee (see volunteer handbook)

2. Create call for volunteers’ communication based on vacancies  (see template available in ANFP Connect)

3. Contact National to create survey/application if desired

4. Distribute email communication to all eligible members to serve (see policies and procedures for qualifications)

5. Send reminders as necessary

6. After application deadline, review applications, verify qualifications and present to Nominating Committee or membership for selection/vote

7. If using slate, Nominating Committee will select slate to present to the Board for approval. If using election process, secretary will prepare the ballot and distribute to member eligible to vote.

8. If using slate, Board will need approve slate and inform the membership allow them 15 business days to respond. If you using the election process, allow members 15 days to vote (must pass with quorum)

9. Board will approve the slate or confirm the ballots (if a Teller’s committee is not available) 

10. Announce new chapter leaders to membership

