
 
 

 
Suggested Communications Timeline for Elections 

 
A) 8-10 weeks out: 

a. Consult your club’s Bylaws to understand the correct election protocol for your club. 
i. Determine who is eligible to vote. If only paid members can participate, 

consider using this as an opportunity to increase membership. 
ii. For in person elections, consider the timing and attendance of event. 

b. Speak with your staff liaison to learn how the School can best support the process. 
c. Identify a nominating/election committee or a nonbiased officer/alumnus who can 

manage the logistics of the election. Anyone who is running for reelection (i.e. 
current president) should not be involved in any aspect of managing the voting 
process. 

B) 6 weeks out: 
a. Send out a call for nominations and announce the timeline, roles available, including 

position descriptions, and details of how the voting will be conducted. 
i. Consider requiring potential nominees to complete an application 

b. Integrate election messaging into newsletter, other emails, and website 
C) 2-4 weeks out:  

a. Compile slate of nominated officers  
b. Communicate the names of these candidates to club membership, including brief 

bios (see example from the Wharton Club of Chicago here). 
c. Consider holding an in-person or virtual event for club members to get to know the 

candidates. 
D) Election: 

a. For online elections, consider using Helios (detailed instructions below). 
i. Announce that voting is open and remind of deadline. 
ii. Give two weeks for voting and send reminders throughout. 

b. For in person election, make sure election details are included in event reminders. 
E) No more than one week after voting ends:  

a. Communicate the winning slate to the club membership 
b. Inform your staff liaison of the results 
c. Update website accordingly 
d. Plan first board meeting for new leadership 
e. Explore ways for those not elected to stay involved  

 

https://d3n8a8pro7vhmx.cloudfront.net/whartonofficers/pages/21/attachments/original/1532704082/2018_WCC_Board_Candidates.pdf?1532704082
https://heliosvoting.org/

